ADDITIONAL APPLICANT INFORMATION

Applications become the property of the Human Resources Office and will NOT be returned, even for copying purposes.  We strongly recommend that you keep your original application and submit a photocopy, or make a copy for future use before you turn it in.

WHO MAY APPLY:  You may apply for this position if you are within the specific area of consideration stated on the announcement.  U.S. citizenship is required.  Applicants determined to be "ordinary resident" in Spain cannot be appointed to positions designated for U.S. occupancy.  This announcement is issued under merit staffing procedures and is only one means of filling the vacancy.  Consideration of alternate sources of candidates outside the area of consideration specified in this announcement is in no way restricted.  Alternate sources of qualified candidates may be considered at any time during the recruitment process.

WHERE TO FILE:  Human Resources Office, PSC 819, Box 11, FPO AE  09645-1800.  To be considered, applications must be received on/or before close of business (5 p.m.) on the closing date specified in the announcement.

FILING INSTRUCTIONS:  All applicants are required to submit one of the following documents:  Application for Federal Employment (SF-171), Optional Application for Federal Employment (OF-612), or a government style resume (Applying for a Federal Job (OF-150) lists what is required to be on the resume).

CHECKLIST:  Does your application indicate the following information, if not you may lose full consideration for this vacancy announcement:

· (1) Announcement Number; (2) Title & grade(s) of the job you are applying for; (3) Full name; (4) Social Security Number; (5) Mailing address; (6) Day & evening phone numbers; (7) Country or citizenship; (8) Veteran's preference; (9) Reinstatement eligibility; (10) Highest Federal civilian grade held; (11) Education (highest level); (12) High School name/Mailing address of High School/Date of diploma or GED; (13) Colleges & universities attended with total credits earned, Major and/or Degree.

· Give the following information for your paid and nonpaid work experience related to the job you are applying for:  (1) Job title (include series & grade if Federal job); (2) Starting & ending dates (MM/YY); (3) Salary; (4) Employer's name & address; (5) Supervisor's name & phone number (indicate if we can contact your supervisor); (6) Description of duties and accomplishments.  (DO NOT ATTACH A JOB DESCRIPTION)

· Copy of most recent Notification of Personnel Action (SF-50), and latest annual performance rating (if current or former civil service or NAFI).

· College transcripts (if qualifying on basis of education)

· DD-214 Record of Discharge (if claiming Veteran's Preference)

· Standard Form 15, Application for 10-Point Veteran Preference (if applicable)

· FAMILY MEMBER STATUS FORM (MANDATORY)

APPLICANT CERTIFICATION:  Applications must be signed and dated.  Applicants must be prepared to certify that, to the best of their knowledge and belief, all the information on and attached to their application is true, correct, complete, and made in good faith.  Applicants must understand that false or fraudulent information in the application may be grounds for not hiring or for firing after they begin work, and may be punishable by fine or imprisonment.  Any information provided is subject to investigation.

GENERAL INFORMATION:

· Filling this position is subject to the requirements of the DOD Priority Placement Program.

· The time-in-grade restrictions, qualifications, and any other regulatory requirements for placement must be met by the announcement closing date.

· Failure to provide complete information may cause you to lose consideration for the position or receive a lower rating.

· If selection is made below the full performance level of the position, the selectee may be promoted without further competition upon supervisory recommendation and meeting qualifications, regulatory and legal requirements.  However, promotion is not guaranteed and no promise of promotion is implied.

· Applicants will not be considered for positions below the lowest acceptable grade level shown on their application (SF-171 or OF-612)

· Applicants are advised that submission of applications using government paid postage envelopes is not considered official business and is a violation of OPM and postal regulations.

· It is the responsibility of the applicant to provide all information necessary to make a qualification determination by listing applicable work experience, awards, training, education, etc.

· Additional information will not be accepted after the announcement closing date.

THE DEPARTMENT OF THE NAVY IS AN EQUAL OPPORTUNITY EMPLOYER
Applications will receive consideration without regard to political, labor organization affiliation/non-affiliation, marital status, race, color, sex, sexual orientation national origin, religion, age, and/or physical/mental handicap.
