DEPARTMENT OF THE NAVY
NAVY EXCHANGE, HUMAN RESOURCES OFFICE, SIGONELLA, ITALY
JOB VACANCY ANNOUNCEMENT FOR LOCAL NATIONAL

2

Navy Exchange

Announcement # LN/002-24

Position / Grade SALES CLERK /2091 - E-05-W

Salary Range €1.908,55 - €2.063,31 per month plus applicable allowances

Opening Date 21 FEBRUARY 2024 Closing Date || 27 FEBRUARY 2024

Scheduled Days/Hours || Rotating Earliest Starting Time || 6:00 || Latest Quitting Time | 22:00

Location NAVY EXCHANGE SIGONELLA — RETAIL LOCATIONS — Main Store/Mini Mart

Notes

1. Please read the “Instructions for Completing the Employment Application”, before submitting your application.
EMAILS APPLICATIONS NOT IN ACCORDANCE WITH INSTRUCTIONS WILL NOT BE CONSEDERED.

2. Two Permanent Full Time positions.

3. Applicants must be able to read, write and speak in both English and Italian. Application must be submitted in English

4. Selectee will be required to work rotational shifts including weekends and holidays. Work schedule is subject to change.

5. Selectee will be required to pass a physical examination and security background check as a condition of employment.

Who May
Apply

Citizen of a European Union member state except those applicants also holding citizenship of the United States of
America.

Description
of Duties

- Greets, and engages customers in conversation for purposes of providing sales related assistance. Assists in the selection of
merchandise, and suggests additional items to complement the customer's selections. Where applicable, offers customers the
opportunity to purchase extended product warrantees. Explains coverage, benefits, and price.

- Interacts with customers and coworkers in a friendly and professional manner, which includes adhering to NEX dress code/uniform
standards, and assisting/supporting sales team members to the maximum extent possible.

- Becomes knowledgeable regarding merchandise selected; including proper set-up, use, care, characteristics of various product price
points, warrantee coverage, etc. Communicates product-related information to customers knowledgeably and legibly.

- Ensures assigned areas are fully stocked, merchandise is neatly arranged and attractively displayed. Reviews stock assortments and
communicates regularly with supervisor, store manager, etc. regarding additions, deletions, fast and slow selling merchandise, customer
preferences, needs, problems, etc. Participates in department meetings and actively seeks to exchange ideas regarding improvements
in customer service, job performance, achievement of store/department sales goals, etc.

- Completes sales transactions efficiently. Thanks customers for their patronage.

- As required, performs cash register transactions. Performs all types of cash register transactions (cash, charge, check, gift certificates,
layaway, etc.) in an accurate and procedurally correct manner.

- Advises customers of upcoming sales events, and services available throughout the Navy Exchange; such as gift wrapping, engraving,
delivery, gift certificates, etc. Offers customers the opportunity to open a NEXCARD account and informs customers of NEXCARD
account benefits.

- Becomes knowledgeable in NEX store policies including Richter Merchandising System functions and operation, merchandise returns,
price matching, check cashing, rain checks, etc. Handles customer returns and problems tactfully and efficiently. Applies store policies
consistently and intelligently, ensuring customer satisfaction as the end result.

- Maintains a high level of awareness in assigned areas and offers excellent customer service to all patrons (internal and external) in
order to deter theft.

- Unpacks, stages, and moves merchandise as assigned. Assists in creating store displays and in performing periodic inventories.

- Completes paperwork associated with merchandise/inventory movement, price adjustments, customer returns, cash register operation,
etc. accurately and completely.

- Shops the competition. Becomes familiar with commercial sector retail store sales events, merchandising styles, practices, etc.

- Eligible for and participates in applicable commission and gainsharing sales incentive programs.

- Performs other related duties as assigned.

Qualification
Requirements

GENERAL EXPERIENCE: Six (6) months of general experience of clerical, or retail sales work that indicates ability to acquire particular
knowledge and skills needs to perform the duties of the position to be filled OR “Diploma di Maturita”

Applicant's experience and education will be evaluated in conjunction with the following knowledge, skills, and abilities to determine
qualified candidates for referral:

1. Previous retail and/or customer service experience.

2. Ability to work the scheduled hours of the position.

3. Ability to work independently with minim supervision.

4. Ability to communicate fluently in English and Italian both orally and in writing.
5. Ability to accurately operate a cash register and complete daily sales reports.
6. Ability to deal courteously with the public.

Application
Status

For inquiries concerning job announcement, please contact the NEX Human Resources Office at (095) 564276 or (095) 564270,
Tuesday and/or Thursday from 1330 to 1500, at least 15 days after the closing date of the announcement.

THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER
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DEPARTMENT OF THE NAVY, NAVY EXCHANGE
Ufficio Risorse Umane NEX, Sigonella, Italia

Istruzioni per la Compilazione della Domanda di Impiego (Local National — LN)

DOMANDA DI IMPIEGO
Le domande di impiego vengono accettate solo in caso di concorso regolarmente
laperto al pubblico.

| bandi di concorso vengono affissi all’ufficio HR del NEX, e sono consultabili su:
https://cnreurafcent.cnic.navy.mil/Installations/NAS-Sigonella/About/Jobs/

La domanda di impiego puo’ essere scaricata dal sito:
https://cnreurafcent.cnic.navy.mil/Installations/NAS-
ISigonella/About/Jobs/How-to-Apply/

Le domande per posizioni di impiegato (EW) DEVONO essere compilate in lingua
inglese. Le domande per posizioni di operaio (EB) possono essere compilate sia in
inglese che in italiano.

“WHO MAY APPLY” (Chi puo’ presentare la domanda di impiego)
Cittadini di uno stato membro dell’Unione Europea.

Solo | candidati che rispondono ai criteri delineati alla voce “Who may apply”
possono essere ammessi alla procedura di valutazione.

| candidati con cittadinanza Americana non possono essere assunti presso le
Forze Armate USA in Italia in posizioni LN.

“QUALIFICATION REQUIREMENTS” (Requisiti di idonieta’)

| candidati devono prestare particolare attenzione al tipo di esperienza lavorativa
lai titoli di studio ed eventuali certificazioni/patenti richieste dal bando di
lconcorso e specificare quanto posseduto con relativa validita’ nell’apposito spazio
sulla domanda di impiego.

Esperienza lavorativa: | candidati devono descrivere dettagliatamente, con
parole proprie, I'esperienza lavorativa acquisita relativa al bando di concorso e
DEVONO specificare:

. Data di inizio e concluzione impieghi precedenti (indicare mese e
anno);

. Profilo professionale (titolo e qualifica) e livello di inquadramento;

. Datore di lavoro;

. ORE LAVORO SETTIMANALI;

. Esperienze acquisite durante il servizio militare (fornire desrizione
dettagliata delle mansioni svolte);

. Conoscenze linguistiche

| mansionari (PDs) e/o i certificati di servizio non verranno considerati come
\valida sostituzione della descrizione dell’esperienza lavorativa.

|Abilita’ dattilografica: Autocertificare la propria abilita’ dattilografica
nell’apposito spazio sulla domanda di impiego, specificando il numero di
parole/battute che si e’ in grado di dattilografare in inglese qualora il bando
richieda “dattilografi qualificati O/A”. | candidati sono ritenuti qualificati se capaci
di dattilografare almeno quaranta (40) parole/duecento (200) battute al minuto
in inglese. L'abilita’ dattilografica autocertificata e’ soggetta a verifica prima
dell’assunzione.

[Titoli di studio: Elencare dettagliatamente sulla domanda di impiego tutte le
informazioni relative agli studi sostenuti soprattutto nel caso in cui questi
risultano determinanti ai fini della qualifica, pena I'esclusione.

| titoli di studio conseguiti in paesi extra-europei, eccetto quelli conseguiti negli
U.S.A. devono essere valutati da autorita’ competernti specializzate
nell’equipollenza dei titoli di studio stranieri. | documenti in lingua straniera
devono essere ufficialmente tradotti o in lingua inglese o in lingua italiana.

La dicitura “Graduate” College or University level education si riferisce agli studi
universitari oltre la Laurea di 1 livello o equivalenti.

Le attestazioni di corsi professionali rilasciate da Enti Professionali Regionali, quali
lad esempio ENAIP o ente equivalente, possono essere considerate
lesclusivamente per posizioni di impiegato fino al livello E-05-W

DOCUMENTI DI VERIFICA

In caso di selezione, il candidato dovra’ fornire all’Ufficio Risorse Umane del NEX la
documentazione comprovante |'esperienza lavorativa, i titoli di studio ed eventuali
certificazioni o patenti richieste dal bando di concorso, per cui ha ricevuto credito.
L'esperienza lavorativa dichiarata sulla domanda di impiego e’ soggetta a verifica.
L’ Ufficio Risorse Umane del NEX procedera’ all’assunzione SOLO se il candidato
superera’ in modo soddisfacente tutti i requisiti di idonieta’.

PRESENTAZIONE DELLA DOMANDA DI IMPEGO

La domanda di impiego puo’ essere presentata ESCLUSIVAMENTE “via posta
elettronica” L’Ufficio Risorse Umane del NEX non accettera’ domande di impiego in
“forma cartacea”.

Inviare la domanda di impiego all’indirizzo: sig-nexhro-wantajob@nexweb.org

LA MANCATA OSSERVAZIONE DELLE ISTRUZIONI DI SEGUITO ELENCATE COMPORTERA’
L'ESCLUSIONE DELLA DOMANDA DI IMPIEGO DALLE PROCEDURE DI VALUTAZIONE E IL
CANDIDATO VERRA’ DETERMINATO “NON QUALIFICATO” DALL'UFFCIO RISORSE
UMANE.

. Specificare obbligatoriamente nell’oggetto dell ‘email il Cognome e Nome del
candidato E numero del bando di concorso, Es. LN/001-20;

. Inviare soltanto una email per ciascun bando di concorso. Se verra’ inviata
piu’ di una email, verra’ considerata solo quella piu’ recente;

. Utilizzare I'ultima versione della domanda di impiego disponibile sul sito;
. Non alterare il contenuto e le proprieta’ della domanda di impiego;

. Compilare la domanda di impiego in ogni sua parte rispondendo in modo
esauriente a TUTTE le domande;

. Non inviare email mediante il Sistema di Posta Elettronica Certificata;

. Allegare la domanda solo in format PDF utilizzando esclusivamente Adobe
PDF Reader (allegati aggiuntivi non sono necessari e non devono essere
inviati);

. L’email con allegata domanda di impiego non dovra’ superare | 10 MB;

. Verificare I'accuratezza e la veridicita’ delle informaziioni prima della
trasmissione della email;

. Per assicuravi che il file venga trasmesso in modo corretto e leggibile,
scansionare la domanda come document PDF;

. Inviare la domanda di impiego entro e non oltre la data di chiusura del bando
di concorso.

ICOMUNICAZIONI RELATIVE ALLA PRESENTAZIONE DELLA DOMANDA DI IMPIEGO

Per informazioni sulla domanda di impiego presentata contattare I’Ufficio Risorse
Umane del NEX allo (095) 564276, martedi /o giovedi, dalle ore 1330 alle ore 1530,
almeno 10 giorni dopo la data di chiusura del bando di concorso.

lQuando si richiedono informazioni telefocicamente, si deve fornire il numero del
bando (Announcement Number) della posizione per cui si e’ candidati.

L’ Ufficio Risorse Umane del NEX non dara’ informazioni sullo stato della domanda di
impiego a familiari o amici, in rispetto delle norme sulla riservatezza dei dati personali
(Legge 675/96). In caso di selezione il candidato verra’ informato telefonicamente e/o
per via elettronica (email) da un rappresentante dell’Ufficio Risorse Umane del NEX.

INOTE:

1. L’asunzione di familiari nello stesso reparto e’ disciplinata dalla Normativa n.12330
della BASE AERONAVALE M.M. USA SIGONELLA e dal NEXCOM HR Manuale.

2. Lalista dei candidati idonei per una posizione potrebbe venire utilizzata per
eventuali posizioni similari disponibili, senza la nesessita’ di un ulteriore bando di
concorso.

3.  Ladicitura “Local Nationa
dell’Unione Europea.

I

si reiferisce ai cittadini di uno stato membro

Aggiornato Giugno 2022




DEPARTMENT OF THE NAVY, NAVY EXCHANGE
NEX Human Resources Office, Sigonella, Italy

Instructions for Completing The Employment Application (Local National — LN)

EMPLOYMENT APPLICATION
lApplications are only accepted if there is an open vacancy announcement.

\Vacancy announcements may be downloaded from:
https://cnreurafcent.cnic.navy.mil/Installations/NAS-Sigonella/About/Jobs/

[The application form may be downloaded from:
https://cnreurafcent.cnic.navy.mil/Installations/NAS-
Sigonella/About/Jobs/How-to-Apply/

IApplications for white-color positions (EW) MUST be completed in English.
Applications for blue-color positions (EB) may be completed in Italian or English.

WHO MAY APPLY
Citizens of European Union member state.

Only candidates specified in the “Who May Apply” section of the vacancy
lannouncement may receive consideration.

Applicants with U.S. citizenship are ineligible to be employed in LN positions by the
U.S. Forces in Italy.

IQUALIFICATION REQUIREMENTS

Candidates must pay attention to the type of experience, education, certifications
land licenses requested by the vacancy announcement and ensure that all this
information, including expiration dates, as applicable, are reported in the
lappropriate block on the application form.

\Work experience: Candidates must describe in detail, in their own words, work
lexperience related to the vacancy and MUST specify:

. From/To dates of prior employment (month and year;

. Position title and grade level;

. Employer information;

° WEEKLY HOURS;

. Experience gained during military service ( provide detailed description
of duties performed);

. Language proficiency

Position descriptions (PD) and/or certificates of employment will not be considered
in lieu of description of work experience.

[Typing Proficiency: Self-certify your English typing proficiency in the appropriate
block of the application indicating your typing speed when a “qualified typist (OA)”
certification is required. Qualified typists must meet a minimum of forty (40) words
OR two hundreds (200) strokes per minute in English. Typing proficiency skills are
subject to verification.

Education: List any education information on the application in detail. If education
is used for qualifications purposes and a determination cannot be made based on
the information provided, you will not be considered.

Educational documents obtained outside the European Union (EU), with the
lexception of the U.S.A. must be evaluated by an appropriate organization that
specializes in interpretation of foreign educational credentials.

Foreign language documents must be officially translate into either the English or
Italian language.

Graduate College or University level education is education beyond the Italian
“Laurea llivello” or equivalent.

Professional course work certificates released by Regional Institutions or ENAIP or
lequivalent may be considered for positions up to EW-05 grade level.

IVERIFICATION DOCUMENTS

In case of selection, candidates MUST provide proof of work experience, education
land other certifications or licenses as requested by the vacancy announcement and for
which credit was received. Work experience certified on the application form is subject|
lto verification with employers. The NEX Human Resources will proceed with the hiring
process ONLY when all eligibility requirements are satisfactorily met.

SUBMISSION OF THE EMPLOYMENT APPLICATION

IApplications MAY ONLY BE SUBMITTED VIA EMAIL. The NEX HR will NOT accept “hard
copy” applications.

Submit your application to sig-nexhro-wantajob@nexweb.org

EMAIL APPLICATIONS NOT IN ACCORDANCE WITH INSTRUCTIONS LISTED BELOW WILL
NOT BE CONSIDERED AND YOU WILL BE RATED “NOT QUALIFIED” BY NEX HR:

. The subject line of your email MUST contain the Last and First name of the
applicant AND the vacancy announcement number, e.g. LN/001-20;

. Only one email will be accepted per vacancy announcement. If more than
one email is sent only the most recent will be accepted;

. Utilize the latest version of the application form downloaded from CNIC
website;

. Do not alter the content and the properties of the application;
. Complete the application in its entirety answering ALL questions;
. Do not send Postal Electronically Certified (PEC) emails;

. Attached the application form only in PDF format utilizing only ADOBE PDF
Reader (additional attachment are not necessary and must not be sent);

. The email and the attached application cannot exceed a maximum of
10MB;

. Verify the accuracy and validity of the information prior to submission;

. To ensure that the file is correctly transmitted and legible, scan the
application from as a PDF document;

. Submit the application by the closing date of the vacancy announcement.

INQUIRES REGARDING THE STATUS OF THE EMPLOYMENT APPLICATION

For information on the application submitted, contact the NEX Human Resources
Office at (095) 564276, Tuesday and/or Thursday, from 1330 to 1530 hours, at least 10
days after the closing date of the competition notice. When requesting information by
telephone, you must provide the announcement Number of the position for which
lyou are applying.

IThe Human Resources Office of the NEX will not give information on the status of the
application for employment to family or friends, in compliance with the rules on the
confidentiality of personal data (law 675/96). In case of selection the candidate will be
informed by telephone and/or electronic (email) by a representative of the Human
Resources Office of the NEX.

NOTE:

1. Employment of relatives is restricted in accordance with NASSIG Instruction
12330 and NEXCOM HR Policy Manual.

2. List of qualified candidates may be used to fill additional similar positions
without further competition.

3. “Local National” refers to citizens of a European Union member state..

Revised June 2022|




