DEPARTMENT OF THE NAVY, OFFICE OF CIVILIAN HUMAN RESOURCES (OCHR)
OVERSEAS PROGRAM CENTER EUROPE, AFRICA, CENTRAL
HUMAN RESOURCES OFFICE (HRO), NAPLES, ITALY
VACANCY ANNOUNCEMENT - LOCAL NATIONAL POSITION

: <nE NA Vy

o

Announcement No. [ 70294-391490-SA

& ‘/J‘ Position Title IT SPECIALIST (PLCYPLN), Ua-2210-02/01 OR Ua-2210-01

f , Salary Range Ua-02: Euro 2,690.26 — Euro 2,987.64 per month plus applicable allowances

A O‘ Ua-01: Euro 2,851.08 — Euro 3,177.73 per month plus applicable allowances

° ‘)RH% Closing Date 30-Dec-2022
Work Schedule Full-Time Permanent
Job Location Naval Computer and Telecommunications Station (NCTS), Capodichino, Naples, Italy

Notes The application form has been revised as of 01 Nov 2022, and any prior version will not be

considered. Candidates must electronically submit a revised application form via e-mail to:

HRO NAPLES-LN JOBS@eu.navy.mil.

1. Please read the “Instructions for Completing the Employment Application” on the following page
of this announcement before submitting your application.

2. Inthe SUBJECT LINE of the e-mail, indicate LAST and FIRST name of the candidate AND the
vacancy announcement number and title (e.g. ROSSI, MARIO, 3049B-123456-El, Office
Automation Clerk).

3. Selectee will be required to favorably pass a pre-employment medical suitability examination as a
condition of employment.

4. Applicants must be able to read, write and speak fluently in both English and Italian. Applications must
be submitted in ENGLISH.

5. This position may be filled at the any level. If filled at the lower level, incumbent may be non-
competitively promoted to the Ua-01 level upon meeting eligibility and qualification requirements and
based upon recommendation from supervisor.

6. The applicant must possess a class “B” driver’s license. LICENSE GRADE AND NUMBER MUST BE
INDICATED ON THE APPLICATION.

7. Incumbent is required to operate Navy vehicles and maintain up-to-date government vehicle license.

Who May Permanent employees of Naval Computer and Telecommunications Station (NCTS) Naples, Italy only
Apply
Description At the full performance level, the incumbent serves as an IT Specialist in the Naples area, but the Area of
of Duties responsibility is spread out over sites at Capodichino, Gricignano, Lago Patria, Gaeta and Latina with remote

locations in Rota, Souda Bay, Sigonella, Romania, Poland and other One-Net customers. The incumbent
provides project management support, infrastructure support, computer aided drawing (CAD) creation and
updates, and guidance on requests for change requirements. The work involves building business cases to
help internal and external customers in the accomplishment of acquiring needed changes, including
participation in process documentation, and project guidance. Prepares, implements, monitors, and updates
the project plan. Oversees the design, construction testing, and implementation of the system. Ensures that
functional and data requirements meet users’ needs and are consistent with the objectives and scope of the
approved business case. Serves as the primary project representative to other offices and organizations,
senior representative to other offices and organizations, senior management and other interested parties.
Works with customers to identify and resolve issues, suggesting possible efficiencies to current procedures.
Prepares and updates documentation, instructions and operating procedures. Incumbent must be bilingual
with fluency in English and Italian, and must be capable of technical conversation in both languages, able to
read and write in English and Italian and translate technical terminology.



mailto:HRO_NAPLES-LN_JOBS@eu.navy.mil

Qualification
Requirements

All eligibility and qualifications must be met by the closing date of this announcement. Please visit
https://www.opm.gov/policy-data-oversight/classification-qualifications/general-schedule-qualification-
standards/2200/information-technology-it-management-series-2210-alternative-a/

EXPERIENCE Ua-02: One (1) year of specialized experience at a level of difficulty and responsibility
equivalent to the Ua-03 grade level.

EXPERIENCE Ua-01: One (1) year of specialized experience at a level of difficulty and responsibility
equivalent to the Ua-02 grade level.

Specialized experience is defined as experience which has equipped the applicant with the particular
knowledge, skills, and abilities to perform successfully the duties of the position, and that is typically in or
related to the position to be filled. This experience must include Information Technology (IT) related
experience that demonstrates each of the following four competencies:

1. Attention to Detail - Is thorough when performing work and conscientious about attending to detail.

2. Customer Service - Works with clients and customers (that is, any individuals who use or receive the
services or products that your work unit produces, including the genera | public, individuals who work in
the agency, other agencies, or organizations outside the Government) to assess their needs, provide
information or assistance, resolve their problems, or satisfy their expectations; knows about available
products and services; is committed to providing quality products and services.

3. Oral Communication - Expresses information (for example, ideas or facts) to individuals or groups
effectively, taking into account the audience and nature of the information (for example, technical
sensitive, controversial); makes clear and convincing oral presentations; listens to others, attends to
nonverbal cues, and responds appropriately.

4. Problem Solving - Identifies problems; determines accuracy and relevance of information; uses sound
judgment to generate and evaluate alternatives, and to make recommendations.

OR

EDUCATION SUBSTITUTION FOR EXPERIENCE: Graduate College or University level education may
be substituted for experience as described below:

To receive credit, you must fill out the required fields on the “Employment Application” form.)

Ua-02: “Laurea Magistrale” or “Laurea Specialistica” or “Diploma di Laurea” or equivalent. Such education
must demonstrate the knowledge, skills, and abilities necessary to do the work.

Ua-01: “Dottorato di ricerca” or equivalent degree may be substituted for experience if it demonstrates the
knowledge, skills, and abilities necessary to do the work.

HOW YOU WILL BE EVALUATED: In order to qualify for this position, your application must provide
sufficient experience and/or education, knowledge, skills, and abilities to perform the duties of the position.
You will be rated based on the experience and education described on your application form.

Application
Status

Status updates will be provided by position at the following website:
https://cnreurafcent.cnic.navy.mil/About/Job-Openings/Local-National-Vacancies/

Applicants may inquire about the status of their job applications by e-mailing to: HRO_NAPLES-
LN_JOBS@eu.navy.mil, and indicating in the SUBJECT LINE: “Inquiring on job application submitted by
LAST and FIRST name, AND the announcement number with title, series, grade AND application DATE”
(e.g. Inquiring on job application submitted by ROSSI, MARIO, ANN# 3049B-123456-EI, Office Automation
Clerk, Ua-0326-06, on 22 Nov 2022).

THE DEPARTMENT OF THE NAVY IS AN EQUAL EMPLOYMENT OPPORTUNITY EMPLOYER

Revised NOV 2022
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DEPARTMENT OF THE NAVY, OFFICE OF CIVILIAN HUMAN RESOURCES (OCHR)
HUMAN RESOURCES OFFICE (HRO), NAPLES, ITALY (Revised Oct 2021)

INSTRUCTIONS FOR COMPLETING THE EMPLOYMENT APPLICATION (LOCAL NATIONAL —LN)

SUBMISSION OF EMPLOYMENT APPLICATION

Application MAY ONLY BE SUBMITTED VIA E_MAIL. HRO will
NOT accept ‘hard copy” applications. Submit your application to:
HRO NAPLES-LN JOBS@eu.navy.mil.

In the SUBJECT LINE of the e-mail, indicate LAST and FIRST
name of the candidate AND the vacancy announcement
number and title (e.g. ROSSI, MARIO, 3049B-123456-El, Office
Automation Clerk).

Applications are only accepted if there is an open vacancy
announcement.

Vacancy announcements may be downloaded from:
https://cnreurafcent.cnic.navy.mil/About/Job-Openings/Local-
National-Vacancies/

The new application form may be downloaded from:
https://cnreurafcent.cnic.navy.mil/About/Job-Openings/Local-
National-Vacancies/

Applications for white-collar positions (Ua) must be completed in
English.

Applications for blue-collar positions (Uc) may be completed in
Italian or English.

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

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

e  Utilize the last version of the application form downloaded from
the CNIC website;

e Do not alter the content and the properties of the application;

e Application must be completed in its entirety answering ALL
guestions;

e  Attach the application form only in PDF format utilizing only
ADOBE PDF Reader (additional attachments are NOT
necessary and must not be sent);

e Do not send Postal Electronically Certified (PEC) emails;

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

e Verify the accuracy and validity of the information submitted,;

e Application must be submitted by the closing date of the
vacancy announcement. Late applications will not be
accepted.

e The candidate’s signature is NOT required on page 9 of
the application form, however candidate must enter
his/her LAST, FIRST name and DATE.

WHO MAY APPLY (AREA OF CONSIDERATION)

e Citizens of a member state of the European Union.

e Applicants who hold both U.S. and Italian citizenship are
not employable by the U.S. Forces in Italy. Only candidates
specified in the “Who May Apply” section of the vacancy
announcement may receive consideration.

QUALIFICATION REQUIREMENTS

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

Work experience: Candidates must describe in detail, in their
own words, any work experience related to the job vacancy and
must specify:

e Job title (include pay schedule, series and grade if experience
gained in the Federal employment);

From/To dates of employment (month and year);

Salary (monthly);

WEEKLY HOURS;

Employer's name and address;

Experience gained during military service, providing detailed
description of duties performed;

e Language proficiency.

Position descriptions (PDs) will not be used in the evaluation of
applications. Attachment of PDs to applications is not appropriate,
as ratings will be made on descriptions furnished by candidates in
their own words.

Typing Proficiency: Self-certify your_typing proficiency in the
appropriate block on the application indicating your typing speed
when a “qualified typist (O/A)” 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 may
be subject to verification.

Education: List any educational 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
(EV), with the exception 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 translated into either the English or Italian language.
Graduate College or University level education is education
beyond the Italian “Laurea 1 livello” or equivalent.

VERIFICATION OF DOCUMENTS

In case of selection, candidates MUST provide proof of work
experience, education and other certifications or licenses as
requested by the vacancy announcement and for which credit was
received. HRO will proceed with the hiring process ONLY when all
eligibility requirements are satisfactorily met.

NOTES

e Employment of relatives is restricted in accordance with
NAVSUPPACT policy.

e For positions identified as having known promotion potential
(KPP), selectee may be non-competitively promoted to the
next higher level upon successful completion of required
training, meeting regulatory requirements, and upon
recommendation by the supervisor.

e Lists of qualified candidates may be used to fill additional
similar positions without further competition.

e  Work experience certified on the application form is subject to
verification with employers.

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

e Internal employees may apply and be considered for positions
at any lower grade; lower pay, or different employment
category. Pay will be set according to articles 13 and 14 of the
Conditions of Employment for LN employees effective 1
November 2018.
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DEPARTMENT OF THE NAVY, OFFICE OF CIVILIAN HUMAN RESOURCES (OCHR)
UFFICIO RISORSE UMANE (HRO), NAPOLI, ITALIA (Aggiornato Ottobre 2021)

ISTRUZIONI PER LA COMPILAZIONE DELLA DOMANDA DI IMPIEGO (LOCAL NATIONAL — LN)

PRESENTAZIONE DELLA DOMANDA DI IMPIEGO

La domanda di impiego pu0 essere presentata
ESCLUSIVAMENTE “via posta elettronica”. L’'Ufficio
Risorse Umane Personale Civile (HRO) non accettera
domande di impiego in “forma cartacea”. Le domande
devono essere inviate al seguente indirizzo:

HRO NAPLES-LN JOBS@eu.navy.mil.

Specificare il COGNOME e NOME del candidato e il
numero e il titolo del bando di concorso nell’oggetto
dell’email (es.: ROSSI, MARIO, 3049B-123456-El, Office
Automation Clerk).

Le domande di impiego vengono accettate solo in caso di
bando di concorso regolarmente aperto al pubblico. | bandi
di concorso sono consultabili su:
https://cnreurafcent.cnic.navy.mil/About/Job-
Openings/Local-National-Vacancies/

La NUOVA domanda di impiego puo essere scaricata dal
sito:

https://cnreurafcent.cnic.navy.mil/About/Job-
Openings/Local-National-Vacancies/

Le domande per posizioni di impiegato (Ua) DEVONO
essere compilate in lingua inglese.

Le domande per posizioni di operaio (Uc) possono essere
compilate sia in linagua inglese che in italiano.

LA MANCATA OSSERVAZIONE DELLE ISTRUZIONI DI
SGUITO ELENCATE COMPORTERA’ L’ESCLUSIONE
DELLA DOMANDA DI IMPIEGO DALLE PROCEDURE DI
VALUTAZIONE E IL CANDIDATO VERRA’ DETERMINATO
“NON QUALIFICATO” DALL’ HRO:

Inviare solo una mail per per ciascun bando di oncorso.
In caso di duplicato, verra considerata solo I'email piu
recente;

o Utilizzare I'ultima versione della domanda di impiego
disponibile sul sito CNIC;

¢ Non alterare il contenuto e le proprieta’ della domanda
d’impiego;

e Compilare la domanda di impiego in ogni sua parte
rispondendo in modo esauriente a TUTTE le domande e
verificare I'accuratezza e veridicita delle informazioni;

¢ Allegare la domanda solo in formato PDF utilizzando
esclusivamente Adobe PDF Reader (allegati aggiuntivi

NON
sSoNno necessari e non devono essere inviati);

e Non inviare e-mail mediante il Sistema di Posta
Elettronica Certificata (PEC);

¢ L’email con allegata domanda di impiego non puo
superare i 10 MB; in caso di esubero, non arrivera a
destinazione;

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

¢ NON e’ richiesta una firma sulla pagina 9 della
domanda d’impiego, tuttavia e’ necessario
indicare il
COGNOME e NOME del candidato e la DATA.

WHO MAY APPLY (Chi puo presentare la domanda di

impieqgo)

e Cittadini di uno stato membro dell’Unione Europea.

e | candidati in possesso di doppia cittadinanza,
italiana ed americana, sono inidonei all’impiego. Solo
i candidati che rispondono ai criteri delineati alla voce
“Who may apply” possono essere ammessi alla
procedura di valutazione.

QUALIFICATION REQUIREMENTS (Requisiti di idoneita)

| candidati devono prestare particolare attenzione al tipo di esperienza
lavorativa e/o ai titoli di studio e certificazioni richiesti dal bando di
concorso.

Esperienza lavorativa: | candidati devono descrivere
dettagliatamente, con parole proprie, le esperienze lavorative acquisite
relative al bando di concorso e DEVONO specificare:

- Profilo professionale (titolo e qualifica) e livello di inquadramento;
- Data di inizio e termine impieghi (indicare mese e anno);

- Salario (mensile) e Datore di Lavoro (nome e indirizzo);

- ORE DI LAVORO SETTIMANALI;

- Esperienze acquisite durante il servizio militare (fornire
descrizione dettagliata delle mansioni svolte);

- Conoscenze linguistiche.

I mansionari (Position Description-PD) e/o i certificati di servizio non
verranno considerati come valida sostituzione della descrizione della
esperienza lavorativa.

Abilita dattilografica: Qualora il bando richieda dattilografi
“qualificati” (O/A), autocertificare la propria abilita dattilografica
nell'apposito spazio sulla domanda di impiego, specificando il
numero di parole/battute che si €’ in grado di dattilografare in
inglese. | candidati vengono ritenuti “qualificati” se capaci di
dattilografare almeno quaranta (40) parole/duecento (200)
battute al minuto in inglese. L'abilita dattilografica autocertificata
potrebbe essere 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 risultino 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 competenti 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.

DOCUMENTI DI VERIFICA

In caso di selezione, il candidato dovra fornire all’ Ufficio Risorse

Umane del Personale Civile la documentazione comprovante

I'esperienza lavorativa, i titoli di studio ed eventuali certificazioni o

patenti richieste dal bando di concorso, per cui ha ricevuto credito.

L’Ufficio Risorse Umane del Personale Civile procedera

all'assunzione SOLO se il candidato superera in modo soddisfacente

tutti i requisiti di idoneita.

NOTE

e L’assunzione di familiari nello stesso reparto e’ disciplinata dalla
Normativa vigente della U.S. Naval Support Activity;

¢ Qualora un candidato partecipante a bando di concorso con
potenziare di promozione venga selezionatoal grado minimo o
intermedio previsto dal bando, potra’ avanzare al grado successive,
senza ulteriore concorso purche’ soddisfi tutti | requisiti legali ed
amministrativi;

¢ La lista dei candidate idonei per un bando di concorso potrebbe
venire riutilizzata per eventuali bandi similari disponiibili senza la
necessita’ di un ulteriore bando di concorso;

¢ | ’esperienza lavorativa dichiarata sulla domanda d’impiego €’
soggetta a verifica;

e La dicitura “Local National” si riferisce ai cittadini di uno stato
membro dell'Unione Europea”;

e | candidati interni possono presentare domanda ed essere
considerati. Per qualsiasi posizione di livello inferiore, trattamento
economico inferiore, o diversa categoria di appartenenza. In caso
di selezione verra’ assegnato il trattamento economico in
conformita’ agli articoli 13 e 14 delle Normative per il Personale
Civile “LN” del 1 Novembre 2018.
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