NAF HUMAN RESOURSES OFFICE
TELEPHONE NUMBER: 095/560522

INSTRUCTIONS FOR ITALIAN/EUROPEAN UNION CITIZENS

Copies of Vacancy Announcements and forms required to apply for jobs advertised by our Department are available at the NAF
Human Resources Office of the Fleet and Family Readiness Department (NAS 1, Building 157) or on the website
https://cnreurafcent.cnic.navy.mil/Installations/NAS-Sigonella/About/Jobs/MWR-Jobs

Ensure that you are utilizing the latest version of the application form.

Applications must be completed in English and are accepted only if referred to a vacancy announcement. Applications not in
accordance with these instructions may not be considered. Only candidates specified in the “Area of Consideration” section of
the vacancy announcement may receive consideration. “Local Nationals” refers to citizens of a European Union member state.
Applicants with U.S. citizenship are ineligible for employment in LN positions by the US Forces in Italy.

If you apply for a temporary position, it is mandatory to list all prior temporary jobs with the US Forces in Italy by filling out and
attaching the form “History of Prior Temporary Employment” to your application package.

It is the candidate’s personal responsibility to fill out the application form in all its parts, to provide all required information,
attach all required supporting documents and pay attention to the type of experience, education, and licenses/certifications
required by the vacancy announcement. You will have to provide a detailed description, in your own words, of your prior work
experience in the fields specified on the vacancy announcement, number of hours worked per week, and, when acting in different
roles, the percentage for each role. Credit will be given to the general or specialized experience acquired in the workplace, as
long as it is inherent to the qualification requirements listed on the vacancy announcements, for a total number of weekly hours
not to exceed 40. If description of experience is copied verbatim from position descriptions, vacancy announcements or
certificates of employment, the application will not be considered.

Work experiences will be verified by the following documents: “Notification of personnel Action” (Standard Form 50, for
current or prior personnel employed by the US Forces), work books, pay stubs, certificates of employment issued on letterhead,
appropriately stamped and signed, and providing the position title and employment dates. Self-employment will be verified by
attaching copy of the license, registration paperwork with “Camera di Commercio” or establishment of Partita IVA. Credit will
be given to experience gained during military service if described in details and documented by official certifications.

Without the above listed supporting documents attached to your job application, work experience will not be considered.
Documents issued in foreign languages will have to be accompanied by an official translation into English or Italian.

When education is utilized in lieu of work experience, for qualification purposes, it will have to be verified by copies of
diplomas, college transcripts, or any other certificate attached to the application form. Education gained in non-European
countries will have to be accompanied by an official equipollent certificate and foreign language documents must be officially
translated to English.

It is the candidate’s responsibility to submit the application form completed in all its parts, signed, dated, and supported by all the
applicable verification documents requested by the vacancy announcement by its closing date. Applications received after the
closing date will not be considered (16:00 if hand-delivered or dropped into our box, 24:00 if sent via email). Application forms
may be submitted in person or by a third person to the NAF Human Resources Office (NAS I, building 157), or can be
electronically transmitted via email to nas-sigonella-naf-employment@us.navy.mil or can be dropped into the box named
“NAF HRO (MWR & NGIS) located by the pass & ID office window at NAS I. If transmitted electronically, please do not alter
the content and the properties of the application form, submit it only in PDF format, and do not utilize certified electronic emails
(PEC). Application form and attachments all together cannot exceed 10MB. We suggest to call and verify correct receipt of your
application by the closing date/time.

Only selected candidates will be promptly informed by the NAF Human Resources Office. Any other candidate checking on the
status of their applications may call the NAF Human Resources Office at the number indicated above, exclusively on Tuesdays
or on Thursdays from 1300 to 1530, and at least three weeks after the closing date of the vacancy announcement.

Qualified candidates may be selected for other positions as the one advertised which become available within 120 days from the
closing date of the announcement without further competitions.

Employment of relatives is restricted in accordance with NASSIG Instruction 12330. Relatives cannot be in the same line of
supervision of another relative.
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