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VACANCY ANNOUNCEMENT 

 

 
Announcement No. SRF-Apprentice-077-24 

: 
Closing Date 6/28/2024 

: 
Date of Issue 2/16/2024 

1. , ,  ,  (LPL),  (BWT) 
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT):  
 

45  #2250 
               (The 45th Apprenticeship) 
 

  Target Grade & Language Proficiency Level (LPL):  
       Grade-3,  LPL-0 
 

  
No. of 
Recruitment 

 
23  

4.  Area of Consideration 
I.    MLC/IHA  
Current MLC/IHA Employee within Activity 
II.   MLC/IHA ( ) 
Current MLC/IHA Employee in commuting distance 
III.  MLC/IHA ( ) 
Current MLC/IHA Employee Japan Wide 
IV.  Off Base Applicant 
 

 
 

 (BWT -1)    (BWT-2)      (BWT-3)    (BWT-5,6) 
      Administrative          Blue Collar Trade       Security                    Medical 
2.  Activity 

 
SRF-JRMC  

 
 Working Place:   

5.  Type of Employment 
  MLC 
  IHA                                      HPT 
  Permanent   
  Limited Term (      Months ) 

 
          2025 4  3. Work Schedule  (   40  hrww )  

 Work Days:   – Monday thru Friday 
  Work Hours/Recess Period:  08:00 – 16:45/12:00 – 12:45 

 
  Night Shift            Overtime          Business Travel    

6.  Duties 
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8.     Qualification / Physical Requirements 
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10.  Application and Associated Documents 
 

MLC/IHA PDF, Excel (11 ), Word
E e-Application  PDF, Excel, Word Current 
MLC/IHA employees must submit all required documents below in PDF, Excel (refer to item #11), Word Format (up to 3 
attachments) by e-mail (e-Application).  Files other than PDF, Excel, Word format are not acceptable.  
 

Off base (external) applicants must 
submit all required documents below in hard copy. 
 

11 See item #11 below for How to Submit Application Documents. 
 

11
When all of required documents indicated below or instructions on How to Submit 

Application Documents in item #11 below are not followed, your application will not be accepted or considered for this position. 
***** ***** 

a. Application for Vacancy Announcement (HROY Form 1) 
(13-1, 13-2, 13-3 )…………………………………..………………1  

13-5, 13-6, 13-7, 13-8  
 
b.  /      

(13-4 ) ............................................................................................................................. ...... 1  
 

c.  (14 ) ................................................................................................. 1  
 

d.  ( For external applicants only) 84  
(12cm x 23.5cm)  12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is 
unacceptable.) …………………………………………………………………………………….. 2  

1.   Application for Vacancy Announcement (HROY Form 1) 
2.    Resume of Specialized Work Experience  
          1 & 2 Complete in  Japanese     English    Either 
3.  Other Required Documents

For current MLC/IHA employees, when any of the following documents are check marked, 
combine them to one file attachment  

 
  For non-Japanese citizen applicant, copy of 

Residence Card (front & back) and Passport. 
 DD-214 Copy (Member-4 copy) only for former U.S. military personnel. 

     (Retired military personnel or reservist are subject to obtain approval for employment under foreign government from the 
Chief of Naval Personnel and attach the approval letter to be considered).  
 

4.   ( For external applicants only) 84  2
(12cm x 23.5cm)  Two 12cm x 23.5cm Envelopes with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is 

unacceptable.) 
 
 
* /

3  
The “Questionnaire on Relatives” is not a form essential in screening applicant’s qualification.   However, if you have any family/relatives who 
work at U.S. Navy base/facility in Japan, please submit this form. (For current MLC/IHA employees, please submit with the “Other Required 
Documents” in item#3 above.) 
 

URL The above forms can be downloaded from; 
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/ 
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11. How to Submit Application Documents 
 

 
MLC/IHA

 
How and where to submit job application documents is different for Current MLC/IHA (internal) Employees versus Off Base 

(external) Applicants.   Submit required application documents by ensuring to follow the instructions provided below at the 
responsibility of the applicant.  Applications must be received by the closing date of the Vacancy Announcement. 
 

MLC/IHA      Current MLC/IHA Employees must submit to    
OCHR  (HRO)   OCHR Human Resources Office (HRO) Yokosuka’ e-

mail address at  

 
 

e-Application   

 

  
 

 
 

E-Application IT, OA  
 

Current MLC/IHA (internal) employees, only those applications which are submitted to the above e-mail address (e-
Application) will be accepted. 
The above e-mail address is only for submission of e-Applications for Yokosuka Base Vacancy Announcements.   No response 
will be provided to inquiries made via this email address. 
Enter vacancy announcement (VA) number in the “subject line” (title) of the e-mail submission.  
For the “Applicant’s signature” block in the application form(s), type your full name.  
Selection/non-selection notice will be sent to the sender’s email address. Please make sure your spam filter settings allow emails 
from the above address to receive the notice. 
No response will be provided to inquiries regarding receipt of your application or IT, OA technical questions. 

 

 
 
 
 PDF, Excel (Microsoft Excel  “.xlsx” Excel ) , Word 

 
 

 

 

 
 

 
When the following instructions are not followed, your e-Application will not be accepted nor considered for this 
position: 
 

 Only one e-Application per VA containing all file attachments will be accepted.  
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Submission of one e-mail for multiple VAs will be considered as invalid application for all the VAs applied by the e-mail.
The e-Application must reach the above e-mail address by 2400 (midnight) of the VA closing date.
Only PDF, Excel (only those Excel files created by Microsoft Excel with extension, “.xlsx” are acceptable), Word files are
accepted.
Acceptable file attachments, up to 3 files and not to exceed 5 MB in total. E-Application containing more than 3 file
attachments or more than 5 MB in total will not be accepted.
Do not zip (compress) the files.  Application referring to URL or requiring information to be downloaded from web
site(s) is not accepted and will be considered as invalid application.
Ensure that e-Application files are in the resolution so they are readable. Unreadable attachments are considered as invalid
documents.
Multiple submission for one VA, only the most recent submission before the closing date will be accepted.
If you wish to replace or submit additional document(s), resubmit your e-Application with all file attachments in one
e-mail.

● SRF-JRMC
https://www.srf.navy.mil/Career-Opportunities/Job-Vacancy-for-MLC/

● ( ) (LMO/IAA) ( )
● ( ) (LMO/IAA)

https://www.lmo.go.jp/recruitment/index.html
● HRO
●

https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/

Off  Base Applicants must submit to:
By mail or at the LMO/IAA office counter.

238-0011 238-0011
1-6 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka

( ) (LMO/IAA)  Yokosuka Branch of LMO/IAA
Management Section 1

Phone 046-828-6959

0830-1700 ( )

Operating Hours:  Mon-Fri, 0830-1700 (Closed on Japanese Holidays).  Contact LMO/IAA for questions on conditions of employment. 
Contact in advance as the operating hours may change.

11. For Official Use

Activity POC : SRF-JRMC MLC Manpower Division (C1160) (DSN) 243-4947

PD No.: Various PD is accurate and current.   Certified by Activity: fs HRO: (rcvd: 2/2) 
mk 2/

Incomplete applications will not be considered.
Submitted applications will not be returned.

LPL
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 2 8 MLC/IHA 2016 2 8 ALCPT
LPL
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For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT 
test result dated prior to 8 February 2016, the attained “level” will be “grandfathered” and honored as the employee’s current 
LPL. 
 

 
LPL    

TOEIC ALCPT TOEFL 
(PBT) 
Paper 
Based Test 

TOEFL 
(CBT) 
Computer 
Based Test 

TOEFL 
(iBT) 
Internet 
Based Test 

CASEC EIKEN 
 

4 – Exceptional Proficiency 
  860 ~ 990 NA 600 ~ 250 ~ 100 ~ NA 1st 

3 – Fluent proficiency 
 730 ~ 859 90 ~100 550 ~ 599 210 ~ 249 80 ~ 99 870 ~ Pre-1st 

2 – Average proficiency 
 550 ~ 729 75 ~ 89 460 ~ 549 140 ~ 209 50 ~ 79 560 ~ 

869 2nd 

1 – Elementary proficiency 
 400 ~ 549 65 ~ 74 430 ~ 459 120 ~ 139 40 ~ 49 475 ~ 

559 Pre-2nd 

Pre-1 – Minimal proficiency 
( ) 

 
350 ~ 399 40 ~ 64 NA NA NA NA 3rd 

0 – No language proficiency 
        

 
 

PRIVACY ACT  STATEMENT     

AUTHORITY:  Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003). 
:  10450, 9397   

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of 
human life, safety and property,  NOTE: Records will be securely maintained in either an electronic or paper form. 

:    
 

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.  
:   

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further 
processing of administrative actions. 

:   
 

Format Revision:  4-5-2022(R) 
 
 
 



 

 
 

2024  2

3 5 ¥197,890 ¥890,504 ¥3,265,184 
4 5 ¥220,220 ¥990,990 ¥3,633,630 
5 5 ¥230,560 ¥1,037,520 ¥3,804,240 
6 9 ¥241,890 ¥1,088,504 ¥3,991,184 
7 13 ¥257,400 ¥1,158,300 ¥4,247,100 
8 19 ¥265,980 ¥1,256,754 ¥4,448,514 
9 19 ¥276,320 ¥1,305,612 ¥4,621,452 

 
( ) 1.  

( )
2.  7

6
40  ( 5 8 4 45 ) 

20  ( 30 1 )
3 17  (

)

2
1 1

( )



 
 

 
 
 

 

 

 
 
 
 
 
 

 



 
X71B X71L : 

 
 
 

Painter (Critical Coating )X71P 6  

 
 

 
 
 

 

 



 

 

 
 
 
 

 

 

 



 



8.
Complete this application in either English or Japanese as instructed in column 8 of the Vacancy Announcement.   For Kanji name, indicate in Kanji, Katakana, and English.

3a.    Closing Date

1.   Announcement No. 2.    Job Title, Job Number and Grade 3b.    Date Submitted

4.  Name of Applicant  Male  Female 5.  Desired Point of Contact

 Home  Work  Others (               )

6.   Present Address Date of Birth  E-mail Address

7.    General Questions:

a.  b.  c.  
     Are you Japanese Citizen?      Country of Birth      Are you SOFA or a sponsored family member?

Yes No Yes No

 This is only for Current Employees.
a.   Employee No.

MLC
b.  Activity/Code

IHA c.  Current Job Title, Job Number and Grade

 Trial Period  Limited Term
 Permanent  HPT

8.   Highest Educational Level  Completed  Not Completed
  Name of School and Major:

9.   English Language Proficiency 10.    Computer Skills
 Type of Certificate  Score/Degree

TOEIC Indicate your ability to operate.

ALCPT (American Language Course Placement Test)  inputting data.

TOEFL PBT (Paper-based test)  creating forms/files.

TOEFL CBT (Computer-based test)

TOEFL iBT (Internet-based test)    using advanced operations such as macro.

CASEC (Computerized Assessment System for English Communication)  Applications  Ability

 Eiken ■  Microsoft Word
■  Microsoft Excel
■  Microsoft Access
■  Microsoft Power Point

     I don't have any of the above listed English proficiency certificates. ■  Others

 This is only for Off Base Applicants.

State complete circumstances if you have ever been arrested, indicted or convicted for any violation of law.

 None

  APPLICATION FOR VACANCY ANNOUNCEMENT, HROY FORM 1, Page 1 (16 Apr 18)

(LPL)
 Application for position requiring Language Proficiency Level (LPL)

requires submission of one of the above English proficiency test certificates.

 Kanji

 If non-Japanese Citizen, attach a copy of
 Passport and Residence Card.

Katakana

LAST, First, Middle Telephone Number

APPLICATION FOR (NAVY) VACANCY ANNOUNCEMENT, HROY FORM 1

Attach another sheet of paper if need be.  Incomplete applications will not be considered. 6/28/2024

SRF-Apprentice-077-24 45 , #2250-3

MLC

IHA

p

 None

Limited
 HPT

Trial Period
 Permanent

Yes NoYes No

 Male  Female



11.  Work Experience

 Selecting official may contact applicant’s current/previous supervisor(s) for information.

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

12.  Qualifications, Licenses and Date of Acquirement (  MM /  YY)

13.  Do any of your family/relatives work for U.S. Navy in Japan?

If the answer is “Yes”, please submit “QUESTIONNAIRE ON RELATIVES”  providing details.

  Date   Signature of Applicant   Han

  APPLICATION FOR VACANCY ANNOUNCEMENT, HROY FORM 1, Page 2 (16 Apr 18)

Describe your duties, accomplishments and supervisory responsibility concisely.  Attach a Resume of Special Work Experience when the V/A requires the submission.

I understand that falsification of any item herein may result in the immediate termination of my employment or disapproval of my application.  I place my signature in 
certification that the information contained herein is the truth to the best of my knowledge and belief.

Yes No



AUTHORITY:  Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes. 

  APPLICATION FOR VACANCY ANNOUNCEMENT, HROY FORM 1, Page 3 (16 Apr 18)

PRIVACY ACT  STATEMENT    

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of 
human life, safety and property,  NOTE: Records will be securely maintained in either an electronic or paper form.

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further 
processing of administrative actions.



 
QUESTIONNAIRE ON RELATIVES 

 
*To be submitted with the Application for (Navy) Vacancy Announcement, HROY Form 1* 

 

Nepotism is prohibited in the U.S. Federal Government organizations.  The management official is prohibited to appoint, employ, 
promote, advance, or advocate for appointment, employment, promotion, or advancement into a position for which the management official is 
servicing or over which he exercises jurisdiction or control any individual who is a relative of the management official. 

 

   /   /Yes     /No 
           Do any of your family/relatives work for U.S. Navy in Japan? 
 

 
The relatives are defined as father, mother, son, daughter, 

brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, 
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half brother, or half sister. 
 

If the answer is “Yes”, please list any family member(s)/relative(s) who currently work at any 
U.S. Navy base/facility in Japan by providing the name, relationship, activity/organization, and work site. 
   

                                                                                    ( )               ( ) 
                      Name of Relative                                  Relationship                  Activity/Organization                          Work Site (City) 

1.  _______________________________    _____________     _____________________________     ___________________  

2.  _______________________________    _____________     _____________________________     ___________________  

3.  _______________________________    _____________     _____________________________     ___________________  

4.  _______________________________    _____________     _____________________________     ___________________  

5.  _______________________________    _____________     _____________________________     ___________________  

6.  _______________________________    _____________     _____________________________     ___________________  
     (  To be filled either in Japanese or English.) 

 

   I understand that non-disclosure of the information of my 
relatives herein will be considered falsification and may result in the immediate termination of my employment or disapproval of 
my application.  I place my signature in certification that the above information is the truth to the best of my knowledge and belief. 
 
 
 
______________________________________________________________     _____________________________________ 
                         Signature of Applicant Date  

PRIVACY ACT  STATEMENT     

AUTHORITY:  Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003). 
:  10450, 9397   

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of human life, safety and 
property,  NOTE: Records will be securely maintained in either an electronic or paper form.  

:    
 

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.  
:   

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further processing of 
administrative actions. :   

 
 (HRO)                                                                                                                                                                   Format Date:  5-30-14 



8.
Complete this application in either English or Japanese as instructed in column 8 of the Vacancy Announcement.   For Kanji name, indicate in Kanji, Katakana, and English.

3a.    Closing Date

1.   Announcement No. 2.    Job Title, Job Number and Grade 3b.    Date Submitted

4.  Name of Applicant  Male  Female 5.  Desired Point of Contact

 Home  Work  Others (               )

6.   Present Address Date of Birth  E-mail Address
233-0111

7.    General Questions:
a.  b.  c.  
     Are you Japanese Citizen?      Country of Birth      Are you SOFA or a sponsored family member?

Yes No Yes No

 This is only for Current Employees.
a.   Employee No.

MLC
b.  Activity/Code

IHA c.  Current Job Title, Job Number and Grade

 Trial Period  Limited Term
 Permanent  HPT

8.   Highest Educational Level 2015  Completed  Not Completed
  Name of School and Major: ◆◆

9.   English Language Proficiency 10.    Computer Skills
 Type of Certificate  Score/Degree

TOEIC Indicate your ability to operate.

ALCPT (American Language Course Placement Test)  inputting data.

TOEFL PBT (Paper-based test)  creating forms/files.

TOEFL CBT (Computer-based test)

TOEFL iBT (Internet-based test)    using advanced operations such as macro.

CASEC (Computerized Assessment System for English Communication)  Applications  Ability

 Eiken ■  Microsoft Word
■  Microsoft Excel
■  Microsoft Access

■
 Microsoft Power Point

     I don't have any of the above listed English proficiency certificates. ■  Others

 This is only for Off Base Applicants.

State complete circumstances if you have ever been arrested, indicted or convicted for any violation of law.

 None

  APPLICATION FOR VACANCY ANNOUNCEMENT, HROY FORM 1, Page 1 (16 Apr 18)

LAST, First, Middle YOKOSUKA Taro Telephone Number 080-1234-5678

APPLICATION FOR (NAVY) VACANCY ANNOUNCEMENT, HROY FORM 1

Attach another sheet of paper if need be.  Incomplete applications will not be considered. 6/28/2024

SRF-Apprentice-077-24 44 #2250-3

Katakana

(LPL)
 Application for position requiring Language Proficiency Level (LPL) requires 

submission of one of the above English proficiency test certificates.

8/10/1996

 Kanji

 If non-Japanese Citizen, attach a copy of
 Passport and Residence Card.

C

p

n

ed
T

od
t

MLC

IHA

p

 Non

Limite
 HPT

Trial Perio
 Permanent

Yes NoYes No

 Male  Female



11.  Work Experience

 Selecting official may contact applicant’s current/previous supervisor(s) for information.

a.   Employer's name and address d.   Duties

       

  Telephone Number
b.   Job title c. 

     Work Hours / Week
44h/w

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving       

a.   Employer's name and address d.   Duties

  Telephone Number
b.   Job title c. 

     Work Hours / Week

e.   Period of Employment ( MM / YY) f. 
 From:  To:       Reason for leaving

12.  Qualifications, Licenses and Date of Acquirement (  MM /  YY)

2019  2            2020     

13.  Do any of your family/relatives work for U.S. Navy in Japan?

If the answer is “Yes”, please submit “QUESTIONNAIRE ON RELATIVES”  providing details.

  Date   Signature of Applicant   Han

          

  APPLICATION FOR VACANCY ANNOUNCEMENT, HROY FORM 1, Page 2 (16 Apr 18)

Describe your duties, accomplishments and supervisory responsibility concisely.  Attach a Resume of Special Work Experience when the V/A requires the submission.

2015 4

8/14/2023

2020 1

2020 4

I understand that falsification of any item herein may result in the immediate termination of my employment or disapproval of my application.  I place my signature in 
certification that the information contained herein is the truth to the best of my knowledge and belief.

Yes No

2019 12

2020 3

40h/w



1

①
②

1

③
④

1

⑤
⑥
⑦

⑧
2020 12 XXXXXXX
2021 5 XXXXXXX 10



1◆◆⑨⑨
⑩⑩
⑪⑪

1 1 8 40

⑫⑫
⑬⑬
⑭⑭
⑮⑮

2017 4 9
  2020 1 3

⑯⑯
⑰

/
16-4 “ ”

⑱



C910M 2-7 1

2-7 5

2-6 6

2-6 2

2-7 1

2-7 4

2-9 2

2-8 2

23

C970

C910S

X37R

X68

X71P

X99M

X52.2

X52.1

X71

X99E


