BMAEEMEREILER

VACANCY ANNOUNCEMENT

LHRES :

Announcement No.

SRFJRMC-126-20

4 Nov 20

fﬁ;‘“iﬁ @Dﬂié 1st Cut-off: 23 Sep 20
g 2nd Cut-off:14 Oct 20
#178:

3Sep20

Date of Issue

1. B4R, BE, S FEFENR LPL), EER BWT) BHEA
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): g
Office Automation Clerk, #606 NS
(F24RF— b+ A—=32005—7)

BiZE R FEFBE Nk Target Grade & Language Proficiency Level (LPL):
%% Grade-4, EEFHH#R LPL-2

BEATRRERE LVERFEFEE IR Acceptable Trainee level:
% Grade-3, :B¥HREHNMR LPL-2

1%

X EHRBWT-1) []HEERBWT-2)

Administrative Blue Collar Trade

(] BRRFZBWT-3) [ EEFZRBWT-5,6)
Security Medical

4. B EEEF Area of Consideration

I. XII8 MLC/IHA 28 (BB MA)
II. X IR MLC/ITHA £ 8 (EEEN)

Current MLC/IHA Employee in commuting distance
I X T MLC/IHA EEB(ETEBXE)
Current MLC/IHA Employee Japan Wide

IV. [X] 4+&B Off Base Applicant

2. BBBX Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Business and Strategic Planning Office (C1200),

Business Support Division (C1202)

EhFFIB T Working Place: 1785 7 ;HET Tomari-cho, Yokosuka

3. ENFHMER] Work Schedule (3 40 FREIHI hrww)

£)7% 8 Work Days: Monday thru Friday AR - £12H

£)75RERE - /KER Work Hours/Recess Period: 08:00 — 16:45/12:00 — 12:45
L] % &) Night Shift X] % Overtime [X] Hi3& Business Travel

S.EBFDEE Type of Employment
XI MLC
[] IHA
X & A Permanent
[ ] BR* Limited Term ( __» A Months )

[ ]HPT

6. FEANE Duties

General: Under the general supervision of division head, the position performs various clerical and
administrative duties requiring specialized knowledge of office automation hardware and software

applications.

1. Prepares a variety of documents (correspondences, messages, C1202 division reports, Memorandum of
Agreement (MOA), Memorandum of Understanding (MOU), Memorandum from Department Head, etc.) of
many different styles and arrangements by applying multiple fonts and graphics, merge documents, columns,
charts, and tables, etc. and by selecting the most appropriate software based on the nature of the work from
various types of software applications such as MSE (such as SUPDESK, COST, MRQT, etc), SharePoint,
Word, Excel, Access, Power Point, Outlook, etc. The work requires skill in operating a personal computer,
computer terminal linked to a mainframe or local area network, and related equipment such as printers and

modems. Additionally, the work requires overall knowledge of SRFJRMC production operations and process,
funding procedures and systems, general regulations, policies and instructions to perform the assigned duties.

2. Performs administrative/clerical duties such as maintaining office files, subscriptions, instructions and
reference manuals; maintaining office supplies by using purchase cards and following its restriction, guidance
and regulations; arranging travels for staffs and incoming officials and visitors; administering time keeping;
coordinating meeting’s schedules; preparing various reports; and setting up the computer and necessary
devices for presentation.

4% A 7R BRI R Outstanding Working Condition, if any




1.E8EEHE . BEEH Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
#l ISR ENF=FBFRENDMUANIVICHE T SREBOFFRENNIDELLYFT,

a. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-years
college/university in any field may qualify him/her at 1-4 level.

b. Knowledge of office automation hardware and software applications to develop various reports and briefs.

¢. Knowledge of policies, regulations and procedures governing administrative phases of Strategic Planning, Navy
correspondence, office file, office supply and orders.

d. Skill in operating personal computer and using programs such as MS Outlook Word, Excel, PowerPoint, MSE etc.
e. Ability to collect and summarize data, and present necessary documents and background information to the
supervisor.

f. Ability to perform a variety of administrative/clerical work such as arrangement of travel, office supply,

time keeping, etc.

* An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade
level as below.

1-3: a. One year of general work experience, OR completion of 2-years junior college/2-years of technical school or
4-year degree in any field may qualify him/her at 1-3 level.

*Handicapped applicants may be accepted, depending on the degree and kind of disability.




8.1RH ¥ 54 M Application and Associated Documents

HELEE (B MIC/HA ERR) OTRLERFEIEF I7MAVBATEA—LTORBEGTYET, REKITT 7ML
ZipFile ZIEMRETITEE L TL S, PDF, JPG, JPEG, GIF, PNG X DA NREDHZHE LY ET, Current MLC/IHA
employees must submit all requested documents below in digital format by e-mail. Do not zip (compress) files when you e-mail.
Acceptable data formats are PDF, JPG, JPEG, GIF, and PNG only.

*[X| 22 & i B8 FA#K Application for Vacancy Announcement

*[X| EPIEFEIEEE Resume of Specialized Work Experience

*MEBAIE Complete * in [ HAEE T Japanese [X #EET English [] &5 5 T4 Either
X RiE/BENEBREBETHHEL VDA, [HikCET 2EMK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
LEERKEFIUTOURLEYSFHO—KTEEIF, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcess MLC_IHA_HPT_ Jobs/JN_Forms.html

L] B EFEEDE L Copy of Driver's License
L& TEL/SEBAZEDE L Copy of Certificate
X ZFEDEENZIAT 5HDDE L, TOEIC, TOEFL, CASEC, EBRDH EHMLMAEL LTRIFITES,

(BR/ATEMAERX B X ALCPT 3. 7]) ZDMOERAE. RUKZRENICHITIECHEFIFRALLYET, REFLRESHE

ETHAHLLEAAZSORENBETYT,

Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency

Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or

self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X BAEELSNDOAIL, EBH—F (f@m) KR U/SR7R— k03 E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport
X DD-214 Copy (Member-4 copy) only for former U.S. military personnel.
X (SMERISEEE D & For external applicants only) 84 Y1 F ZREfT L. BEEDEERS - FfF- KA ZEVREAHE (12em
x 23.5cm)
12cm x 23.5¢m Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.)

IEHEHIRMSE Office to Submit

RBLHE (B MLCIHAHEXR) LHBEEE GEEXRR) TR, RERRRHEAESEVEY ., LRELEREMZEBME
ADEWMR, EERBHLTTSL, BEFHUIAMLE, Office to submit job application documents is different for Current
MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement.

GE®) LREB4EO “‘SERHH" NEMLCIHAKEROADHE. NEEEE (FHER) N oDONFERITRH &
BYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. ABIHEE (B MLC/IHA #t%R) RH% -
KEEEAEEMAFAERR HRO), FTR7 FLAANDE X —ILRHOABAHZHFEGYET, Current MLC/IHA
Employees must submit to Human Resources Office (HRO) Yokosuka by e-mail to the following address:

apply@fe.navy.mil

¥ ZOBEIISEEFERTT, ZEMSEREVWZEZWVWTS, BEBLMPRETOTITEALZEWN

This e-mail address is only for acceptance of job application. No response will be provided to inquiries made to this email address.

¥ RA—NDY TPz b4y (AWM CERBLEBESELR L. FEMIA RK24008K) ETIZHROCERFES

N3 & HIZEFE L TLE X, Please enter VA number in the “subject line” of the e-mail submission. Applications must be received
at HRO by the closing date (by 2400 midnight) of the Vacancy Announcement.

¥ —BHEILOXVOEDDA—IZE & D THF L TL ZEV, Please submit all required digitized documents in “one e-mail” per”
one VA”.



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

2. NERIEEE GEREER) RHE Off Base Applicants must submit to:

T238-0011 T238-0011

R EFBBEETAINEE 1-6 FHFEEIL 4B Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(DEIZEEFEHEFTHFEEREEAE XS (LMO/IAA)  Yokosuka Branch of LMO/IAA

BEE—{& Management #1 Section

EEEE S Phone  046-828-6959

ZATEFRE - AE—SEE. 0830-17308F (AADERBZEKR<), ERFHZEO BRI ELIZERLELETELY,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFEAIRHM For Official Use

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

PD No.: SRFJRMC-1202-006 PD is accurate and current. Certified by Activity: nw | HRO: (rcvd:8/31) sf9/1ms 9/1

ICEZEZHEZLTWEWEE. BEDORRICTAH Y FH A, Incomplete applications will not be considered.
RESNFICEEHREILSEL LEFA, Submitted applications will not be returned.

BB TRELEINDEPENE (LPL) LRIVEFTREZETEL,

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

2016 2 A 8 BTk UMMGEA SN HH MLC/IHA RREB T, 2016 F 2 A 8 BENICEITE Mz ALCPTHERHERESHL DAL,
ZTORBBROFEERLAULS TS5V FT77—H—) Sh, TOADRIPL LANLELTERENET,

For current MLC/THA 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.

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL (iBT) CASEC EIKEN
. Paper Based Computer Internet Based B

Mﬂ Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100~ NA 1st
FEORNEET S
3 — Fluent proficiency 730~859 | 90~100 550~599 | 210~249 80~ 99 870~ Pre-1st
mhH I RENEESTD
2- Average proficiency 550 ~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560 ~ 869 2nd
FHEINRE ) B BT D
1 ‘AE'emf”tarV proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 Pre-2nd
WIB RN EES D
I?re-{l — Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(Y1 #%) I/ NROBENZES D
0 - No language proficiency
FEFREN) B I I

PRIVACY ACT STATEMENT {BA{EREHEIZDVT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 0£2003).

B RENTEER S 10450,9397 ; RU BAE - EANERORECET SR (TR SEEEERHES)

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.

TEH: ABDES, B2, UEORELEBREOEBOZXITEZENE LT, BEABRERET 54,

FED  RRIEIBEFEX. L LIEAITHEICZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIRER: FEMOEMRITDER., B CERGEANEREHFT 54,

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

1BHFR: EANFROFRIERTT A, ERSNERERELGNST-HE. TORODFHRZOWIT. Bh, HDHUIHE
ERBENHYET,

Format Revision: 06-30-17
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