LHES : 32-2016-CFAS ADMIN-
{E ﬂ ﬁ%t& E ﬁ ,E *E Announc;:ent No. SA(001)
HE&EHEA:
VACANCY ANNOUNCEMENT Closing Dt 11 Mar 16
#178:
Date of Issue 29 Feb 16
LEAEA Jobtitle (54K Grade _4  /#@¥F# LD 3 ) BHEAH | 4 BEREE Area of Consideration (AOC)
No. of X 1.3 MLC/IIHA Gt 28 (EBREM)

Recruitment

Office Automation Clerk, #606

Current MLC/IHA Employee within Activity

X 11.3R MLC/IHA ¢ % B (R ENER)

Current MLC/IHA Employee in commuting distance

RATEE TR  Acceptable trainee level: N/A 1% ] 11138 MLC/HA (28 (2 7 B X %)
" - Current MLC/IHA Employee Japan Wide

X®HR O HER Oz OE#R 0] IV.545 Off Base Applicant
Administrative  Blue Collar Trade Security Medical -

2. EBBX Activity

CFAS Administrative Department —

)75 18 AT Working Place: %Ehﬁf Ij‘é@%ﬁ Type of Employment

Hirase-cho, Sasebo City ] IHA [ ] HPT

3. BN FEB5RE Work Schedule (3B__40  FEREAHI hrww ) X & F8 Permanent

£)75H Work Days: Mon-Fri
HFERERT - {KE8 Work Hours/Recess Period: 07:45-16:30/ 11:45-12:30
(] % #h Night Shift X 5 % Overtime X H3& Business Travel

(] BR5E Limited Term (__» A Months )

6. B # M A Duties
Please see attached task list.

7. BREH. B&EHE Qualification/Physical Requirements

a. At least one year of clerical, technical, or administrative work experience in any field or completion of 4-years college/university in

any field.

b. Ability to speak, read and write English at advanced proficiency level (LAD-3).

. Skill in operating personal computer such as MS Word, Excel, PowerPoint, Outlook, etc.

. Ability to perform a variety of administrative work and reception desk.

Knowledge of standard administrative procedures of the Navy.

Must have GOJ ordinary vehicle license to drive a government vehicle (A/T limited is acceptable).

SO oo

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

FEE 7 English Language Proficiency : [ JWAZE7E L None []#)#k Basic []F#) Intermediate [X]_E#% Advanced [ 14FEX D EEF Exceptional

2P Educational Background : See Block 7 | S EFEE. & T 5L License/Certificate Required : 7/8 518 See blocks 7 & 8

8. IRHT LM Application and Associated Documents

BB

Working Condition

X 22 /% i35 FA 4R Application for Vacancy Announcement  (HROY Form 1)
(C] BAEET Japanese [X] #EET English [] £% 5 T4 Either)
X EPFIEE##EFEE Resume of Specialized Work Experience (HROY Form)
(£E & @B L S:&T, Same language as above)
X REFENEBRBETHELTWLSAIE. MHkICEATHERR]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X EEREFEEDE L Copy of GOJ Ordinary Driver's License (A/T limited is acceptable.)
(11&TEE/SEBAZDE L Copy of Certificate
X EEZEDOHAZIMAT SHD (BEL) Anything to certify English Proficiency (Copy)
X e2HYF AL, EEEDEEES FAT- KA EELVRIEMAEE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)
X BAREEUNDAE, EEH— FRU/SRKR— EIED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




9. IGE=IEIBH & Office to Submit

NEEEE (EMLC/IHARRER) LNAHIEEE GEREXR) TR, RESEREANRVFT, LEXRRHMZE B
BAOENMR. BERHLTTSWL, BEMIANKE, 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.

GCEXB) LREH4EFD “BREH" A/ MLC/IHAKEBOADIZGE. NEEEE GEN¥ER) A oDEEERAITEDN
EBRYFTOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base Applicants will be rated ineligible.

1. ABEHESE FE MLC/IHAGERE) BHE Current MLC/IHA Employees must submit to:
T 857-0056 T 857-0056

{& tH R T T AR T Hirase-cho, Sasebo City
KeEAHKREMEMAASHERAR CNRJ HRO Sasebo Satellite Office
AI#R/Extension 252-3656/3660 MLC/IHA Employment Branch, Bldg# PW47
S8R Operating Hours : 0800 - 1600

2.5 ERIGEEE (GEfEXE) RHEL Off Base Applicants must submit to:

T 857-0056 T 857-0056

1% 1 4R Th T REHT 3-1 3-1 Hirase-cho, Sasebo City

MITBUEAN BBEZFEBEFHEERE EHEXIH Labor Management Organization, Sasebo Branch

T/ELHES Phone : 0956-23-7191

AT FRTORF - F&R 5K, AR - €A (BXROEBZKR)
Operating Hours: 0900 - 1700, Monday - Friday (except Japanese Holidays)

10. EEFS A IEHR For Official Use

BEEIHFIEY  Activity POC : CFAS Administrative Department EE (DSN) 252-3184
PD No.: CFAS-N04C-012 PD is accurate and current. Certified by Activity: YK HRO: (rcvd: 2/23) tm 2/24

IEEBEEZHIZ LTRSS BEDORRICE Y FH A, Incomplete applications will not be considered.
RBHINIEHEEHEHIRL LEEA Submitted applications will not be returned.

BEMUIB16BEFRABPBETT, EXA—ILP I 7Y I ATOREZHATZFTEELE A, Applications must be received by the
closing date of the VVacancy Announcement by 1600 hours (4:00 PM). Emailed and Faxed applications will not be accepted.
ABHAECEEEZHETIEREEBICLAVTTEL, EBTEHESNEERKIEIZELEL A, Please do not send
applications by registered mail to HRO. Registered mail sent to HRO will not be accepted.

HRO MEW (BMES PW-47) 1. EEAEAVYOZA->TAHDEIC AREEEROFKEONFZELTHYET  HESNDZEE (TG
SiFHTIY B D168 (F %4 FETICLTLIZELY, Job applications may be dropped in the designated HR “Drop Box” located on the right
side in the first floor, main entrance of the HRO bldg. # PW-47, no later than 1600 hours (4:00 PM) by the closing date.
IEHEHEDERXELUTO URL KUFA DU O—FTEET . RFOIGERAMEIRELTIZEL,  Forms for application are available for
download on our web site. Please submit updated application.

(https://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA HPT Jobs/JN_Forms.html)

PRIVACY ACT STATEMENT {EABREEIZDL\T

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

E KETEER S 10450,9397 ; XU BAE - EANIFRORECET 5iEF (A1 SEXEER+TES)

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.

THH: ABDOLR., B2, BEDRELEAXEOEBROZRTZENE LT, BEABREZLET 54,

FEC : BREIEFEX. L LAFBAICTHEIZRESNET,

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

BN EANEROFRREIEERTIA. BRINERETIRHE LGN STIGE. TOROFHREDOHIT. Eh. HDHULIEHEE
BEENHYET,

Rev: 12-4-15


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

TASK LIST

Introduction: This position is located at Administration Department, Commander Fleet Activities Sasebo (CFAS). Under
the general supervision of the Administration Officer and/or Office Manager, the incumbent performs general and
specialized office automation duties requiring specialist knowledge of office automation hardware and software
applications and performs routine administrative tasks within the parameter of established policies and guidelines
regarding office management, program management, and administrative support. Work is reviewed for soundness of
judgment, adherence to program requirements and effectiveness in meeting goals and objectives. Supervisor provides
additional guidance on unusual circumstances as needed.

Major Duties and Responsibilities:

1. Prepares, reviews, and processes a variety of correspondence including award recommendations, letters of
commendation or recommendation, special requests, and other various individual and command correspondence as
necessary. Operates advanced office automation equipment and software programs such as eKM, Adobe Pro, and MS
Access to track and process most correspondence they will be dealing with. Completes various forms related to personnel
and administrative actions such as military and civilian evaluations using reference publications for proper completion,
and follows up with appropriate personnel on questions relating to these matters. Using various databases and office
automation products, establishes necessary controls, including internal controls to ensure compliance with governing
regulations, directives, and policies.

2. Operates office automation equipment and uses a variety of software applications (e.g. word processing, spreadsheets,
graphics, forms, database management, electronic mail, etc). Develops formats, and data queries to automate recurring
material and simplify document and reports generation and data input. Prepares draft and final form a variety of material
to include correspondence, charts, graphs, messages, reports and forms.

3. Assists Administration Officer and/or Office Manager in the management of directives program and coordinate
monthly review of command instructions via CFAS departments/tenant commands and follow up with appropriate
departments and tenant commands for appropriate action. Manage and maintain a current command's directives database
listing and pertinent command website where CFAS directives are published.

4. Assists Administration Officer and /or Office Manager in program management of military travel coordination
including PCS and TAD/TDY travel, emergency travel, MEDEVAC, RAT, student travel, etc for CFAS and tenant
commands.

Performs other related or incidental duties as assigned.

*Must have GOJ ordinary vehicle license to drive a government vehicle (A/T limited is acceptable) for NEXMART
shopping, post office run, etc.



