LHES : 34-2016-CFAS HOUSING-
1& ﬂ ﬁ%ﬂh E Jﬁ ,E *E Announc;:ent No. SA(001)
HERrIA:
VACANCY ANNOUNCEMENT Closing Date 9 Mar 16
#17H:
Date of Issue 3 Mar 16
LEBE Job title (%ﬁ Grade 4 /BFFHLD 2) SHE AN | 4. ESEE Area of Consideration (AOC)
No. of X 1. I8 MLC/IIHA %8 (ERFXMA)

Recruitment

Charge of Quarters Clerk, #404

Current MLC/IHA Employee within Activity

X 11.I8 MLC/IHA £ B GREER)

Current MLC/IHA Employee in commuting distance

PRAT RS TIRF#R  Acceptable trainee level: N/A 14 ] 11132 MLC/IHA ¢ £ 8(% 75 B K )
» - Current MLC/IHA Employee Japan Wide
=3 p
& $§§;§ ) [ maes O 1%#% O Eﬁ% ] IV.4+ &8 Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2.EBBX Activity CFAS Housing Programs Department, Unaccompanied Housing

Division, UH Front Desk Section
) #5115 AT Working Place: Hirase-cho, Sasebo City

5. A DF&EYE Type of Employment

X MLC
3. ENFERFR Work Schedule (E_40  BFREIH hraw) ] IHA [ HPT
£)7 A Work Days: Sun-Sat (X & F3 Permanent
) 75RER - /KE Work Hours/Recess Period: (] BRZE Limited Term (__» A Months)

00:00~07:45/02:00~02:45 or 02:45~03:30
07:30~16:15/11:30~12:15 or 12:15~13:00
15:30~24:15/19:30~20:15 or 20:15~21:00

X % &) Night Shift X] #& % Overtime X] t 3k Business Travel

6.1 #H N A Duties
Please see attached task list.

7. BIREH. B&&H 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 average proficiency level (LAD-2).
c. Skills in operating computer such as MS Word, Excel, and Outlook.

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

B EE B English Language Proficiency : [_WAZE%E L None [ #I#R Basic XIH#& intermediate []_E#% Advanced [ |45FER D EE ST Exceptional

[ Educational Background : See Block 7 | $a5F&F. & T 5T License/Certificate Required : 7/8 #Z:B8 See blocks 7 & 8

8. IRHETBHLM Application and Associated Documents

BRI 5

Working Condition

X1 22 /& it 3 A& Application for Vacancy Announcement  (HROY Form 1)
(C] BAEET Japanese [X] #EEET English [] £5 5 T3 Either)
X B PR 52 FE# Resume of Specialized Work Experience (HROY Form)
(LE & @ L EEE T, Same language as above)
X REBRENEAXBETHHELTWSAE. [HECETIEMRE]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
[ 5BEx e sFSEME L Copy of GOJ Driver's License
(11&TEE/SEBAZDE L Copy of Certificate
XEEEDREHNZEIBAT 531D (EL) Anything to certify English Proficiency (Copy)
X 82 ALIFZ/EFT L. ICEEDEERS /- KA EEZ UL\ RIEAFE (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 BABEEUNDAIE, EBH— FRU/IRKR— ~EZED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




9. IbEEIFIRH &  Office to Submit

MNELHESE (B MLC/IHARER) ENEBHEE GEHER) TR, SESERHENEVE Y, LEXERHNYZE B
BZOEME. BEARHLTTSL, FEFHIAXKE, 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.

(X8) LREB 48O “BRER" HEMLCIHARERDHDB/E. SEEEE GERERR) HoOREFERLRED
ERYFTOTIEET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base Applicants will be rated ineligible.

1. AEISEE R MLC/IHA#E%E) RH% Current MLC/IHA Employees must submit to:
T 857-0056 T 857-0056

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

2.5 ERIGEE (GEfEXA) #Rii% Off Base Applicants must submit to:

T 857-0056 T 857-0056

{& tH R T 3R HET 3-1 3-1 Hirase-cho, Sasebo City

MITBUEAN BBEEFTHESFBEERE AHEXE Labor Management Organization, Sasebo Branch

TEEEHES Phone : 0956-23-7191

SZATERE  FETOR - F& 5K, AERQ - €A (BXAOEBZKR)
Operating Hours: 0900 - 1700, Monday - Friday (except Japanese Holidays)

10. EFEWEHR For Official Use

BEHBKIEY  Activity POC : CFAS Housing Programs Department, Unaccompanied Housing Division, UH Front Desk Section
BEE (DSN) 252-6081

PD No.: CFAS-N932FD-002 PD is accurate and current. Certified by Activity: KH HRO: (rcvd: 3/1) tm 3/1

EHBEEZHEZ L TOWRWMEE EZORRIZHEY FH A, Incomplete applications will not be considered.
RHESINFISEEEIEE R L LEEA Submitted applications will not be returned.

SEMBUIB16BEFRAIBMVETT, EX—ILO I 7Y I ATOREZHETZFTEELE A Applications must be received by the
closing date of the Vacancy Announcement by 1600 hours (4:00 PM). Emailed and Faxed applications will not be accepted.
AEHACEEEZHETIEEFERICLAVTTEL, EFTHESINEERAMKIEIZELEF 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->TADEIC AFEEERAOKREONZELTHYET  RESNDBZE (TG
EHEOYY B D16 (F%4B)FETIZL TSN, 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.
EHEHEDERXIIUTO URL KYFIUO—FTEET . RFTOIEHFAMETIRHEL TS, 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 {EAISR{EEIZDL\T

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

B RETEERS 10450, 9397 ; RO BAE - EAANFRORECEY 5:EF (F1 SEXFEER+HES)

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.

TE: AEDLR, T2, UECRELEBREDEBOZITZEHNE LT, BABEREEHET 4.

AR ERIEIBEFERX. L LEIETITHEICRESINET,

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

EHER EANERORRIERTTN, BRSNBERERE LG o158, TORODFHREDHIT, Bh. HHLIEHEE
BREENHYET,

Rev: 12-4-15


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

6. Duties:

1. Operates the Lodging Touch System (LTS) for check in/out of customers, and telephone switchboard for incoming calls.
Check personnel in desiring billeting, reads and interprets orders to determine the type of billet service charge to be assessed.
Collects service charges from residents who receive room amenities, housekeeping services, and collect room keys upon
check-out. Process reservations received through phone calls, fax and via e-mail. Maintains a central locator file for personnel
residing in the CBH and a reservation log by the use of the LTS or hard copied files.

2. Serves as a clerical assistant to the Bachelor Housing Manager/Officer compiling statistical information and reports. Counts
and provides the daily in-house transient and permanent residents for occupancy utilization report. Assist the CBH
Manager/Officer in planning and reserving quarters for large group and special exercises.

3. Stamps orders certifying availability of quarters and messing. Issues Certificate of Non-Non Availability (CNA) when
rooms are not available for transient customers.

4. Manages VHS/DVD movies and Internet Café rental and access for CBH transient residents. This includes rotation of
movies available monthly. Provides information concerning availability of recreational, shopping areas, food facilities, hotels
and domestic service.

5. Reports maintenance problems to the PWD trouble call desk or to the CBH Maintenance Supervisor. Coordinates with the
Room Attendants about transient customers and permanent residents for room readiness.

6. Change surveillance video VCR tapes located at the Duty Manager’s Office at Bldg. 151, and at Bldg.1604, Front Desk at
2400 hours daily. Be responsible for the security of all CBH properties.

7. Understands the concept of shift work schedule. Considered Key and Essential personnel in times of Emergency/Foul
weather, i.e. typhoons, snowstorms, earthquakes, and heightened security alert or Force Protection.

8. Performs other incidental duties as may be assigned by CBH Officer.
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