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Closing Date 8 Mar 16

#17H:

Date of Issue 24 Feb 16

VACANCY ANNOUNCEMENT
1H%ME A Jobtitle (%#k Grade 3 /FEFHHK LD 2) SEAH
No. of
Telephone Operator, #217 Recruitment
EEXEB
ERATEEE TRE#  Acceptable trainee level: N/A 2%
X =#H% [ #Haexk O R=% L =&%
Administrative  Blue Collar Trade Security Medical

2.EBBX Activity
NCTSFE DET Sasebo Japan, Base Communications Office Sasebo (Code SAN2)
B) 7515 AT Working Place: Hirase-cho, Sasebo City

4 SFEEFBH Area of Consideration (AOC)
X .3 MLC/IHA it (8 (EBEM)

Current MLC/IHA Employee within Activity

X 1.3 MLC/IHA £ E GREER)

Current MLC/IHA Employee in commuting distance

L1 HLE MLCIHARRXEB(2ERAXE)
Current MLC/IHA Employee Japan Wide
X IV.4} &% Off Base Applicant

3. EhFHEERA Work Schedule (B 40 RS hrww)

£)75 B Work Days: Rotating shift, Sun-Sat

750 - /KE Work Hours/Recess Period:

D=0745-1630, N=1515-0000, M=2345-0830, D1=0500-1345, N1=1315-2200,
N2=1115-2000 / Flexible-45 minutes

X % &) Night Shift IX] 7% % Overtime [X] H 8k Business Travel

5. A DFELE Type of Employment
X MLC
L] IHA

X & A Permanent
] BR3E Limited Term (__» A Months )

L] HPT

6. FENZ Duties

Please see attached task list.

7. BREH. BKEH Qualification/Physical Requirements

a. At least 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.

b. Skill in operating Microsoft Office Programs is required. (Word, Excel and Outlook)
c. Ability to speak, read and write English at intermediate proficiency level (LD-2 or equivalent).

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

BFEEE 1 English Language Proficiency : [ WAE % L None [ ¥R Basic DXIH#% Intermediate || £k Advanced [ 45E& D EEFT Exceptional

#FF Educational Background : See Block 7 | $a5F&F. & T &I License/Certificate Required : 7/8 15 #8 See blocks 7 & 8

8iRtET3+H®M Application and Associated Documents

B 5

Working Condition

X 22 It 35 FA#& Application for Vacancy Announcement  (HROY Form 1)
(C] BAZET Japanese [X] #3E T English [] £5 5 T3 Either)

(] 97542 FE® Resume of Specialized Work Experience (HROY Form)
(L & @ LS & T, Same language as above)

X RiEFBENEARBETHBEL TS AIF., [HEICETERR]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

[ iBEL %I ME L Copy of GOJ Driver's License
C11& T~ SEBEDE L Copy of Certificate

X EEDREAZATSED (BEL) Anything to certify English Proficiency (Copy)

X 82 \UF BT L. BEEDEHEES -ERT- KL ZE L IRIEAHE (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 BAREEZUSNDAIE. TEEH— FRU/NRKR— EEED 3 E— For non-Japanese citizen applicant,

copy of Residence Card and Passport/Visa Copy




9. IbEEIFIRH & Office to Submit

MNEEHESE (B MLC/IHARER) ENEBHEE GEHER) TR, SESERHENMEVEY, LEMKERHNYE B
BZOEME. BEARHLTTSL, BEFHIAXKE, 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" NEMLCIHARERDHDB/E. SNREEE GERERR) HoOREFEHLRED
ERYFTOTIEET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base Applicants will be rated ineligible.

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

{0 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) #Ril% . Off Base Applicants must submit to:

T 857-0056 T 857-0056

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

MITBUEAN BBEEFHESBECERE LHEXE Labor Management Organization, Sasebo Branch

TEEEHES Phone : 0956-23-7191

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

10. EFEMEHR For Official Use

BEIFIEY  Activity POC : NCTSFE DET Sasebo Japan, BCO Sasebo FE (DSN) 252-3200
PD No.: NCTSFE-SAN2-009 ‘ PD is accurate and current. Certified by Activity: my, 1/27/2016 ‘ HRO: (rcvd: 1/28) tm 1/29

EHBEEZHEZLTOWRWMEE EZORRITHEY FH A, Incomplete applications will not be considered.
RHESINFISEEHEIEE R L LEEA Submitted applications will not be returned.

HEMYUIB1 6B FRIBMETT, EX—ILO I 7Y I A TOREZHETZHTEEEA. 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.
AEHACEEEZHETIEEEEBICLAVTTEL, EFTHEINEERAMIIZELEH A, Please do not send
applications by registered mail to HRO. Registered mail sent to HRO will not be accepted.

HRO NEW (BMES PW-47) 1. EEAHAYAOZA>THEDEIC AHEEERAOREONRELTHYET . RESNDFHE TG
EHEOYIYB D16 (F%4B)FETIZL TS, 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.
EHEHFOERXIEUTO URL KYF O UO—FTEET . RFOEHFAMETIRBEL TS, Forms for application are available for
download on our web site. Please submit update application.

(https://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT_Jobs/JN_Forms.html)

PRIVACY ACT STATEMENT {AAIEEBRFEIZDOILT

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

ER REITHER S 10450,9397 ; XU BAE - EANIGHRORECET 5EF (FA1 SEXEFER+ES)

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: ABDLS, B2, MEORELEBREOEBOZXITEZENE LT, BEABRERET 54,

FED  RRIEIBEFENX. 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., R 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.

1FHFR: EANFROFRIERTT A, ERINEREREL G ST-HE. TORODFHRZOWHIT. Bh, HDHUEIHE
ERBENHYET,

Rev: 12-4-15


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

TASK LIST
Task No. Task HrsPerWeek

1. Operates a multiple DSN / administrative telephone switchboard console on a shift work basis to
provide operator console service 24 hours per day, 7 days per week. Places and receives local and long
distance calls. Calls will include operator assisted and direct dial long distance and toll calls.

2. Performs as a telephone information operator for dialing and connection assistance. Uses a good
working knowledge of telephone networks, exchanges and designations in call placement assistance.
Knowledgeable of base organizations, commands, telephone directory composition and procedures for
providing connectivity to other bases in Japan, the Pacific region and CONUS.

3. Performs other related or incidental duties as assigned.

Remarks: Night Duty Allowance for Communication Employee is authorized to an employee who works
during the period form 2200 hours to 0500 hours when such hours are within his/her regularly scheduled
work hours. In addition to the allowance, Night Differential will be authorized for an employee who
works during the period from 2200 hours to 0500 hours.
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