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VACANCY ANNOUNCEMENT

LBRES :

17-2016-DDYJ-SA(001)
Announcement No.

BSerEIE:

Closing Date 16 Feb 16

#17H:

Date of Issue 3 Feb 16

1.HEHE R Job title (Z#k Grade 6 /FBPFEHH/K LD 1) SEAH

No. of
Recruitment

Forklift Operator, #2111
24+—21) 7 MEERF
FATEEE TREM Acceptable trainee level: 1%

Warehouseman-Deliveryman, #2404, BWT2-5

=2 X Hre® O RZ% L] E=&&R
Administrative  Blue Collar Trade Security Medical

2.EBBX Activity DLA Distribution Yokosuka Japan, Logistics Operations
Department, Sasebo Detachment, Transportation Branch, Local Delivery Section
(J3s.12)

EhFEIBAT Working Place: Tategami-cho, Sasebo City

4 SFEEFHBH 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
] IV.4} &8 Off Base Applicant

3. EhFEBERA work Schedule (B_40 FEREHI hraw )

£)75H Work Days: Monday - Friday

SRR - /KB Work Hours/Recess Period: 0730 — 1615/1130 - 1215
(] 2% Night Shift X % Overtime  [X] Hi3E Business Travel

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

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

L] HPT

6.1 #EMNZE Duties
Please see attached task list.

7. BIREH. B&&H Qualification/Physical Requirements

a. One year of specialized experience in the related work at the next lower level.

b. Must have GOJ ordinary driver’s license (A/T limited is not acceptable.) and GOJ large sized special purpose vehicle license and

GOJ Forklift Training Certification.

c. Knowledge of Distribution Standard System (DSS) OR material distribution and warehouse operations.

d. Ability to speak, read and write English at basic level (LAD-1).
e. Ability to lift heavy items (20kg).

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

Warehouseman-Deliveryman, #2404, BWT 2-5
a. One year of trade and/or manual work in a related field.

b. Must have GOJ ordinary driver’s license (A/T limited is not acceptable.) and GOJ large sized special purpose vehicle license and

GOJ Forklift Training Certification.
c. Ability to speak, read and write English at basic level (LAD-1).
d. Ability to lift heavy items (20kg).

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

HEE H English Language Proficiency : [_JWAZEZR L None DX{#I#K Basic [ #R Intermediate [_|_E#% Advanced [ J45FER D RE ST Exceptional

[ Educational Background : See Block 7 | $a5F&F. & T 5T License/Certificate Required : 7/8 #ZB8 See blocks 7 & 8

8. IRHETBHLM Application and Associated Documents

B HIR 5

Working Condition




X 22 /& i3 A4 Application for Vacancy Announcement  (HROY Form 1) Work site and/or

(C] BAEET Japanese [ | #EEET English [X] €5 5 T4 Either) work schedule

X EFBE R ES Resume of Specialized Work Experience (HROY Form) may be subject to
(LE & @ L EEE T, Same language as above) change due to

& ?ﬁi/i‘ﬁﬁiﬁ&ﬁ*iﬁﬁfiﬂﬁ L/_CL\%)jj_'ix W%ﬁﬁi(:?ﬁ?—%ﬁﬁﬁﬁﬂ Operatlonal

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X BERSREFEEDTE L Copy of GOJ Driver's License (GOJ ordinary driver's license (A/T limited is not
acceptable.), GOJ large-sized special purpose driver’s license)

X BT/ SEBAZDE L L Copy of Certificate (GOJ Forklift Training Certification)

X EEDOEEAZFIAHT 5ELD (FEL) Anything to certify English Proficiency (Copy)

X 82 EIFZM L. HEREDEESRS FrT- KA EEZ U REMAHE (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 BAREZLUNDAIZ., EEH— FRU/NRKR— ~EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

requirement.

9. InEEFIRM %L Office to Submit

REESEE (B MLC/IHARER) LNABBEE GEEXR) TR, REEEREENEVFYT, LELERKYMZHM
EZOENME, BEMBHLTTSL, BEMHUIALAE, 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.

(FE) LEEHB4BD “BREHA" BFH MLCIHARERDO#HDHE. NMILHEE GEEXR) M oOBEEHITEMN
EBRYFTOTIEET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base Applicants will be rated ineligible.

1. ABHEE (BHMLC/IHARER) RBHE - Current MLC/IHA Employees must submit to:
T 857-0056 T 857-0056

1£& AR T T REET Hirase-cho, Sasebo City
KBEEHREMREAASHERR CNRJ HRO Sasebo Satellite Office

M #R/Extension 252-3656/3660 MLC/IHA Employment Branch, Bldg# PW47
Z{tHERE Operating Hours : 0800 - 1600

2. M8 EE (GEREXA) RHEE - Off Base Applicants must submit to:

T 857-0056 T 857-0056

{4 TR T T #RHET 3-1 3-1 Hirase-cho, Sasebo City

WITBUEAN BBEEFHESBEECERE LHEXE Labor Management Organization, Sasebo Branch

BEEES 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

SEEHFIEY  Activity POC : DLA Distribution Yokosuka Japan, Sasebo Detachment, Admin Office ZE& (DSN) 252-3187/3423

PD No.: DDYJ-J3S.12-001 ‘ PD is accurate and current. Certified by Activity: YM | HRO: (rcvd: 1/28) tm 1/29

EHBEEZHEZ L TOWRWMEE 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 TOREZHETZHTEEE 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.
AEHACEEEZHET IEEEEBICLAVTTEL, EFTHEINEERAMKIEIZELEH A, Please do not send
applications by registered mail to HRO. Registered mail sent to HRO will not be accepted.

HRO MEW (MBS PW-47) 1. EEAHAYAZA->TADEIC ANEEERAOREONRELTHYET . RESNDFHE TG
E#EOYYB 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.
EHEHEDERXITLUTO URL KYF I UO—FTEET . XFTOIEHFAMETIRHEL 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)



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

PRIVACY ACT STATEMENT {BAEHREEI<DOLT

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

S KETEER S 10450,9397 ; R BAE - EANIFRORECET 5iEF (Fa1 SEXFEER+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.

FTHE: ABDOLMS., B2, BEORELEAXEOEBEOERTEZENE LT, BAANEREZLRT 54,

FEC : BREIEFERX. L LFEAICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIRBR: TEMOERICLER. RH CERCEANEREHEYT 545,

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

EHRER EANERORRIER TN, ERSNERERE LGN S IGE, TORDFHREOHIT, BEh., HEHVEHEE
BEELNHYEFET,

Rev: 12-4-15

TASK LIST

Job Title: Forklift Operator

Job Number: MLC-2111

Grade: BWT-2-6

Activity: Defense Distribution Depot Yokosuka, Japan
Division: Sasebo Division

Branch Storage Branch / Transportation Branch

Task No. Task HrsPerWeek

1. FORKLIFT OPERATOR (Job# 2111) Operates electric or gasoline-powered mobile forklift trucks with solid or pneumatic
tires, to move, load or unload, transfer, transport and stack or unstack heavy supplies both in and out of doors. May be required
to operate in close quarters. Makes decisions as to placing of forks and manner of stacking to insure strongest support. Assists
warehousemen by participating in such manual labor work as involved in loading, unloading, carrying and stacking of supplies.
Performs operator’s maintenance and minor emergency repairs. Fills in equipment operational record and accident report as
required. Must have valid GOJ motor vehicle operator’s permit for special purpose automotive equipment, and either a GOJ
certificate of completion of officially designated training course or a GOJ certificate duly testifying capability for operation of
forklifts with a lifting capacity of 3 metric tons or more. Performs other related or incidental duties as assigned.

2. WAREHOUSEMAN-DELIVERYMAN (Job# 2404) GENERAL.: Performs duties involved in the physical receipt, storage,
and delivery of supply items with responsibility for the selection of storage spaces, and consolidation and rewarehousing of
stock applying knowledge of proper storage methods as they pertain to various property classes. The incumbent is required to
operate vehicles under 4-ton capacity for delivery and pick-up of supply items. DUTIES AND RESPONSIBILITES: Receives
property and checks items against document for quantity, nomenclature and condition. Periodically examines stock in storage
for necessary technical order compliance. Lists these items and forwards to organizations handling the repair and modification
of items. Enforces safety procedures in storage area. Selects items or material to fill orders upon receipt of issue slips. Refers to
locator cards for location. Makes physical count of items and consolidates inventory report. By operating automotive vehicles
such as van, pick-up, and panel trucks under 4-ton capacity for at minimum of 25% of his scheduled work hours, transports
items from warehouses or storage areas to using customers or from using customers to warehouses or storage areas. Loads and
unloads, or assists in loading and unloading, checking received or delivered items against accompanying documents to insure
that correct items are received or delivered in quantity indicated. When loading and unloading, insures that cargo is properly
placed and secured, and that load capacity is not exceeded. Performs operator’s maintenance such as replenishing fuel, oil,
grease, water, air and battery fluids as required_ cleans inside and outside of vehicles. Completes trip ticket and operator’s
maintenance service records, and in case of accident, completes driver’s accident report. Performs other related or incidental
duties as assigned. OTHERS: Appropriate licensing requirements must be met.

3. PACKER (Job# 2205) Packs stock items and parts for storage and shipment by air, water, rail and truck. Compares line
items received against accompanying shipping documents for correct stock number, nomenclature and quantity. Selects proper
container such as cardboard, cartons, wooden boxes or open crating. Wraps and places items in container using such
cushioning materials as shredded paper. Waste cotton, felt, rubberized horse hair, etc. Uses braces to secure items and straps
packed containers. Applies special markings, labels, and stenciling to container. Weighs and measures shipment. Fills out
packer’s work sheet listing number of each container, weight, cube and other specialized information. May apply corrosion
preventive compounds on items to prevent rust and / or deterioration during storage or shipment. Receives work assignments
from packing shop foreman. The work requires active walking, bending, stooping, standing and heavy lifting. Performs other
related or incidental duties as assigned.



4. STOCK CONTROL CLERK (Job# 204) Performs clerical work involved in the documentary control of the receipt, storage,
transfer, replenishment, adjustment, and / or issue of stock or property items. Performs one or more of the following typical
duties: Records Maintenance; Extracts and posts to stock control and / or property records, data concerning stock identification
and status (stock numbers and nomenclature, document identification and data of action, unit of issue, authorized substitute and
interchangeable items, etc.). Establishes records for new stock items by researching catalogs, manuals and pricing guides.
Computes average prices, extensions and quantity balances. Stock Level Maintenance; Establishes and maintains Stock Record
Cards, Balance Cards, Due-in and Due-out Cards, and Work Orders Cards for all assigned property classes. Reviews stock
records to determine items needing replenishment to bring balances up to authorized levels or to meet demands, and initiates
requisitions. Establishes stock levels by use of such factors as production estimates, issue histories, seasonal requirements and
projected need. Inventory; Receives inventory count cards and / or listing, and compares against stock balance cards. Make
notations of all items in and out of balance. Searches through machine listings and voucher files for information to reconcile
stock balances. Processing Requisitions; Processes routine and priority supply requisitions researching guides to determine
validity of requested priorities. If requested items are not available, determines applicability of substitute or interchangeable
items. Maintains Due-In and Status Cards, and Cross Reference files on all requisitions, and follows up as required. Editing;
Reviews formal supply requests and documents for accuracy of stock numbers, nomenclature, priority and substitute items.
Determines secondary supply action such as local manufacture, procurement or correction of listed substitutes. Performs other
related or incidental duties as assigned.

5. TASK LIST Operates various types of material handling equipment and vehicles in warehouses, open areas and pier side
environment. Performs operator’s maintenance and minor emergency repairs of the equipment. Fills in equipment operational
record and mishap report as required. Performs duties involved in physical material receipt, stow, care of material, issue, and
delivery / shipping of material. Inputs data for receipt, stow, issue, delivery process, location changes, condition changes and
for other material processes using remote terminals of Distribution Standard System (DSS). Makes physical count of material
or stocks for proper distribution and for the periodical material inventory. Periodically examines stocks in the storage for
necessary technical compliance. Selects, appropriate storage methods for effective space utilization and protection of stocks.
Selects, assembles / disassembles appropriate storage aids and maintains orderly and safe warehouse configuration. Performs
work involved in protective and preserving pacing of material against chemical, mechanical and / or physical damages during
the storage / transportation. Work is performed in accordance international / domestic transportation laws / regulations,
environmental laws, etc. Performs other related and incidental duties as assigned.

Note: 1. Must have GOJ ordinary driver's license to drive a pickup truck for movement of materiel, etc. A/T limited is not
acceptable. 2. Must have GOJ large sized special purpose vehicle license and forklift training certification to operate a forklift.
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