LBRES :
12-: ﬂﬁ % t“_],'J'D ﬁ [E*E MEES | 100-2016-NEX-SA(001)
HERrIA:
VACANCY ANNOUNCEMENT Closing Date 20 Sep 16
#47H:
Date of Issue 6 Sep 16
1.JEFESA Job title (%4 Grade 1-3  /FBFEH LD NA ) SEAH | 4B EHBH Area of Consideration (AOC)
No. of X 1.3 MLC/IIHA €% 8 (EREXM)
Cle rk #I HA_SO Recruitment Current MLC/IHA Employee within Activity
X 11.3] MLC/IHA % & (B ENEM)
IEATTREL TIRE#R Acceptable trainee level: N/A Current MLC/IHA Employee in commuting distance
1% | JILE MLCIHARZE(£EH X E)
L1E#%% []HEER HRCEEA (=B (One) Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade Security Medical X IV.4} &% Off Base Applicant
2.ZRBX Activity
Navy Exchange, Sasebo R E—IVRFxz 0¥ &R 5 BRI Type of Employment
" _ [ 1 MLC
EFEERT Working Place: < IHA 5 HPT
Mini Mart / Auto Port. (Car Rental) Bldg. (#1625) [] & A Permanent
E=T—F F—FrR—=FHDH—=L2E2)) (EHES 1625) (] BR5E Limited Term (__» B Months )
e 4 7 T AT (HPT BHAHIERR)
3.8 FE RS Work Schedule: 30hrs a week. Varies between 06:00-21:30
FF#R¥980

GB 30 BSR4 . 06:00-21:30 ATH S T Rl

%175 8 Work Days: Varies to include weekend and holidays. BX#MBEZEL 27 Ml
750 - /KB Work Hours/Recess Period: Varies / 45 minutes recess on the day works
more than 6hrs, no recess on the day works less than 6 hrs. ZFEEFFREH Y .

REIE—B 6 BRILIESFED B 45 2R, 6 BRERM ILREREL

] & &) Night Shift X 5% % Overtime  [] 13k Business Travel

6. LI E Duties: Please see attached task list.

1.EBEH BEEHE 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- years’ degree in any field.
b. Ability to speak read and write English at average proficiency level. ( LD-2)
c. Ability to handle US currencies.
Handicapped applicants may be accepted, depending on the degree and kind of disability.

HLEE A English Language Proficiency : [_|WAEE %L L None [ #I#R Basic DX]H#R Intermediate || _E#& Advanced [ |45EX D EE ST Exceptional

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

8. IRHETBHLM Application and Associated Documents BBER R

Working Condition

X 22 &S K Application for Vacancy Announcement  (HROY Form 1)

(L] BAEET Japanese [X] #EZET English [] &5 5 T4 Either)
[ ] PR #5#2FEE Resume of Specialized Work Experience (HROY Form)

(L5 &R LS8 T, Same language as above)
X REBENEAXREETHHELTWSAIE. [HikCETIERE]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
[ sBE#% LM E L Copy of GOJ Driver's License
L1 #& T SIBAZ M E L Copy of Certificate
X EEDOEEAFIEHT 5ED (BEL) Anything to certify English Proficiency (Copy)
X 82 AEIFZF L. BEEOBEES F/- K4 EE LV RIEMHERE (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 BAEEUNDAIE, EBH— FRU/IRKR— ~EZED 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

{& 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
S8R Operating Hours : 0800 - 1600

2.5 ERIGEE (GEfEXA) #Ri% 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 (BXAOEBZKR<)
Operating Hours: 0900 - 1700, Monday - Friday (except Japanese Holidays)

10. EFEMEHR For Official Use

SEIFIEY  Activity POC: NEX 4 7 1 X /| NEX Office FE (DSN) 252-2454
PD No.: CFAS-SO-011-PT ‘ PD is accurate and current. Certified by Activity: hh HRO: (rcvd:7/22) tm 7/25

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.
AEHACEEEZHETIGEEEEBICLAVTTEL, 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->TEDEIC ANEEERAOREAONRELTHYET . 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.
EHEHEDERXIILUTO URL KYF I UO—FTEET . XFTOEHFAMETIRBEL 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)

**FraHERFREFAERE (HPT) BERAIZ DL T

**HPT-Hourly Pay Temporary (HPT) Employment**
R 1 FZBAGVEM (ZOREHFNLGEFLHD)
Duration of Employment: Not to exceed 1 year. (Subsequent appointment after a break in service may be effected.)
R@EEXH, Commutation allowance will be paid.
PSR AVE 30 BEfE (2016 45 10 A 1 B 51X 20 B5fd) LI E DS EIFERRIR - BERRIKR - EEFEOMALNE
HOFbNTULVET, Employees whose weekly work hours are 30 hours (20 hours starting on 1 October 2016) or more
must be covered by Employment Insurance, Health Insurance and Pension plan.
BB - BFERE - KBLBEX, XBOMETERICLDHAREENHY T,

Work place, hour, and rest day may be changed due to operational requirements.



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

PRIVACY ACT STATEMENT {BAEREEIZDOLIT

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.

THE: ABDOLS., 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: 6-22-16

JOB DESCRIPTION
CLERK

Prepares Navy Exchange Rent-A-Car Contract (4066/19) for automobile rental by
description and model number. Determines payment based on established price list and
processes in accordance with prescribed procedures. Logs in by name, serial number, date and
other pertinent information and forwards to appropriate office. Maintains customers' application
and agreement contracts by name, date, receipt number and amount. Performs vehicle check-
off out and in.

Assists in the preparation of service work orders for work to be accomplished on

patron vehicles, by indicating name of customer, vehicle identification, and parts needed for
completion of the job and estimates cost according to official price list. Counsels customers on
automotive service needs and resolves patron service questions and complaints. Maintains
appointment schedules and records, and ensures availability at the time of scheduled job
performance.

As required, issues parts and accessories to mechanics, recording same on mechanics’ work
copy. Assembles merchandise in connection with requests received from main or location
automotive retail store. As required, unpacks segregates and stocks counters and/or shelves
with merchandise in accordance with established instructions and procedures. May price stamp
merchandise as necessary.

Operates cash register according to established cash control procedures; prepares sales slips,
computes change, rings up sales, accepts money and makes required change; as necessary,
accepts payment by credit card in accordance with established procedures. Is responsible for
own cash fund and prepares Daily Salesperson’s Cash Report. Participates in conducting
periodic inventories. Keeps stockroom area clean and orderly. Exercises tact, good manners
and courtesy when serving and assisting customers. This is expressed by tactfully responding
to patron inquires and assisting patrons in a prompt and friendly manner.

Performs other related or incidental duties as assigned.
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