7)) HLHES OKI-USNH-019-15
e A Announcement No.
ERRRIR:
VACANCY ANNOUNCEMENT Closing Date 14 SEP 15
SATH: 31AUG 15
Date of Issue
1E&FES Job title (%E#% Grade 5 /FBFEEFM LD 3 ) SEAH | A EEH B Area of Consideration
. ) No. of I. X MLC/IHAGEXEE (EBRBRA)
Purchasing & Contract Assistant, #0414 Recruitment | cyrrent MLC/IHA Employee within Activity
(FEE. MBI 1. X 3 MLC/IHA ¢ X B (B ENE M)
Acceptable trainee level (EATAERE LVERR): N/A 1 4 Current MLC/IHA Employee in commuting distance
. |MMLCIHARRXE(2TEBKE)
X =#%% []HeER [1R&% [(1EER Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade Security Medical IV. [] &8 Off Base Applicant
2.8BBX Activity
U.S. Naval Hospital, Okinawa
Directorate for Administration = 3
Material Management %Eﬁ]féﬁ%ﬁ Type of Employment
EhFEIB P Working Place: Camp Foster
- : L] HA 1 HPT
3. EhFERERA Work Schedule (B_40 FFREH] hraw) X1 % A Permanent
£075 8 Work Days: Mon - Fri ] BR5E Limited Term (__» B Months)

SRR - fKE8 Work Hours/Recess Period: 0730 -1630 Recess 1130-1230
(] % £h Night Shift X %% Overtime  [] tH3R Business Travel

6.

I #EAZ Duties

Performs duties related to the preparation, solicitation, award, and administration of complex contracts usually firm
fixed priced for supplies and services to support command wide healthcare requirements. Serves at the Contracting
Officer’s Representative overseeing Marine and Navy personal services contracts to support the hiring and
maintenance of healthcare professionals to support command wide healthcare at various Marine and Navy
bases/camps across Okinawa. Determines the best method of purchase by reviewing purchase requests for accuracy
and completion and the adequacy of the conditions, terms, and specifications of the requirement. Prepares funding,
statement of works, and other necessary paperwork for solicitation, evaluation, and contract award. Review
requests for proposals, conducts questions and answers with contractors. Determines contractor capability by
analyzing prospective contractor’s background, education, financially soundness, licenses, and credentials.
Reviews time sheets, progress reports, and invoices submitted by contractors. Performs site visits to verify
compliance with contract terms and conditions. Reports delinquencies to the Contracting Officer. Drafts and
prepares amendments, modifications, agreements, cancellations, etc. for processing. Prepares documentation
necessary for contract termination. Advises contractor on termination procedures. Conducts initial negotiations
with contractors. Reviews and provides recommendation to Contracting Officer. Contacts contractors for non-
delivery of supplies or non-performance of services. Investigates shortages, overages, and substitutions. Prepares
necessary paperwork for contract closeout, following established procedures. Performs other duties as assigned

7

STQ o0 o
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BEREH  Bi&EH Qualification/Physical Requirements

One year of clerical, technical, or administrative work experience equivalent at 1-4 in the related work, OR
completion of 4-year college/university in a related field.

Knowledge of procurement and acquisition laws, regulations, and policies.

Knowledge of post award procurement processes.

Knowledge of software and system applications.

Skill in customer service.

Ability to interpret regulations and apply subject matter to work processes.

Ability to speak read and write English. (LD-3)

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

BEEEH English Language Proficiency : [ WAL L None [#)#& Basic []H#& Intermediate [X] £ #& Advanced [ |45EXDAE

Exceptional

=B Educational Background : N/A | $e 5 5E. & T 5F License/Certificate Required : 7/8 #5:B8 See blocks 7 & 8




BRI
8.42HtH 9 %+ M Application and Associated Documents Working
Condition

*[X] 22 /% i 55 AR Application for Vacancy Announcement

*[X] B PARS 7542 FE® Resume of Specialized Work Experience

*MEEAlX Complete * in [] BAFE T Japanese [X] EEET English [] €55 T4 Either
Application forms are available on the web site:
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA_HPT_Jobs/JN_Forms.html

X RiEBENEBXRBEETHHE L TCWLWDAIK. [HIKICET ERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
[ :BExsFEEDE L Copy of Driver's License

[(11#&TEE/SEBAZMDE L Copy of Certificate

X EEBEDREHN ZFEIBAT 5 £ DD E L Certificate of English Proficiency (Copy)

X BAEEUND AL, EBH— FRU/SRKR— MEIED D E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. IbEEIEIFHSE Office to Submit

9. WEEERMELE Office to Submit
Hard copy submission:

EHORM KT, FFMEMPN Bldg#35% BEAER. v T T+ X2 —MA Bldg#490 AAFES AER. XiFFv >
T 7+ X2 —MA Bldg#495 BEEABFICTRZIFHFTVET,

(Please submit the application to Bldg#3596 Navy SHRO on Kadena AB, Bldg#490 AAFES or Bldg#495 CHRO on Camp
Foster.)

Mailing address/&p:% %t :

FEDEX or KURONEKO YAMATO TRANSPORT:
T 904-0200

CNRJ, CHRO Okinawa Satellite Office

Kadena Air Base

Mizugama Kadena-cho

Okinawa Japan

Bldg#3596

Phone Number: 098-961-6717

72T v AELL X7 nxay~ NERFIHOHRA :
T904-0200

TEIRRK E Y A B

MR ETFHETAKE

HEFMZEEEM

B EE 3596

BIEE S : 098-961-6717

NOTE: We are no longer accepting applications via e-mail. EF* — /L TOBEEDZFIIRTV=LE LT

10. ZEFENELR For Official Use

4% POC: HRO Okinawa FE (DSN) : 634-6750/6224

PD No.. USNH-09MMO000-018 | PD is accurate and current. (8/27/15)Certified by Activity: MC | HRO: ky(27/8/15)

IEEEEZHZLTULWEWNMEE. BZEORRIZEY £ A Incomplete applications will not be considered.
RESNEEEAIHRL LEHEA Submitted applications will not be returned.



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

PRIVACY ACT STATEMENT {BLAIERE#IZDOLT

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

ES RETTEERS 10450,9397 ; R BAK - EANERORECET Hi%F (Tp1 5FEEEERHES)

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.

FEWM: ABDEM. B2, HEORELEBRFEOEXRBEOXITEZEME LT, BARRELRT 54,

R ERIEIETFER. L LJIETITHEICRESNET,

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

1EHER: EAFROFREIERETTD. ERSNEREZRELGN ST-BE. TOROFHREDWIT, Eh. HAHULIHE
LRBEABYET,

Format Rev: 5-30-14




	VACANCY ANNOUNCEMENT

