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B&kra:
VACANCY ANNOUNCEMENT Closing Date 130CT 16
#1TH: 30 SEP 16

Date of Issue

1154, BE&E, $5.5 % Job title, Job No., & Basic Wage Table (BWT): | ZE A% | 4. EHBH Area of Consideration
No. of I. X MLC/IHAEX8 (EBKR)

Recruitment

Hospital Receptionist, #84 Current MLC/IHA Employee within Activity
R : 1. X 3] MLC/IHA ¢t % B (B EEBMN)
(Jﬁ BE'_XAH-H&) Current MLC/IHA Employee in commuting distance
14 1. (] B MLCIHAE£ 8 (£7E B K E)

Current MLC/IHA Employee Japan Wide

= SE b . .
BiESH#R. 55 He h#k Target Grade & Language Proficiency Level (LPL): Iv. [] 54 Off Base Applicant

ZE#% Grade-3, EBFBEH#R LPL-2

FATEERE WLFR 3558 1k Acceptable Trainee level: N/A

X £#HREWT-1) [ HERBWT-2) [ RERBWT-3) ] EERBWT-56)

Administrative Blue Collar Trade  Security Medical
2.ERBEX Activity 5.EFADTELE Type of Employment
U.S. Naval Hospital, Okinawa X MLC
Directorate of Medical Services
Optometry D ',LHA D HPT
X % F Permanent
B) 7515 AT Working Place: Camp Zukeran (Camp Foster) [J BRZE Limited Term (__» A Months )

3. B FEMERE Work Schedule (3E_40  FEREH] hrww )

£)75 8 Work Days: Mon-Fri

ISR - /AE Work Hours/Recess Period: 0700-1600/Recess: 1130-1230
] & &) Night Shift X %% % Overtime  [] H3& Business Travel

6. B FENZ Duties

Schedules optometry exams utilizing all scheduling systems when patients either call, email, or present in
person, including proper triage of patient interactions for appropriate booking and/or discusses the case with a
provider for review and proper booking. Answer all patient questions about scheduling and referral
processes, clinic access, and clinic/hospital policies. Performs administrative tasks to ensure continuity of
information in the Composite Health Care System (CHCS) and Armed Forces Health Longitudinal
Technology Application (AHLTA) systems. Makes necessary arrangements for transportation of patients to
other medical facilities for diagnostic tests, medivac, or transfers. Verifies and assures that records of patient
treatment including hospitalization summary and operative reports are complete, accurate, and properly filed
before forwarding medical records. Records telephone messages pertaining to lab reports, x-rays, and other
test results and personally hands-off results to indicated provider. Files the results of various tests in patient
charts for professional staff for immediate action. Copies patient charts as directed by professional staff.
Orients new doctors, support staff, and students to pertinent information such as location of patient files,
supplies, and other clinic activities. Perform other duties as assigned.

A1 AR Outstanding Working Condition, if any: N/A




7.8E8E W S&&H Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
HLIBITRENEBRRENDBLUANIVICHE T S EEZOEFREANDELLGYET,
a. 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.
Knowledge of customer service concepts and practices.
Knowledge of U.S Naval Hospital organizations and operations.
Knowledge of the various facility services, medical terminology and procedures common to each service.
Knowledge of scheduling patient appointments and patient records handling.
Skill in operating personal computer application such as MS Word, Excel, Outlook and web-based systems.
Ability to perform clerical work independently.
Ability to speak, read and write average English proficiently (LPL- 2).

S@heoo0o

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

8.12H9 %+ M Application and Associated Documents

*[X] 22 RE I35 FA#E Application for Vacancy Announcement
*X B PR FF X FE R Resume of Specialized Work Experience
*MEBAIL Complete * in [] HAFE T Japanese [X] #FET English [] £% 5 T#% Either
X RE/BENEBXRBETHHEL TCWLDIAIK. [HKICET 2EME]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
EREHXFLUTOURLEYFO—KTEEXEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN_Forms.html
O] BEAEFSEDE L Copy of Driver's License
(1 &TEE/sEBAZME L Copy of Certificate
X HEDEEHEEBHT 5L DDE L, TOEIC, TOEFL, CASEC, DA £ HMAMHEL LTRHRFITET,
CRIATEMERE (L ALCPT 3 7]) ZDMOFAE. RURERNEATIECREFIFALLGYFET ., XELHESE
LT 5HL LEAAEDRENBETT,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

Ll 82 MUF £ L. BREEOEBERS AT KL ZE U RIEMAHE (12cm x 23.5cm)
12cm x 23.5¢cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BAEELSNDOAIL, EBH—F (f@m) KRU/SR7R— k3 E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

9. WEEMERME Office to Submit

Hard copy submission:

ISERROIEHIL, Z T MIPNBIdg 1 3596 HiE ' A\ F3E (EH5HFM: 08:00~16:00), ¥ v > 77 4+ A& —PNBldg # 490 AAFES A 3R
(FEHBIF: 07:30~16:30), XIXF ¥ > 77 4 A & —NBldg # 495 ¥EICr NS (GERIFR: 07:30~16:30) T T i Tk, KRR
NLE,

Please submit the application to Bldg#3596 Navy SHRO (Office Hours: 08:00~16:00) on Kadena AB, Bldg#490 AAFES (Office
Hours: 07:30~16:30) or Bldg#495 CHRO on Camp Foster (Office Hours: 07:30~16:30).

Applications must be received by the close of business on the closing date of the VVacancy Announcement.

Mailing address/T 1% 5t

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

TxFT v AFE LI uxay~ MERRHHAOEE
T904-0200
TE TP K [ 1 N S



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

TR R 5 AT K 2

TN ZE

¥ 753596

EiEE 5 - 098-961-6717

NOTE: We are no longer accepting applications via e-mail. & 1 A —/L COBBEEDOZ A HIKE T W= L E Lz,

10. EFEEEH For Official Use

BLAETTREY  Activity POC : USNH 2 (DSN) 646-7717
PD No.: USNH-03EY000-001 PD is accurate and current. Certified by Activity: 22 Aug 16, MRW HRO: (ky:9/28/16)

REEREZELTVEWNMEE BEORRIZAY FH A, Incomplete applications will not be considered.
REShEREEHEEISRL LEEA, Submitted applications will not be returned.

BHECTLELINDIEREIE (LPL) LRLETREZETIL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL (iBT) CASEC EIKEN
e Paper Based Computer Internet Based By

Mﬂ Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600~ 250~ 100~ NA 1st
FeBDRENEET D
3 —Fluent proficiency 730~859 |  90~100 550~599 | 210~249 80~ 99 870~ Pre-1st
Wb kI RENEESTD
2 — Average proficiency 550~ 729 75~ 89 460~549 | 140~ 209 50~ 79 560 ~ 869 2nd
EEIRE 1 E BT S
1- E,'eme”tary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 Pre-2nd
IE N IS RS
Pre-1 - Minimal proficiency | 35~ 399 40~ 64 NA NA NA NA 3rd
(Y1 #%) I/ NROBENZES D
0 - No language proficiency
FEFRE N A S

PRIVACY ACT STATEMENT {BLAIERE#IZDOLT

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

ES RETTEER S 10450,9397 ; R U BAK - EANFRORECET SR (Tp1 5FEEEER+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.

FE: AEDLRR., T2, BEOCRELEZAKREOEEOZTEEME LT, BAFEREZRET 54,

R ERIEIETFER. L LJIETITHEIRESNET,

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: TEHMOERICLELG, B CEREGEANEREZHET 4.

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




processing of administrative actions.
FHFR: EANFROFRIEETI A, BRSINFERZRE LGN S-15HE. TORDFHRZOWIT, Bh, H5HUETHM
ERBENHYET,

Format Rev: 3-8-16
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