PR Hh 22 FE T 3R

VACANCY ANNOUNCEMENT

LBRES :

OKI-USNH-050-16L
Announcement No.

BSHIE: 13 0CT 16
Closing Date
EfTH: 30 SEP 16

Date of Issue

1154, B&E, $5.5 % Job title, Job No., & Basic Wage Table (BWT): | EEAH

No. of
Recruitment

Secretary, #198
(RS H)
14

BiESH#R. 55 He h#k Target Grade & Language Proficiency Level (LPL):
F#R Grade-4, EFRENH#R LPL-3

FATRERE WLVFRFEFBE R Acceptable Trainee level: N/A

X E=#HREWT-1) [ HKEERBWT-2)

Administrative Blue Collar Trade

O BLRBWT-3) [ EERBWT-5,6)
Security Medical

4. B F0BH Area of Consideration
I. X3 MLC/IHAE(E8 (ERBxI)

Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA E £ 8 (B EEB W)

Current MLC/IHA Employee in commuting distance

. ] |EMLCIHAREB(£TEHXE)
Current MLC/IHA Employee Japan Wide

IV. [] 4% Off Base Applicant

2. EBEX Activity

U.S. Naval Hospital, Okinawa
Directorate for Administration
Materiel Management

EhFFIEFT Working Place: Camp Zukeran (Camp Foster)

3. EhF5EERA Work Schedule (B 40  BERA%HI hraw)

£175 8 Work Days: Mon-Fri

7SR - /KB Work Hours/Recess Period: 0730-1630/Recess: 1130-1230
(] %2 %) Night Shift Xl 5% Overtime  [] Hi3E Business Travel

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

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

L] HPT

6. B FEN S Duties

Please see attached Task list.

BN Outstanding Working Condition, if any: N/A

78BS E&H Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

HIEICTR SN EBFRABLANIVICHET SREOEFRNNDEERYET,

a. At least one year of One year of clerical, technical, or administrative work experience in any field, OR completion of 4-years

college/university in any field.
. Knowledge of customer services and concept and practice.
. Knowledge of Naval Correspondence.

o 00T

Power Point), Outlook, and web-based systems.

. Skill in organizing schedules, preparing and submitting official documents, and maintaining files.
. Ability to type report, correspondence, and presentation material by using Microsoft Office communication tools (Word, Excel,

e. Ability to perform secretarial work such as screening visitors, coordinating meetings, and reviewing incoming and outgoing

correspondence to take administrative actions.
f. Ability to effectively communicate in English and Japanese (oral and written).
g. Ability to read, write and speak English at advanced proficiency level (LPL-3).

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




8.42HtH 9 % ¥ M Application and Associated Documents

*[X] 22 % i B8 AR Application for Vacancy Announcement
*X] B PR FH X FE R Resume of Specialized Work Experience
*MEEAlL Complete * in ] BAEFET Japanese X #EFET English [] &5 5 T4 Either
X RIEBENMEARBETHHE L TLSAIE, [HKCET LERE]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
EREXFLUTOURLEYF7O—RKTEEXEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN_Forms.html
[ 5Bz 2F5EDE L Copy of Driver's License
(116 TEE/3sEBAZ D E L Copy of Certificate
X HEDEEHEEBET 5L DDE L, TOEIC, TOEFL, CASEC, DA £ HMAMHEL LTRHRFITET,
CRIATEMERE L ALCPT 3 7]) ZOMOFAE., RURERNEATIECREFIFALLGYFET ., XELHESE
ET5AL EEARAZEDRRENBETT,
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.

L2 ATF T L. REEOEBEERS T K4 2 E 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 BREZUNDAIL, EBH—F (@@E) KRU/SXKR— k03 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. WEEMFERME Office to Submit

Hard copy submission:

ISR I, Z% PRI BIdg # 3596 Vi fE A\ S5k (CGE5IRFH: 08:00~16:00), 3 ¥ /"7 4 A ¥ —NBldg # 490 AAFES A5
(GEFSWER: 07:30~16:30). XId¥ v > 77 4 A X —NBIdg # 495 ¥iFFe kN F3 (GEFSIER]: 07:30~16:30) T2 fiHiF T3, EFBRH
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 Vacancy Announcement.

Mailing address/H 1% 5

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

727 v 7 AELLIE7 v x 2~ MERAHAOLA

T904-0200

ERGHE P QES NN i

T R ST AT K S

B T ZE B HY

W) 753596

EiGE 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. EFAIBF For Official Use

SRR3R Y Activity POC : USNH FEE (DSN) 646-7717
PD No.: USNH-09MM000-004 PD is accurate and current. Certified by Activity: CM 26 AUG 16 HRO: (ky:9/28/16)

EEEEZEHR L TWVEWNMEE EZORRICEY FH A, Incomplete applications will not be considered.
REShEREEHEESRL LEE A, Submitted applications will not be returned.

BETHELINDIBEREAR (LPL) LRANIETRESET S,



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

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

. Paper Based Computer Internet Based ok
LPL Eﬁ‘?ﬁﬁj}%& Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600~ 250~ 100~ NA 1st
FeBDORNEET D
3 — Fluent proficiency 730 ~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
WH X IRBENEESTD
2 - Average proficiency 550 ~ 729 75~ 89 460~549 | 140~ 209 50~79 560 ~ 869 2nd
SEYIRIRE ) B BT D
1 —Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
VIR Z2BE N B 5
Pre-1 —Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(Y1 #%) I/ NROBENZES D
O — No language proficiency
FETFHE N R EE 70

PRIVACY ACT STATEMENT {EAEREEIZDL\T

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

ES RETTEERS 10450,9397 ; R U BAGK - EANERORECET HiERF (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.

FEWM: ABDEM. B2, HEORELEBRFEOEBEOXTEZEME LT, BEARRELRKT 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: TEHMOERICLEL, B CEREGEANEREHEET 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.

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

Format Rev: 3-8-16

Serves as the Department's Administrative Support Assistant and performs a variety of Administrative
services including, but not limited to data collection and completion, report preparation and submissions
for 4 divisions with 70 personnel.

1. Reviews outgoing correspondence for the Head/Assistant Head of Material Management Department
and Commanding Officer's signatures. Responsible for format, grammatical accuracy, conformance with
instructions, and for the presence of all necessary enclosures and background material. Routes outgoing
correspondence to other commands through proper channels. Prepares forms required by the
Head/Assistant Head and makes changes as new requirements occur.

2. Distributes all Departmental mail and correspondence (including official correspondence, military
messages, facsimile communications, etc.) to appropriate staff for action. Follows up all correspondence
to ensure that actions are taken in a timely manner. Prepares daily reading folder for Material
Management Department.

3. Maintains SOPs, manuals and instructions periodically checking them against checklists received and
making necessary pen and ink changes. Replaces/inserts new pages, and disposes of obsolete materials.
Checks all USNH instructions according to the index on a quarterly basis.




4. Represents and translates information for the Head/Assistant Head and all staff and acts as an
interpreter and point of contact for the Material Management Department when dealing with vendors,
local medical facilities, Naha Airport and Port, etc. Translates reports and other documentation from
Japanese to English and reverse.

5. Screens visitors and incoming calls for departmental staff, directing callers to appropriate personnel.

6. Maintains daily calendar (appointments, meetings, official social obligations, etc.) for the
Head/Assistant Head, Material Management Department.

7. Uses personal computer and standard business application software for word processing, data-base
manipulation, and routine mathematical computations. Applies this knowledge to plan, format and
produce a variety of automated reports.

8. Maintains a tickler system to monitor departmental, Command and higher echelon reports,
correspondence, etc. Ensures responsible personnel meet reporting requirements.

9. Coordinated department quality assessment and improvement. Ensures department activities are in
compliance

with Command's QA & I Plan and Joint Commission on Accreditation of Hospital Organizations
standards. Consolidates work center QA & | submissions monthly, performs trend analysis and prepares
department Head, Materials Management Department brief for weekly department and monthly
directorate meetings.

10. Maintains current files for the department in accordance with the standard military filing system.
Ensures all directives and manuals are current. Maintains an automated file system for directives,
correspondence and manuals; periodically sorting, assembling and transferring selected/important
materials to permanent file using independent judgment. Maintains departmental forms.

11. Prepares time sheets for U.S. civilians and Japanese Nationals within the department. Maintains
liaison between civilian personnel in the department and timekeeping office in reference to questions
regarding leave and pay for civilians.

12. Receives budget estimates from all divisions and reviews for completeness, accuracy and ensures that
amounts requested are within established guidelines. Complies budget information to prepare department
budget using required forms and documents. Maintains accounting records reflecting obligations and
expenditures for all divisions. Briefs the Head/Assistant Head on the status of funds.

13. Key custodian managing the distribution of keys to all department personnel ensuring all physical
security requirements are adhered to as well as Command security policies.

14. Monitors the preparation and forwarding of evaluations, midterm and annual, for all military officer
and enlisted personnel. Ensures timely and accurate submission.

15. Reviews, verifies, and processes invoices and statements for payment. Requests payment status and
invoices from vendors. Processes close out of orders. Serves as an Alternate Approving official for the
commercial Government Purchase Card program. Provides and processes escort for base access.

16. Performs other related or incidental duties for the Head/Assistant Head, Material Management
Department as needed or assigned.
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