N '-I— EHES OKI-USNH-013-
;* ﬁ%t&gﬁ A *E Announcement No. 16(R)(A)
E&kRA:
VACANCY ANNOUNCEMENT Closing Date SFEB16
- Reissue & Amendment — #17H: 21 JAN16
Date of Issue
*Area of Consideration in item 4 was changed from | to I1.*
1EETESR Job title (E#} Grade 3 /FBEFEHILD_2 ) S5 A¥ | 4 FE %0 Area of Consideration
No. of I. X138 MLC/IIHA Rt %8 (ERBRM)
Hospita| Receptionist #84 Recruitment | cyrrent MLC/IHA Employee within Activity
CREZAHT) 1. X IR MLC/IHA X B8 (BEEEBMN)
1% Current MLC/IHA Employee in commuting distance
. o = S| e . |MLCIHARERE(ETERRE
Acceptable trainee level (FERATTRERE LVFR): N/A CurrEt MLC/IHA Employee J(apan Wide :
IV. [] 4+&B Off Base Applicant
X®HF [ HER O#z% OE#R - e AppTican
Administrative  Blue Collar Trade Security Medical

2. EBEX Activity
U.S. Naval Hospital, Okinawa

Directorate for Nursing Services 5.EFAMEL Type of Employment
Multi Service Ward Xl MLC

O HA CIHPT
. _ _ X % A Permanent
EhFEIB P Working Place: Camp Foster ] BB Limited Term (__» A Months)

3. EhFERERA Work Schedule (B 40  FEREHI hraw)

£175 8 Work Days: Mon - Fri
SRR - fKE8 Work Hours/Recess Period: 1500-2400/Recess: 1900-2000

X % &) Night Shift X] &% Overtime [ ] 3k Business Travel

6. BN A Duties

Transcribes a variety of Physicians orders involving patient activities, diets, tests and medications on a timely basis to
Profile/Mars. Routes request forms to appropriate departments. Upon reception and discharge of patient, assembles
records in correct sequential and chronological orders. Makes necessary arrangements for transportation of patients to
other medical facilities for diagnostic tests and/or medivac. Verifies and assures that records of patient treatment
including hospitalization summary and operative reports are complete, accurate and properly filed before forwarding to
medical records. Refers urgent test results to the professional staff for immediate action. Records telephone messages
pertaining to detailed lab reports, x-rays and other test results. Orients new doctors, nurses and corps personnel to
pertinent information such as location of patient files, format for requesting medical tests, and supplies, and the
requirements for completing charts upon discharge. Arranges, coordinates patients appointments for timeliness, to
avoid conflicts in patient and to meet the schedule of clinic or service to which referred. Alerts LPO/Supply Petty
Officer of low paper/desk supplies. Copies inpatient charts for medivac or transfers. Answers patient questions as
needed. Performs other duties as assigned.

78BS E&H Qualification/Physical Requirements

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 (LD: 2).

Se@meoooT

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




FEE J7 English Language Proficiency : [ |WAZE7ZE L None [ #)#% Basic DXIH#R& intermediate [ | E#& Advanced [ |45 ERDEEH
Exceptional
=2 B Educational Background : N/A | $e 5 5E. & T 5F License/Certificate Required : 7/8 #5: B8 See blocks 7 & 8
B HIK iR
8489 %+ M Application and Associated Documents Working
Condition

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

*[X] B PARS 75 4R FE® Resume of Specialized Work Experience

*MEE AL Complete * in [] BAFE T Japanese [X] #EFET English [] €% 5 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 REBENEBRBEETHHE L TCWLWDAIK. [HKICET 2ERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
L] EER R EFEEME L Copy of Driver's License (AT limited is acceptable)

L1 18TEESIBAZ D E L Copy of Certificate

X EEDREHN ZFFBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X BAEEUNDAIE, EBH— FRU/IRKR— EZED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. IGEEEFIR S Office to Submit

Hard copy submission:

EH ORI, M HIANBIdg # 3596 MEE AN Fik, ¥ 77 4+ A X —NBldg# 490 AAFES Ak, L& v v
77 A —NBldg # 495 WL AN FRRIC TZIF T C0Ed,  BEMY B,

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

Foster. Applications must be received by the closing date of the Vacancy 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: 098-961-6750

72T v 7 AE LT v x 3y~ MERFIH OGS

T904-0200

ERGIEE b NESNIA SN 22

TR R 5 AT K 2

TN ZE I

¥ 753596

EiGE 5 : 098-961-6750

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

10. ZEFENELR For Official Use

FLAEIREYS  Activity POC : USNH HRD EE (DSN) 646-6717
PD No.: USNH-02VZ000-001 | PD is accurate and current. Certified by Activity: PDV 12/7/15 '(1'72?:/1 6")3’(12/21/ 15)ky

SHEEEZHREZ L TWEWMES EEORRICHEY FH A, Incomplete applications will not be considered.
RHESNEIEEEEITHIRL LEHFA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {EAEREEIZDL\T

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

E KETEERT 10450,9397 ; XU BAEE - EANIFHORECET 5iEF (T 1 SEXFEER+ES)

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.



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

T B NBD&Ld, T2, HEDRELAEBREOXHFOXITZEME LT, BAANERERET 55,

AR EREAEFER. 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.
FIABH: FEMOERIIDER. RF CERGCEANEREHET 55,

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: EANFROFRIERETI A, BREINFERZRE LGN S-15E. TORDFHRZOWIT, Bh, H5HUETHM

ERBENHYET,

Format Rev: 3-4-15
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