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VACANCY ANNOUNCEMENT fﬁﬁ%me 31-May-16
Re-Issue
- Amendment - S7H: 20-May-16
“ Item 4. S4E%iPH Area of Consideration” has been amended from | to 1. 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/IHAREXE (EBKR)
File Clerk, #75

Recruitment Current MLC/IHA Employee within Activity

1. X I8 MLC/IHA it £ B (B EBN)

(7 7 ’f )I/$37’%H§ﬁ) Current MLC/IHA Employee in commuting distance
14 1. ] B MLC/HAfE £ 8 (£7E B K E)
Current MLC/IHA Employee Japan Wide
Bi1ZEHk /B RE#L Target Grade & Language Proficiency Level (LPL): IV. ] 4}&8 Off Base Applicant

ZE#% Grade-3 , EBFHE I #k LPL-2

_ o Those who previously applied for OKI-
EAREERE LVER B8 1 #k Acceptable Trainee level:  N/A USNH-027-16L need not to reapply.

X EHREBWT-1) []HEERBWT-2) [ HRZRHREBWT-3) [ EERBWT-5:6)

Administrative Blue Collar Trade  Security Medical
2.ERBEX Activity 5.EFADTELE Type of Employment
U.S. Naval Hospital, Okinawa X MLC
Directorate for Administration
Patient Administration D ',LHA D HPT
X & F Permanent
;}ﬁ%fﬁﬁﬁ Working Place: Camp Zukeran (Foster) D BR € Limited Term (—73 A Months )

3. B FEMERE Work Schedule (3E_40  BFREH hraw)

£)75 8 Work Days: Mon-Fri

7580 - /KE8 Work Hours/Recess Period: 0730-1630/Recess: 1200-1300
] & &) Night Shift X 5% % Overtime  [X] tH3R Business Travel

6. B #HFAZA Duties

Files inpatient medical documents in respective medical records and/or creates inpatient medical records as needed. Pulls records
for patient request. Verifies correctness of patient identification, by consulting locator file system, to discern correct location of
records for forwarding of loose medical documents.

BRI ZEFRIR Outstanding Working Condition, if any: N/A

7.EREH  BiEEH Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
HLIBICRENF-EBFREABLUANLIHE T 2REOBFRNDVELLGYETS,

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 general clerical and administrative work processes and procedures and the filing/tracking of materials.
Skill in operating personal computer applications such as MS Word, Excel, Outlook and web-based programs.
Ability to conduct independent research of directives, roles and regulations.

Ability to speak, read, and write English proficiently, LPL-2.

Qo 0T

* 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 SR Resume of Specialized Work Experience

*MEE Al 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”
ERERXFLUTOURLEYF7O—KTEEXEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC 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:

ORI, ZTWMEABIdg# 3596 W E AN Fifk, ¥ v 77+ A X —NBldg# 490 AAFES A Hif, id¥F v >
77 4 A K —ABIldg # 495 MELRR A RIS TRAFAHT Tk, BEERRE) H 45,

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 AE LT v x 3~ MERFIH OGS

T904-0200

ERRGIEE b NESNIA SN 22

TR IR 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= L E Lz,

10. EFA0IBF For Official Use

SEAETIRE Y Activity POC : USNH EE (DSN) 646-7717

PD No.: USNH-090A000-003 PD is accurate and current. Certified by Activity: H.M. 23 Mar 16 HRO: (ky:4/18/16)

IEHEEEZEHR L TWVEWNMEE EZORRICEY FH A, Incomplete applications will not be considered.
RESIh-HEEHEEHRL LELEA, Submitted applications will not be returned.

BECTRELINDIEFEFERENR (LPL) LALETRECET LY,
Please see the below for the English Language Proficiency Level (LPL) required of the position:



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

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL(iBT) | CASEC EIKEN
. Paper Based Computer Internet Based B

Mﬂ Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100~ NA 1st
BEROBRNEET D
3 — Fluent proficiency 730~859 | 90~100 550~599 | 210~249 80~ 99 870~ Pre-1st
Wb O RENEETD
2- Average proficiency 550 ~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560 ~ 869 2nd
PR A ET D
1 - Elementary proficiency 400~549 | 65~74 430~459 | 120~139 40~49 | 475~559 | Pre-2nd
W N B HT D
Pre-1 - Minimal proficiency | 354~ 399 40~ 64 NA NA NA NA 3rd
(Y 15fR) i/ NRODREN 2D
0 - No language proficiency
SRR B I I

PRIVACY ACT STATEMENT {BLAIERE#IZDOLT

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

E KETEERT 10450,9397 ; XU BEE - EANIGHORECET 5iEF (Tai1 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.

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

AR EREAEFER. L LIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAEM: TEMOERICDER. RFCEECEANEREHTT 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.

1FHFR: EANFROFRIEETI A, BREINFEREZRB LGN ST-15E. TORDFHRZOWIT, Bh, H5HUETHM
ERBENHYET,

Format Rev: 3-8-16
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