FEARE 22 FE L4

VACANCY ANNOUNCEMENT

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
ISR, KEERAE R — AR — VRO EREBHEVT S0,

LHES
Announz:ment No. A-16-026

PEEERYY B

1% Cut Off Date 06 Apr 2016
gt Open Until Filled
#1TH

Date of Issue 23 Mar 2016

1. BETE4 Job title ( %4k Grade 1-5/ FF¥EEH#R LPL-3)

Housing Manager #357
(EFE=EER)

BELERTORADOAAEN O®&No X & Yes
Acceptance at Lower Grade BRI Z#R Lower Grade: 1-4

RATTHRER T LVER B EE R Acceptable Trainee level (see block #7):
%k Grade-4, FEFRE SR LPL-2

X £H% O #aexk O Rz - HBE&R O =&%
Administrative Trade & Service  Security & Fire Medical

SREAH

No. of

Recruitment

1

2

4. &P Area of Consideration

X1 | MLC/IHA it X8 (BRRXA)
Current MLC/IHA Employee within Activity

X I|] MLC/IHA it ¥ & (BEIE M)
Current MLC/IHA Employee in commuting
distance

L] HEMLCIHARER (£ B KE)
Current MLC/IHA Employee Japan Wide

[] 4+&B Off Base Applicant

2. ERBX Activity

U. S. Naval Air Facility, Atsugi

Family Housing Operations Department
Personnel Support Office

Counselor Branch

ENFEIS AT Working Place: #&#ith/EARE Ayase, Atsugi Base

3. EhFEEERE Work Schedule (38 40 BRRE%HI hriwk )

#7758 Work Day: Mon - Fri
)75 B8 Work Hours: 0745-1630 Recess: 1145-1230

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

5. ER®ME$E Type of Employment
X MLC

] IHA

(] BsRA%I HPT

X ‘& Permanent

] BR%E Limited Term (NTE: )

6. BFEAZ Duties

Prepares and processing a variety of action and record documents to effect assignment of public quarters. Provides
information concerning local available housekeeping and personal services and arranging for prospective occupants to

inspect government quarters.

Performs limited housing referral service in coordination for military and DOD civilian personnel assigned to NAF
Atsugi and tenants residing in the local Japanese community. A valid driver’s license is required to commute when
necessary from the AHWC to off-base predetermined locations for referral services.

Responsible for coordinating all furniture issue, deliveries, returns and exchanges of government furniture and
equipment to public quarters. Coordinates the issue and return of government furniture to and from private rentals.

Assists Housing Director to plan and program long-range requirements on initial outfitting, augmentation, replacement,
maintenance and repair of furniture, equipment and furnishings in accordance with established regulations.
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http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

6. BEFFAZA Duties (Cont’d)

Provides necessary liaison with other departments and divisions for inspecting and maintaining government quarters,
furniture and equipment. Initiates procurement of routine replacement of minor items for furnishings, and laundry and
dry cleaning services.

Reviews and approves work submitted to the Facilities Management Engineering Division in the form of
Emergency/Service, recurring, minor and specific job orders and insures all maintenance work performed is in
conformance with work authorization document. Maintains facility history record for all facilities furniture and
equipment on the Family Housing Property Account, including inventory, condition, survey and cost accumulations.

Develops and implements a comprehensive program to achieve a reduction of energy consumption for the government
quarters and private rentals and coordinate the program with NAF Atsugi resources conservation program.

Studies and serves as a source of information for the Housing Director on housing policies, procedures, regulations and
authorized practices.

Performs other related or incidental duties as assigned.

7. BHREH BHEH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ T DMK NI 22 ERE T

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)
B IEISREN-EBERABUANIVCHAT ZREBOBLRNNDELLGYEY ., (RRESH)

a. Skill in operating Microsoft Office (Word, Excel, Power Point and Outlook).
b. Japanese Regular Driver’s License.

BWT 1-5:
- One year of specialized work experience at 1-4 level in the related work, OR bachelor degree in the related field.

BWT 1-4:
- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in
any field.

Non-Japanese Applicants: Only those who possess permanent residential status are eligible. Please attach a copy of
Residence Card (both front and back sides) and copy of your passport to your application.

Former US Military Members: Please attach DD Form 214 Copy (Member-4 copy) to your application. Former
military retirees must first obtain approval for employment under foreign government from the Chief of Naval
Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

P Educational Background : See block #7 | %0875 1& T 5E License/Certificate Required : See Block #7




8. =Rt 9 5 ¥ M Application and Associated Documents

*[X] 22 % i3 FA#E Application for Vacancy Announcement (HROY Form 1)

*[X| Z PR T2 M Resume of Specialized Work Experience (HROY Form)

*MEEA (L Complete * in [] BAFET Japanese X HEET English [] &5 5 T4 Either

HROBRRLSN AT 235618, BEEFCLTUTOFEEAZTLALTINIY, EHERES, K4, AFA R, EFES, &

Fre SHE. ST DR mE T LIRS . SRR (Stt4 . EASIRE. B, BFELVWEBNASERERRLE)

To be considered for selection, resume must include at least the following information: Announcement number, full name, phone number, address,
SOFA status, education backgrounds, work experience (periods of employment, company name, description of major work, weekly hours of
work) Any special skills and licenses related to the duties of the position to be filled.

X & REFEE - SR - S TEERARD O E—(7 MEHICEZ Y H SIBE) Copy of license/certificate (if any in block 7 applies).
X EKEDEENZEIIHT 5L DDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, Ei&D# =B LFAE &
LTREFFTFET,
CRIATEMGERBILX ALCPT £ 0]) ZOMOFERE. RUKZERENICEHIT IECRERFFRALLYET, RELZRAEEHE
ETBHH L LEEAEORENVVBETY,
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.

X 82 GIF R L. BEEDOBERS -ET- KL EEVHRIERSE (120m x 23.5cm) <EEHER B A >

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.) <For selection Notice >

X BABEEZLUNDAE, EEH—F (@E) RU/S8RHR— kD3 E— For non-Japanese citizen applicants, a copy of Residence Card
(both front and back) and Passport .

X REBENEAXRBETHHELTLDAR., MBRKICET2EME]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

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

B L&t 5 for Job Inquiries 1R H 5 Office to Submit B|HSIPHE For Official Use
Current USFJ Employee Current USFJ Employee PDNO:
Bit%8 M&et%k: HHER BHx - NAFATG-N200APS2-

001
HEBXBEEREMASE T252-1101 IR #&#H
CNRJ HRO HEBRXKBEEREMAEE HRO BOX12
DSN 264-3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken
B046-763- 3624 / 3427 | 3425 CNRJ HRO Box 12
T252-1101

* BEZRURTEHIHUBFE =B ETICLEEM®EDZ &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

*[CEBATHEOEREREHZLTOWRVSEETEEDONREL Y FH A, Ineligible applicants will not be referred for
consideration.

*IBHENEEEEIEHEERL LEE A, Submitted applications will not be returned.

* EEEFUIBLIEE, —BRBOMUIY EAVET, H. BEREICLY ELESSEHUBEFLTICHUELDIZEAHYET,
After 1% Cut Off Date, collection of applications will be cut off weekly. Announcement may close before closing date above due to decision of
selection.

*[CHEFOEREILUTORL KYAH o O—KFTEET, Forms for application are available for download on our web site

http: / /www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html



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

BETLELINDIEEEIE (LPL) LRLEFTREZCETEL,
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 g ]
LPLEEM Test Based Test Test
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100~ NA 1st
BEROBENEET S
3 — Fluent proficiency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
RE&ESWHENEET D
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
FHHRENEET B
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475 ~ 559 Pre-2nd
NSHLBRNEET S
Pre-1 - Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(E1#R) RIMBRODENEET S
0 - No language proficiency
FEPRENEESHL

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

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

ES KETEERS 10450,9397 ; RO BAE - EANFERORECET 5:EF (F1 5EXZEER+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, UEORELEBREOXEOXTEZEME LT, BARREZLRT 54,

AR RREIEFERX.  LLFERICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABR: FHHOERICHER, S CEEGENEREHET 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.

1FIREIT: EAFEROBREIERETTS. BRINERERELLGI SBE. TOROFHEZOWHIF., Eh. HHULIIHET
ERBEABYET,

Format revised. 2016-03-08




