[LHES
ER N L TN G, et | A16-062
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Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. e
ISEERMRIE, KRB EMAE R — A= VR OHER L BHEV T I, iy il Ei
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HIPT Jobs/IN_Forms.html Closmg Date Open Untll Fllled
178
Dat—erof Issue 21 SeD 2016
1. BfE4 Job title (% #k Grade 1-5/ FBFHEH#R LPL-2) SHEANH | 4. 5 & Area of Consideration
No. of
. .. . .y Recruitment pog e = 5
Supervisory Administrative Specialist #9 s DA MLCAHAERE (HERP)
£ : urren mployee within
(%figpqﬂﬁ%fg) 1% Activity

X 3] MLC/IHA ¢ X B (GEHE M)
Current MLC/IHA Employee in
commuting distance

EWFRTORADERENS O No X & Yes
Acceptance at Lower Grade

FRTHERE VSR EEEE SR Acceptable Trainee level (see block #7): e
%4 Grade-4 , SR NHR LPL-2 (<] H MLCIHARER (27 B K E)
Current MLC/IHA Employee Japan Wide

%ﬁrﬁitive I%‘atiiez;gervice Eeéfrﬁygi!}i% DM%ﬁf IZ' FHaD Off Base Applicant
2. #RER Activity 5. E A MFE%E Type of Employment
U.S. Naval Air Facility, Atsugi X MLC
Force Protection Department 0] HA
Pass & ID Office
[ eI HPT
En7%15mF Working Place: #&#mEAREH Ayase, Atsugi Base
3. E) 758 Work Schedule (38 40 BEREH] hriwk ) X & A Permanent
£)7%5H Work Day: Mon — Fri O féﬁlel__imited Tern)w

B FERERS - A Work Hours / Recess; 0745-1645 / 1145-1245

(] &) Night Shift X 5% Overtime X Hi3k Business Travel

6. BFFEAZA Duties

Serves as Japanese Supervisor, responsible for anti-terrorism/force protection base access. Directly reports to the Pass
& ID/Vehicle Registration Chief. Requires extensive knowledge of pass/identification, vehicle registration, security
police principles, force protection conditions, base regulations, and policies.

Plans work assignments, set short and long term goals for Pass & ID/Vehicle Registration division. ldentifies and
provides training for subordinate MLC personnel and coordinates annual leave. Assist his chief or his Japanese
Officer in Charge on MLC personnel management matters and personnel issues.

Develops, implements and improvements of internal operational procedures of the Pass & ID/Vehicle Registration
Division. Interpret regulations, directives and policies on pass & ID issuance and vehicle registration procedures set
by higher authority. Analyze problems and revises local procedures and rules to improve efficiency and
accountability of the operation.

Administers vehicle de-registration for abandoned vehicles. Monitors temporary number plates issued from local city
hall for vehicles purchased from off-base dealers. Confirms vehicle registration de-registration records by contacting
LTO as required. Verify and all required vehicle registration documents including new registration, de-registration,
abandoned vehicles, bills of sale, temporary license plates, road tax, insurance, junked vehicles, USFJ base decals,
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6. M7 Duties (Cont’d)

base temporary vehicle passes, all used car dealer transactions, enter computer data systems, issue traffic citations, etc.
ensuring the aforementioned are processed correctly for all vehicles in compliance with USFJ and Japanese law.
Maintain correspondence and documents in proper files.

Assists USFJ personnel in regard to the proper procedures for vehicle registration; to ensure applicants meet the
requirements of Japanese law, USFJ and base regulations and to prepare required documents as pertaining to the same.

Maintain Liaison with the local Land Transportation Office (LTO) and City Hall concerning vehicle registration and
de-registrations. Performs other incidental duties as assigned.

7. BEREH. BREH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ TDERICHELEREH

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)
B IRICREN-EBERABLUANIVCHAET SRBOZERNAVDELLGYFET, (REESHE)

- Knowledge of basic principle, rules and procedure for processing personnel, privacy and sensitive documents and
information.

- Ability to speak, read and write both English and Japanese at fluent proficiency level.

- Ability to communicate effectively with all levels of personnel.

- Skill in operating Microsoft Office Suite (Word, Excel and PowerPoint).

BWT 1-5:
- One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR
completion of 4-years college/university in a related field.

BWT 1-4:
- One year of any clerical, technical or administrative work experience in any field, 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 | %0575 18 T 5E License/Certificate Required : See Block #7




8. 1249 % £ D Application and Associated Documents

*[X] 22 & i 22 B4R Application for Vacancy Announcement (HROY Form 1)
*X) E PR 75 FRFEZE Resume of Specialized Work Experience (HROY Form)
*MEE AL Complete * in [] BAZE T Japanese [X] #EET English [] &5 5 T3 Either

X & EFEE - EHKEIAE - B THHED I E—(7THEHICEKE H H15E) Copy of license/certificate (if any in block 7
applies).

X HEEDREH ZFFIBAT 5 £ DDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, HEBRDH B ¥4
MHEL LTCRITHTET, GEATEMEES(T ALCPT 1) ZOMOIAE. RUEEKANICET IE8EHREE
RAIERYET, REZHREEELTHAALLEAMAZTOREABDETY,

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 82HUIFZMAF L. HEEOEBESRS -FT- K& ZEVREMAHE (12cm x 23.5cm) <EZ#ERBHH>

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

X BAREZUSNOAIE. EEH—F (@@ RU/NRKR— k® 3 E— For non-Japanese citizen applicants, a copy of
Residence Card (both front and back) and Passport .

X REBENEBRBEETEHHELTWLDAIF. [HKRICET LEREK]

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.

. . . E5NIE
AN =
R Ly& -5t for Job Inquiries 1Rt 5& Office to Submit For Official Use
Current USFJ Employee Current USFJ Employee PDNO:
HitkE fM&tx MERE 1RHE - NAFATG-N20PI-001
HEEXBEEREMASEER T252-1101 IR #&#™
CNRJ HRO #EBXBEEAREM AEE HRO BOX12
DSN 264-3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken
B046-763- 3624 / 3427 | 3425 CNRJ HRO Box 12
T252-1101
Off Base Applicant Off Base Applicant
NS SEE MEEE NEESEE 1R L

FIEE IS I R B | T252-0011 %18 ERH RS 1-46-1
F%k FIECIENE R SR EEE (R

Zama Branch of Labor Management 1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Organization, Management Section 2 | Zama Branch of Labor Management Organization
B046-251-0667 Management Section 2

T 252-1101




* BEZERURMIEZHIHUBF =B E TICLEERM®FED I &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

*[CEBACTHENDERERERELZLTLEL, XIEZETHOLEEIEZEOXZ LAY FH A, Ineligible applicants or incomplete
applications will not be referred for consideration.

* RHINIGEEHIEHR L LEE A Submitted applications will not be returned.
* MELESFHUBA LIS, BEREICEYMILLEIENHY ET, After 1 Cut Off Date, announcement may close due to decision of
selection.

*[SHEFAOEREILUTORL KYFEHO—KFTEET, Forms for application are available for download on our web site
http://www.cnic.navy.mil/regions/cnrj/om/human resources/MLC THA HPT Jobs/IJN Forms.html

BETRELINDIEFENM (LPL) LRIVETEEZET S,
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 TR
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
MEESWHENEET S
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
FHHRENEET D
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475 ~ 559 Pre-2nd
NEMLRENEET S
Pre-1 - Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
FE1H) RNBOENEES S
0 - No language proficiency
EFRAZESGL

PRIVACY ACT STATEMENT {BLAfERIFEIZDLNT

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

S REYTEER S 10450,9397 ; XU BAE - AANERORECET 5% (PR 1 5EREERTES)

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.

TEH: ABOLd, T2, BEORELEAREODEFOZTEZEME LT, BABREZEHRT 4.

AR BREAEFERX. L LJIEBIITHREIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIFBH: TEMOEFERICWHER. S CTERCEAEREERFT 545,

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

BB EABBROFRIERTT A, BERINFEREZRB LGN S125E, TOROFREOHIT. Bh. HAHLIEF
MERHENHYET,

Format revised. 2016-03-08
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