RHRES
EARE M 22 L pomauncemar .| A15-078
VACANCY ANNOUNCEMENT AEREHIIE | 20 Nov 2015
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. EERUR .
ISBEARRIE, KIEEREE R — A — VOB ER L BHEV TS, Closing Date Open Until Filled
http://www.cnic.navy.mil/regions/cnri/om/human_resources/MLC IHA HPT Jobs/JN Forms.html #4578
Date of Issue 06 Nov 2015
1. BRTE4 Job title (&#k Grade 1-7/ B %K LD 4) SEAH | 4. B&EH Area of Consideration
R No;to“ . X B MLC/IIHA %R (BBA)
T ecruitmen ithi Wi
Pe rsonnel SpeCIaI ist #146 Current MLC/IHA Employee within Activity

(NFEMEE) X 3 MLC/IHA f¢ ¥ 8 CEENEMR)

1 % Current MLC/IHA Employee in commuting

ai
ECERCoORRO TR &N ®E Ve istance
Acceptance at Lower Grade EAI %R Lower Grade: 1-5/6 X B MLC/IHA2E(2HEBXE)
DNEZEEN O BEER RN ES O =EE® Current MLC/IHA Employee Japan Wide
Administrative  Trade & Service Security & Fire Medical
2. BBBX Activity [J 4+ &B Off Base Applicant
Commander Navy Region Japan % Eﬁ(@&ﬁ Type of Employment
Civilian Human Resources Office
Atsugi Satellite Office (] IHA
#5157 Working Place: #& i /E AL Ayase, Atsugi Base (] BRs%I HPT

3. B FEHE A Work Schedule (38 40 BERSHI hr/iwk )
X % H Permanent

£)75 8 Work Day: Mon — Fri L
B 75 - /KB Work Hours / Recess: 0745-1630 / 1145-1230 (] BR3E Limited Term (NTE: )

O] &%) Night Shift X 5% Overtime  [X] 43k Business Travel

6. BR#EAZE Duties

See page 3.

7. BYEH.BHHEH Qualification/Physical Requirements
GENERAL (Applicable to all grades): T DS L E 2B B
- Knowledge of instructions and procedure of position classification, recruitment and personnel action for MLC/IHA employment.
- Skill in implementing personnel management programs independently.
- Skill in operating computer system including MS Office (Word, Excel, Access, PowerPoint, etc.).
- Ability to read and interpret personnel management contracts.
- Ability to speak, read and write English at fluent proficiency level (LD-4).
- Ability to speak, read and write Japanese fluently to translate and interpret complex labor issues.
BWT 1-7:
- One year of specialized work experience at 1-6 level in the related work, OR doctor’s degree in the related field.
BWT 1-6:
- One year of specialized work experience at 1-5 level in the related work, OR master degree in the related field.
BWT 1-5:
- One year of specialized work experience at 1-4 level in the related work, OR bachelor degree in the related field.
Non-Japanese Applicants: Only those who possess permanent residency visas are eligible. Please attach a copy of Residence Card
(both front and back sides) and copy of your passport (picture and visa stamp pages) to your application.
Former US Military Members: Please attach DD Form 214 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.

#EE 1 English Language Proficiency : [J# 274 L None [J#)#k Basic []##k Intermediate []_E#k Advanced [XI4%FEX M &EH Exceptional

% FF Educational Background : See block #7 | $&#%3E & T i License/Certificate Required : See Block #7

1



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

8. 1Rt 9 % £ D Application and Associated Documents

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

*X] B IR EE Resume of Specialized Work Experience (HROY Form)

*MEBAlL Complete * in [] HAEET Japanese [X] EFET English [] &5 5 T3% Either

HROBRRLSN AT 235618, BEEICLTU FTOFEEZTLALTNIW, EHERES, K4, AFA R, EFES, &
ATy SRR ISEET DR LIRS . R (A, TR, ET @R, LV EBRAESLTRER R L)

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 TEERARDO O E—(7 HMEHICEZ Y H SIBE) Copy of license/certificate (if any in block 7 applies).

X HEEDREH ZEIBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X 82 AYIF R L. BEEDOBEES - KL EEVHRERSE (120m x 23.5cm) <EEHERBHA>

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

X BFRELELUSND AL, EBH— K, /SRFKR— b, ZIED 3 E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REBENEBXRBETHHEL TLIAIX. [HRKICET 2HMR]

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

R L& % for Job Inquiries & i % Office to Submit E B For Official Use
Current USFJ Employee Current USFJ Employee
BEXEMEEE Bt RIRHE -
ERXKEEEAEH AEE CNRIHRO T252-1101 #5112 #&#H PDNO"
DSN 264-3624 / 3427 / 3425 EBRBEEAREMAEE HRO BOX12 CNRJI-N135-001
B046-763- 3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken 252-1101
CNRJ HRO Box 12

sk JEIEE K OVRAF MY A 2P 1% = £ I BRA(ERTSAE D Z &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

ISR CHUE DR ER A 7o L TR WIREE TR Z Oxg L 72 0 £8 4, Ineligible applicants will not be referred for
consideration.

PR SN ST ESEIZ B L LEH A, Submitted applications will not be returned.

*YIEIEEE Y B LI, —EEEORYIY L7220 F97, WM, BEREICEY LEEFEMOB 2 F-TIC b t0n3H 0 £7,
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.

RISHEEHOEAXIILLTO URL LW # v o — FT&x£9, 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

PRIVACY ACT STATEMENT BEIARERIRFEICDOLNT

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

EE KETEERS 10450,9397 ; R BAE - EANFERORECET 5:EF (Fr1 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, HEORELEBRFEOXRBEOXTZEME LT, BARRELRT 54,

AR RRIEIEFER. £ LLFTERICTHEIZRESNET,

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: FHHOERITHER, 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.

1FHREAIR: EAFEROBREIERTTD. BRINFERERELLGN ST-BE. TOROFHEZOWHIT, En. HAHULIIFET
LG BHENHYET,

Format revised. 2014-06-11.
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6. ]85 N2 Duties

Serves as an advisor to the Contracting Officer’s Representative (COR)/the Civilian Personnel Officer (CPO)
and activity management officials on the personnel management, employment, and classification programs of
Master Labor Contract (MLC)/Indirect Hire Agreement (IHA) employees.

Assists COR/CPO in interpreting MLC/IHA and their modification, policies, and directives from higher
headquarters, and Japanese labor legislation.

Assists COR/CPO in developing local directives or supplements to those of higher headquarters, and in
coordinating and implementing those directives.

Maintains contact with activity management officials to ensure the efficient operation and strict compliance
with current personnel management policies and to understand the personnel problems existing at the
operating level in order to provide COR/CPO with accurate information and appropriate recommendations.

Advises on, administers, directs and supervises an employment program to meet the needs of activities
employing MLC/IHA personnel. Specified functions include, but are not limited to, recruitment, placement,
reassignment, promotion, separation, processing of personnel actions, personnel records, statistics and reports
and so on.

Provides advice and services to activity management officials, supervisors, employees and job applicants
regarding employment matters.

Performs a full range of position classification programs in accordance with positon classification guidance
and principles for the servicing activities utilizing MLC/IHA employees.

Administers personnel database system and provide guidance to the operating personnel.

Maintains liaison with Japanese Government Officials of Defense Offices, and Labor Management
Organization as an official representative regarding recruitment, transfer and other employment matters.

Performs other related or incidental duties as assigned.



