EHRES
Announcement No. A-15-059
EARE 128 FE [LE EREY
1% Cut Off Date 4 Nov 2015
VACANCY ANNOUNCEMENT
Please submit new MLC/IHA Application Form from US Navy Yokosuka Web Page. #4708 il Eilled
JEEMRIE, KEEMAER — A= VRO FERE BT S0, Date of Issue Open Until Fille
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html
#17H
Date of Issue 14 Oct 2015
1. BRTE 4 Job title (4R Grade 1-4/ EBFEHK LD 2) SE A | 4 BEEH Area of Consideration
No.of | X 8 MLC/IHA E£E (EBRN)
Sto rekeeping Clerk. #210 Recruitment | Cyrrent MLC/IHA Employee within Activity
1

(B EEEE) X 8 MLC/IHA f£ 8 CEEER)

1 % Current MLC/IHA Employee in commuting distance

BEWERTOERAOARESE O&ENo K& Yes X B MLC/IHA £ B (27 HKE)
Acceptance at Lower Grade {EARLZE#R Lower Grade: 1-3 Current MLC/IHA Employee Japan Wide
X =#H% O #aexk O Rz - EBE&R O =&%

Administrative  Trade & Service Security & Fire Medical |X| #4E8 Off Base Applicant

2. BBR% Activity

5. BRADT &Y Type of Employment

NAVSUP Fleet Logistics Center Yokosuka X MLC
Regional Services Department

Material Services Division [ 1HA
NAVFAC Material Support Branch

B #I5 AT Working Place: #&#amEARE i#h Ayase, Atsugi Base [ %A Permanent

3.£h#5mEM Work Schedule (3B 40 BERSH] hr/wk )

£)7% 8 Work Day: Mon - Fri (] BRE Limited Term (NTE: )

) FEBERS Work Hours: 0745-1630 Recess: 1145-1230

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

6. ERFEAZA Duties
See page 3. (3 H&H)

7. BREMH . BKEMH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ T DRI N E R EHREH

- Japanese Regular Driver’s License. H A5 H B #i6a 3F R R

- Japanese Forklift Operator’s License (1 ton and above). B ARD 7 +—27 U 7 MEWREIF G RFFE (1 o BLE)

- Japanese Large-size Special Vehicle License. F A< KT K57k H B Bion FF R HFE

- Ability to speak, read and write English at average proficiency level (LD-2).

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

BWT 1-4: (1-4%#%) -

- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in any field.
BWT 1-3: (1-3%#k) :

- One year of general work experience in any field or completion of 2 years junior college/2 years technical school or 4 years
degree in any 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.

F 5571 English Language Proficiency : [ ZE 7%z L None [1#1#k Basic [XI5h#}& Intermediate []E#% Advanced [145EXM&EFI Exceptional

Z4FF Educational Background : See block #7 | $a#F3E & 7 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 FEHREE 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 X BM&H5% : | Current USFJ Employee TAEE SR E -

EAXEEEAREM ASEE/ CNRIHRO T252-1101 HEJIIE &#Eh

DSN 264-3624 / 3427 / 3425 #EAXiBEEAREMAEE HRO BOX12

B046-763- 3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken 252-1101

CNRJ HRO Box 12 PDNO:

Off Base Applicant S HE&EMAE % : Off Base Applicant 4B iS S-S 2 H % FLCY-4524-003

FHEIEEE ERXE EER EEE & T252-0011 #Z)IIE EEMEH AR A 1-46-1

Zama Branch of Labor Management FHIFEERE ERX EBR EEE R

Organization, Management Section 2 1-46-1, Soubudai, Zama-shi, Kanagawa-ken 252-1101

B8B046-251-0667 Zama Branch of Labor Management Organization

Management Section 2

sk JEIEE K OVRAF I3 Y) 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.

KSR R CTHEDREAER ZMT2 L TW R WISEFILRE ORISR L 720 £ A, Ineligible applicants will not be referred for
consideration.

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

* PIENREREL A AL, —BEmOMEIY &0 9, M, BEREICLY LEEEMU R 2/ TITHIE R 2 EMRHY 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.

R INFEEHOERIILLTO URL L ¥ v e — KT&E9, Forms for application are available for download on our web site
www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/IJN Forms.html

PRIVACY ACT STATEMENT {BAIER{EEI=DL\T

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

ES RETHER S 10450,9397 ; RV BAEK - AABRORECET H%F (FR1 5FEEEER+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.

TEH: ABDLS, T2, UEORELEBREOEBOXITEZENE LT, BEABRERET 54,

AR BREAETFER. L LIEBITHEIRESNET,

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: TEMOERICRER. RFCEEGCEANGREHFT 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 EABRORRIEERTTN, BRSNERERBE LG o5HE. TOROFREDYIT, Bh. HHULIHE

ERBENHYET,
Format revised. 2014-06-11
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6. BFEAZ Duties

This Position is located in Naval Facilities Engineer Command Far East (NAVFAC FE) Support Division, NAVSUP Fleet Logistics
Center Yokosuka (FLCY) Site Atsugi. Reports to the Division Officer, NAVSUP FLCY Site Atsugi and Director, NAVFAC FE
Material Support Office C452 NAVSUP FLC Yokosuka; communication in a bilingual environment is required of the incumbent in
order to performs and executes major duties and responsibilities as listed below.

Major Duties and Responsibilities

1. Responsible for maintaining customer Pre-Expended Bin (PEB) stock at NAVFAC FE Atsugi. Reviews Purchase Requests (PR)
via MAXIMO and makes Purchase Order (PO) using government supply systems (MILSTRIP), Government Purchase Card (GPC) for
Open Purchase (CONUS/OCONUS) etc. Reviews customers’ PR for accuracy using MAXIMO Master Database File, FEDLOG or
other DOD systems, and coordinates with customers to obtain correct documentations (for specification, funding, etc.) as required.
Makes counter-issues, monitors high priority MAXIMO PRs and ensures appropriate action is taken to expedite all Issue Priority
Group I, 11, and 111 material IAW Uniform Material Movement and Issue Priority System (UMMIPS) Standard.

2. Conducts receipt processing and PO closeout in MAXIMO for all Shop Store and NAVFAC Direct Turnover (DTO material.
Coordinates with vendors, suppliers (CONUS/OCONUS), customers, cardholders and physical receiving staff to ensure all applicable
procedures are followed and properly input. This includes but is not limited to using independent judgment in reconciling MAXIMO
figures, interprets and analyzes unmatched cost and adjusts payments accordingly. Generates various MAXIMO management reports
to track the receipt process, expedite shipping, and provide feedback to the customer. Investigates and resolve issues associated with
materials discrepancies, including submission of Supply Discrepancy Report (SDR)/Transportation Discrepancy Report (TDR), and
ensure all discrepancies are properly closed out. Provide SDR/TDR status to supervisor and customers as required.

3. Primary POC for all PEB; responsible for managing PEB shops located at 14 PWD Atsugi work sites. Creates PR or makes counter
issue in MAXIMO for PEB material required. Conducts item replenishment reviews for PEB items on a daily basis, and ensures
materials are delivered to locations as required. Coordinates with PEB shops’ supervisor to establish new items, update, and delete
obsolete items.

4. The focal point for excess material receipt and disposition through recycling and DLA Disposition Services. Receives unused
material from Work Orders (projects), and conducts research for reutilization, and inputs excess into Material Tracking Local Program
(MTLP). Manage physical locations for proper identification, easy access, and accuracy for all materials.

5. Performs as Forklift Operator as required.

Performs other related or incidental duties as assigned.



