B ARE M ZE LR

VACANCY ANNOUNCEMENT

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
ISEERMRIE, KRB EMAE R — A= VR OHER L BHEV T I,

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

LHRES

Announ?ement No. A-16-075
WELEERIY A

1% Cut Off Date 9 Nov 2016
BHRYIH —
Closing Date Open Until Filled
#4178

Date of Issue 19 Oct 2016

BEAH
No. of
Recruitment

1. BEFE 4 Job title ( %4k Grade 1-6/ FBFHEH#R LPL-3)

Purchasing & Contract Specialist, #415

(A RFFFIRR) -

EWFRTORADERENS
Acceptance at Lower Grade

O0#& No X & Yes

FHATEER T VSR SE2HE 1#R Acceptable Trainee level (see block #7):
%1k Grade-5 , FEFRE R LPL-3

X =H%R (] ek

Administrative Trade & Service

O &R= - H%R
Security & Fire

O =&ER
Medical

4. S E&iF Area of Consideration

X B MLC/IHA it 8 (EBREXA)
Current MLC/IHA Employee within
Activity

X 3] MLC/IHA ¢ X B (GEHE M)

Current MLC/IHA Employee in
commuting distance

X B MLCIHAREE(EEBRXE)
Current MLC/IHA Employee Japan Wide

[X] #+&B Off Base Applicant

2. ERFX Activity

Naval Facilities Engineering Command Far East
PWD Atsugi, Facilities Engineering and Acquisition
Division, Acquisition Branch (PRA22)

£h7515 P Working Place: #&m/EAEM Ayase, Atsugi Base

3. B 75 RERS Work Schedule (38 40 BERSIHI hriwk )

£175H Work Day: Mon — Fri
PSR - /KE2 Work Hours / Recess: 0745-1630 / 1145-1230
1 %% Night Shift

X 7% % Overtime Xl H3E Business Travel

5. E R MTE%E Type of Employment
X MLC

1 IHA

(] BRE%I HPT

(X % R Permanent

] BRE Limited Term
(NTE: )

6. BFFEAZA Duties

Prepares all contract solicitation packages containing documents and materials necessary for advertising, award and
administration of (simplified acquisition procedures, basic contracts, task orders) contracts in accordance with

recognized contracting regulations.

Assists the Facilities Engineering Acquisition Director (FEAD)/Contracting Officer (KO) as a recorder in the receipt,
custody, and opening of all sealed bids in accordance with recognized contract regulations. In addition, performs bid

openings independently for small purchase contracts.

Refers technical inquiries from contractors concerning solicitation packages to appropriate personnel. Prepares and
issues as necessary amendments to solicitations. Reviews bids for responsiveness under terms and conditions of
invitations for bids or request for proposal. Obtains and analyzes bid confirmations and cost breakdowns prior to

contract award. Prepares abstract of bids.

Attends contract negotiations with FEAD/KO to assist and advise on contractual matters. Informs contractors of
administrative and contractual procedures. Instructs the contractors in preparing invoices for payment.

Provides administrative support for service contract including issuing delivery orders, tracking available funds, and

line item quantities.



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

6. M7 Duties (Cont’d)

Maintains database of advertising dates, bid opening dates, funding status, bidders solicited, inspector assigned to the
job, plus estimates award and completion dates. Amends solicitations as required by the FEAD/KO.

Reviews reports and documents required for the proper administration of contract in accordance with standard Navy
contracting procedures. Advises FEAD/KO and staff on proper contract administration procedures. Assists the
FEAD/KO in interpreting laws and regulations concerning administration of contracts.

Performs other related or incidental duties as assigned.

7. BEMH . BIKEMH Qualification/Physical Requirements

GENERAL (Applicable to all grades): £ TOERIHELEREH

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)
B IEISRSNEBFRAMLUAIVICHE T HREOFZRENNDELLGYET., (RRESHR)

- Knowledge and skills of contracting.
- Skill in operating Microsoft Office Suite (Word and Excel).

BWT 1-6:
- One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work, OR
master degree in the related field.

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.

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 | %875 1& 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 ZFFIAT 5 £ DDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, HERDH B ¥h%4E

AEAEE LTRITRITET,
RAIEBRYZFET,

CRIATEMMEREILX ALCPT £7) ZOMODEIAE. RUORERENICETHIECHER
REZHESHLETHAL LA AAETORENBETY,

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 RIEBENAERXBETEHH L TLDAIL.

I#ERICBE Y 2 BRI

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.

- : : E 5L
PAN =
R Ly& -5t for Job Inquiries 1Rt 5& Office to Submit For Official Use
Current USFJ Employee Current USFJ Employee PDNO:

BXE MEEt:

ERXRBEREAREMAEL
CNRJ HRO

DSN 264-3624 / 3427 | 3425
B046-763- 3624 / 3427 | 3425

XS BHE -
T252-1101 )| & #E#aT
EBXBEEAREMAEE HRO BOX12

Avyase-Shi, Kanagawa-ken
CNRJ HRO Box 12
T252-1101

Off Base Applicant
NEILSEE BEEE

FIHEEME ERIA EER B8
FfR

Zama Branch of Labor Management
Organization, Management Section 2
B046-251-0667

Off Base Applicant
SEISSEE REE

T252-0011 1 )I| R EEfE™ AR E 1-46-1
FIECIENE R SR EEE (R

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

T 252-1101

FEC-PRA22-002




* 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 Concerning Protection of Personal Information (Law No. 57 of 2003).

S KETEER S 10450,9397 ; R BAE - EANERORECET 5iEF (T 1 SEXEEERTES)

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: ABOLS, T2, BEORELEBREODEFOZTEZEME LT, BABREZEHRT 4.

AR ERIEABEFERX. L LEIETIITHEICRESINETS,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIABR: TEMOZRICLER. BRI CERGEANEREHERT 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.

EHER EABRORRIERTTN, BRSNBERERE LGN 158, TORDFHRE=DOHIT, Bh., HAHLEH
MERHENHYET,

Format revised. 2016-03-08
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