E * % tm E ﬁ rE #& fnﬁ)ﬁfer;]ent No. A-15-006

VACANCY ANNOUNCEMENT ARG - 18 Feb 2015
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. BERYA:
g AT, KEEMEE R — A=V REH oS EXNE BHEON T I, Closing Date Open Until Filled
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT Jobs/JN_Forms.html AR
Date of Issue 28 Jan 2015
1.E4FEA Job title (Z#k Grade _1-6 /5EFEHMH LD 3 ) BEAH | AEEEHHA Area of Consideration
No. of X MLC/IHA %8 (EBEXM)
Purchasing & Contract Specia| ist’ #415 Recruitment | cyrrent MLC/IHA Employee within Activity
(BE. S20EMRB) X | MLC/IHA it X B (GREHE M)

_________________________________________________________________________ 1 4 Current MLC/IHA Employee in commuting distance
REMEHAOTREM O N X & Yes
Acceptance at Lower Grade Trainee BELVE#R Trainee Grade: 1-5 X HEMLCIHARKEE(EHE B XE)
|Z$?§¥: """ D?ﬁﬁﬁ% """" Df%f VR |:| EER: Current MLC/IHA Employee Japan Wide
Administrative  Trade & Service Security & Fire Medical
2. BBR% Activity X #}&B Off Base Applicant
N | Eacilities Enai . C d Far East Note: First consideration will be given to

aval Facl I_ I€S r?g_l_neermg_ Om_man ar a? . suitable and qualified current permanent and
PWD Atsugi, Facilities Engineering and Acquisition trial MLC/IHA employees within the Atsugi
Division, Acquisition Branch (PRA22 Base.

» ALY ( ) 5. B DFEIE Type of Employment
X MLC

ENF5IBAT Working Place: ##im K E[EAEH  Ayase, Oogami, Atsugi Base (] HA
3. En WM Work Schedule (38_40 R hriwk )
£)75 8 Work Day: Mon - Fri [ Esfe ] HPT

B 75 Work Hours: 0745-1630 Recess: 1145-1230
el X # F Permanent

] &) Night Shift X 5% Overtime  [X] H43E Business Travel

6.BEFAZ Duties [] BRE Limited Term (5 A Months)
See page 3.

7.EBREH BHEHE Qualification/Physical Requirements

GENERAL (Applicable to all grades):

- Knowledge of Federal Acquisition Regulations (FAR)

- Ability to speak, read, and write English at fluent proficiency level (LD-3).

BWT 1-6:

- One year of specialized work experience at 1-5 level in the related work, OR master degree in the related field.

- Knowledge of Navy contracts.

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.

HEE A English Language Proficiency : [ 2% L None [1#0#k Basic [ 15 #& Intermediate [X]_E#% Advanced [[145EXMHAEH Exceptional

Z5FF Educational Background : See block #7 | $8#F3F. /18 7 &E License/Certificate Required : See Block #7

91— 9 %+ M Application and Associated Documents
(RESBHM See next page)




*IX| 2eRE RS A#R Application for Vacancy Announcement (HROY Form 1)
*X] BB FSEEEE Resume of Specialized Work Experience (HROY Form)
*MEEA L Complete * in [] HAEET Japanese [X] EFET English [] £55 T3 Either

HR ORRALSZEH T 25613, BEFCLTUTOFEEZTLALTTIIV, EWMEHRES, K4, £FEA R, EFF~, &
AT SRR GBS IRHE S LIRS . WO RE (AL JEMBIM. BOTERE. LV EBNAESLTRER 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 & REFAE - BIEHIAE - B THRAED I E—(7 MEHICBE L H SHIHE) Copy of license/certificate (if any in block 7 applies).

X HEBEOREA ZEIBHT 5 L DD E L Certificate of English Proficiency (Copy)

X 82 MEIF T L, BREEOBEES T K4 2R\ -RIEAHE (120m x 23.5cm) EZFEREXA>

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

X BRESUNDFIE, EEBH—F, /RRAKR—F, EFD E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REFENEAREETEHELTWSAIE, TREKCETIERR]

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

R LVE % for Job Inquiries 2 i % Office to Submit EIFAEW For Official Use
Current USFJ Employee It BBA&ESE : | Current USFJ Employee IRt X ERH % -
EAXBEHEASBHEARZR/ CNRIHRO | T252-1101 #X)IE #&#EH
DSN 264- 3624 / 3427 3425 EBXBEHRS ASBEEARIFT HRO BOX12
B046-763- 3624 / 3427 | 3425 T 252-1101 Ayase-Shi, Kanagawa-ken
CNRJ HRO Box 12 PDNO:
FEC-PRA22-002
Off Base Applicant /M SR IiEBE B & 5% : Off Base Applicant M EBIGEEIRH %k -
FHEEME ERXE EEE EEE R T252-0011 #5112 EERAT AR A 1-46-1
/ Zama Branch of LMO/IAA FREEEEE ERXN EBR EHE K
Management Section #2 T 252-0011 1-46-1, Soubudai, Zama-shi, Kanagawa-ken
B046-251-0667 Zama Branch of LMO/IAA
Management Section #2

ot JE IR M OV S REIAH ) B AP 3% = & TIC ERUERTRAE D Z &
Send application and attachments to above address by 1500 of the Cut Off/Closing date of the announcement.

* IR THEDERER 272 L OO RWVIREZILES O R LR T8 A,
Ineligible applicants will not be referred for consideration.

kAR SN TS EEITBIK L L E WA, Submitted applications will not be returned.
* PIENREREL) A LRI, —BEEOMEIY &0 T, M, BEREICLY LEREEMU R 2 /BT E R 2 ENHY £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.

RINEEHOERIILLFO URL LY ¥ v u— K Tx %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 {EAISRIREIZDLNT

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

E KETEERT 10450,9397 ; R BAE - EANIBFHRORECET 552 (T 1 sEXFEER+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.

FEH: NEDLd, 2. BEORELEAXREOEXBEOXTEENE LT, EAFERELRT 54,

R BREIEFEX. L LJFEAICTHREIZRESINET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAER: FEMOEMIDEL., R CEREGEANEREHRT 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.

153REAIR EANBEROFREIERETTD. BRSNBERERELEGA ST5E. TORODFREOHIT. Bh, HEHUEHE
ERBENHYET,

Format revised. 2014-06-11



6. JEFEHZ 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.

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 work as directed by the FEAD/KO including preparing travel orders, serving as timekeeper, liaising with the
comptroller, greeting customers, routing phone calls, and performing a variety of other administrative tasks within the office.



