E * % i‘m :',E ﬁ rE #& fnﬁ)ﬁfer;]ent No. Y-15-003

VACANCY ANNOUNCEMENT ARG - 29 Jul 2015
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. ERAUIE.
IS ML, K EMAE R — A= VR OB EREZ BT E, Closing Date Open Until Filled
http://www.cnic.navy.mil/regions/cnri/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html %ﬁElg
(Working Place: Yokota Air Base — #h75 H1 : £ [ fk ) Date of Issue 15 Jul 2015
1.HRFE4 Job title ( Z#k Grade _1-7 /EEPEHK LD 4 ) EEAH | 4 E&EHME Area of Consideration
- No. of X MLC/IHA %8 (EBEXM)
Accountant, #0003 Recruitment | cyrrent MLC/IHA Employee within Activity
k) X | MLC/IHA it X B (GREHE M)
_________________________________________________________________________ 1 4 Current MLC/IHA Employee in commuting distance
REBEVEAOEEN X & No [ & VYes
Acceptance at Lower Grade Trainee REULVE# Trainee Grade: OB\ MLCIHAREE(EHE R XKXE)
|Z$?§¥: """ D?ﬁﬁﬁ% """" Df%f VR |:| EER: Current MLC/IHA Employee Japan Wide
Administrative  Trade & Service Security & Fire Medical
2. BBR% Activity ] #+&B Off Base Applicant
Commander U. S. Forces Japan
Office of the Chief of Staff 5. BFADTELE Type of Employment
Financial Management Office X MLC
En#5i5mFr Working Place: @4 m#84% Fussa, Fussa-shi [ 1HA

3.£1 7585 Work Schedule (38_40 BFRS&I hriwk ) ] EsRI& HPT

£)7 B Work Day: Mon - Fri

Al
B FEEERY Work Hours: 0730-1630 Recess: 1130-1230 D] %A Permanent
] 72} Night Shift X ¥ Overtime  [X] 13 Business Travel [] BR5E Limited Term (5 A Months)
6.8 FEAZE Duties
See page 3.

7.8 EH B&EH Qualification/Physical Requirements

GENERAL (Applicable to all grades):

- Knowledge of accounting, budgeting, and financial management.

- Knowledge of DoD financial systems.

- Ability to speak, read and write English and Japanese at fluent proficiency level (LD-4).

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

BWT 1-7:

- One year of specialized work experience at 1-6 level in the related work, OR doctorate 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.

BLEEH English Language Proficiency : 1274 L None []#0#k Basic [J&#k Intermediate []_E#& Advanced DXI45EXDEEH Exceptional

% Educational Background : See block #7 | %28 & T i License/Certificate Required : See Block #7

948149 % + M Application and Associated Documents
(RESHM 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
HERRBEERAAZTHMEARAZA/ CNRIHRO | T252-1101 %I & #&i#ih
HEHRBEHE AFEEARZFT HRO BOX12 PDNO:
DSN 264-3425 [ 3624 [ 3427 USFJ-026-001
B046-763-3425 / 3624 | 3427 T 252-1101 Ayase-Shi, Kanagawa-ken
CNRJ HRO Box 12

* JEIEE M OB JSRIIAEE) B P2 =k Clo BRMEFTNAED Z &,
Send application and attachments to above address by 1500 of the Cut Off/Closing date of the announcement.

* IRSERE  CHUE DJE GRS 2072 L COARWEEFIBREDOMG L 20 £8/ A,
Ineligible applicants will not be referred for consideration.

KB SN STEESEILRBIE L LEW A, Submitted applications will not be returned.
* PIELEBHEE H LRI, —EMmORIEIY L0 9, M, BEREICLY FREEMU B AT E R 2 LD 9,

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.

RISHEEHEHOENIILLTOURL L ¥ m— R T&£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 {BEARHRMEEIZDOLVT

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

B RENTEER S 10450,9397 ; R BAE - EANFROREICET HEF (T SEEEERHES)

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, BEORELEBXREOXBOXTEENE LT, EAFERELRT 54,

R ERIFETFER. £ LJIETITHEICRESINET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABM: TEMOERICLER. B CTERGEANERZHNT 4.

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

155N EANBROFRRIERTTA. BRINERETIRE LGN STI5GE. TORDFHREOUIT. BN, HDHLIEHE
LEBEABHYET,

Format revised. 2014-06-11



6. JEFEHZ Duties

Provides financial analysis and expense tracking on the Aviation Training Relocation (ATR) program, an annual budget of
approximately $70 million (JFY15 figure) consisting of both US Dollars and Yen. Directs cost accounting for the ATR program
ensuring all payments to vendors and other finance offices are completed. Executes approved budgets for the ATR program and is
responsible for bilateral coordination and tracking of expenses made at various training locations throughout Japan and Guam.
Ensures BLC and service components are reimbursed for allowable expenses as agreed by the Training Relocation Subcommittee
(TRS). Reviews invoices for general conformance to the TRS agreement and forwards to financial managers for review, certification,
and payment. Verifies the propriety of charges and correctness of documentation. Promptly posts obligation and funding authority
transactions, maintains payment records and spreadsheets for the ATR program, and maintains a current status of funds. Analyzes
data in the accounting and finance systems to ensure accuracy of data elements. Tracks various stages of accounting, e.g.,
commitments, Actual Expenditures Unpaid (AEU), Unliquidated Obligated Outstanding (UOOQ), Actual Expenditures Paid (AEP), and
Reimbursements to ensure accuracy and completeness of accounting data. Ensures Joint Travel Regulations are followed when
processing travel related transactions. Prepares financial accounting and management reports and maintenance of records pertaining
to the ATR program.

Responsible for managing funding documents for ATR, such as Military Interdepartmental Purchase Request (MIPR), Miscellaneous
Obligation Reimbursement Document (MORD), SF1080, AF616, etc. Individual is responsible for tracking, managing, and reporting
the expenditure of funds associated with these documents for the Service Components (Army, Navy, Air Force and USMC) as
required. Records commitments, obligations, and expenditures and makes adjustments on all funds. Maintains the control records for
all DoD agencies that request ATR funding. Utilizes a variety of accounting systems including Air Force Financial Management and
Department of Navy automated programs to accomplish duties.

Performs budget formulation work involving preparation of detailed analyses and estimates of annual funding needs for Host Nation
Support Training program involving management of GOJ funding, collections and vendor payments. Employs special accounting
procedures, budgetary methods, and techniques, applies statistical formulas, and contrasts/compares current and historical budget and
program data to accurately determine trends in spending and forecast annual funding needs. Analyzes budget and related information
and prepares charts/graphs depicting program status. Provides information about budget procedures and advisory services on
procedures, forms, and documents required to support budget estimates and requests.

Conducts ATR end-of-fiscal-year reconciliation with BLC and USFJ financial management analysis. Coordinates will BLC and
service components to resolve payment issues. Ensures the annual budget is balanced and all parties are adequately reimbursed.
Maintains all historical files for Resource Management in accordance with published financial guidelines. Responsible for
maintaining accurate and accessible files for reference. Maintains close working relationships with key staff members within USFJ,
Service Component ATR and Finance Offices, and 374th Airlift Wing Comptroller Squadron.

Performs other incidental duties as may be assigned.



