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L Hi& Job title (%#k Grade 15/ BFEMKLD 3) BHEA¥ | 4. B5HEE Area of Consideration

No. of X H| MLC/IHA /%8 (EBERMA)

- . - Recruitment | ¢ MLC/IHA Empl ithin Activi
ACCOUnUng TEChr"CIan #8, urrent mployee within Activity

Az ek X 3 MLC/IHA (8 GEEE W)
[\
(K ﬁﬁﬂﬂﬁ%) 1 4 Current MLC/IHA Employee in commuting distance

ElEgToERoTEE T CEmNo XA Ves 77T X B MLC/HA it £ 8 (27 B £ E)
Acceptance at Lower Grade - {Ef1% 4% Lower Grade: 1-4 Current MLC/IHA Employee Japan Wide
EX A O e O ®R%E - EHBR O =E&E%

X 4+ &B Off Base Applicant

Administrative  Trade & Service Security & Fire Medical

2. BREX Activity

; o 5. B M#E$E Type of Employment
Fleet Readiness Center Western Pacific X MLC

Comptroller Department ] IHA

R84 HPT
BB Working Place: #&#iEAREH Ayase, Atsugi Base [ Bl

3. BN #EEER Work Schedule (38 40 BERI%I hr/iwk ) [] %R Permanent

X1 BR5E Limited Term

£h#H Work Day: Mon - Fri (4 & B months)

) FEEFRS Work Hours: 0730-1630 Recess: 1130-1230

*The employment may or may not be renewed

or may be terminated prior to the not to exceed
[ 2% Night Shift X %2 Overtime  [X] 13k Business Travel date. y P

6. BEFEAIZE Duties

See page 3.

7. BIREH BEH Qualification/Physical Requirements

GENERAL (Applicable to all grades):

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

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

BWT 1-5:

- One year of specialized work experience at 1-4 level in the related work, OR bachelor degree in the related field.

BWT 1-4:

- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university 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.

#EE 5 English Language Proficiency : []#Z 74 L None []#)#k Basic []sh#} Intermediate [X]_E#% Advanced [14F%MAEH Exceptional

[ Educational Background : See block #7 | $a&F5E~#8 T 5 License/Certificate Required : See Block #7

8. IR 9% £ M Application and Associated Documents
(RESM See next page)

1




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

HROBRRLSN 2 AT 25618, BEZEICLTU FOFEEZTLALTINIW, EHEHRES, K4, AFHA R, EFES, &
Fr. SRR ISEET D IRHE S LIRS . WOSRE (A, JEMBIM. BT ERE. 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 &% - EHRIHE - S THHEDOD E—(7 ME/ICTZY H SHA) Copy of license/certificate (if any in block 7 applies).

X #EDEE N ZEIAT 5 £ DOE L Certificate of English Proficiency (Copy)

X 82 AYIF T L. EREEOBEES -/ K& Z2E LV RIEMAHE (12cm x 23.5cm) <EEFEREHA>

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

X BAEHEUND AL, EEH— K, /RRXFR— b, &FEH D E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REBENMEBXREETHEL TS AIE, [HKICETIERR]

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

L& % for Job Inquiries IR 5 Office to Submit EFEEH For Official Use

Current USFJ Employee X SME&HESE : | Current USFJ Employee TRAEE SR 4 -

HEBXBEEAREMASEE CNRIHRO T252-1101 M5JIIR &8

DSN 264-3624 / 3427 / 3425 TERXBEEAREMAEE HRO BOX12

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

CNRJ HRO Box 12 PDNO:
FRCWP-10-016-LT

Off Base Applicant /B IiEHEM &5 - Off Base Applicant 4} & HIRH &

FH TS ERXE EER EEE & T252-0011 K2 EMFT HEE 1-46-1

Zama Branch of Labor Management FEE R ERXE B S EE (&

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

B046-251-0667 Zama Branch of Labor Management Organization

Management Section 2

& JEIEE K OVRAT Z3I3R0) B -t =0 E Tz BRI O Z &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

* LSRR CHUE DB A 7e L TR WIRSEE TBRZ Oxt% L 72 0 8 A, Ineligible applicants will not be referred for
consideration.

AR SN SEEMITBIK L L EH A, Submitted applications will not be returned. s #I[E1&EFHED) B LA L, —@E@OFEIY L7220
F, M, BEREICLY FEEEMYA 2 TSR 2D Z 3B Y £, 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.

RISHEEHEHOEXIILLTOURL L ¥ v m— RT&xE9, 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 {EA{&ER{EEIZDOUVT

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

A RENTEER S 10450,9397 ; KU BAK - EANFRORECET HEF (T SFEEEERHES)

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.

FEHI: ANEDLRR, B2, BEORELAEBREOEBOZRTEZEME LT, BEABEREZLET 54,

IR ERIEFIETFER. L 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: FEMOERICLER., R TERGEANERZHERT 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.

15N EANFROFRIERTI A, ERSINEREIRE LGN STI5GE. TORDODFHREDYIT. B, HDUIEHE
LRBREABHYET,

Format revised. 2014-06-11



6. B NA Duties

1. INTRODUCTION: This position is located in the Comptroller Department of the U.S. Fleet Readiness Center Western Pacific
(FRCWP) Atsugi, Japan. The incumbent assists the Financial Manager in FRCWP. The mission of FRCWP is to maintain and
operate U.S. Navy facilities and execute contracts to perform aircraft depot level rework on support equipment, and associated
components in support on U.S. Navy and Marine Corps aircraft in the Western Pacific theater.

2. MAJOR DUTIES AND RESPONSIBILITIES:

a. Receives approximately thirty (30) Aircraft Procurement, Navy (APN-5) funding authorization totaling $3.5 M from the
applicable NAVAIR’s Project Managers (PMAs), Business Financial Managers (BFMs) and Comptroller. Responsible for reviewing,
controlling, processing and monitoring of all funding documents, cost accounting and financial transactions for APN-5 funds in
support of Airframe Change (AFCs) and Modifications (MODs). Processes Delivery Order Request (DORs) to Defense Contract
Management Agency (DCMA) citing the appropriate accounting classification and cost estimates for each AFC requirements.
Maintains fund control for approximately forty (40) types of AFCs & MODs for various Type/Model/Series (TMS) totaling over 250
aircrafts with a total of over 1,250 transactions.

b. Monitors and tracks receipt of the Contract/Delivery Orders issued to the respective contractor via DCMA. Establishes Purchase
Requests (PRs) and Purchase Orders (POs) via data entry directly into Navy ERP, Navy’s newly implemented, integrating and
interfacing ERP software solution for the official recording of both commitments and obligations into the new system of record.
Compiles, consolidates and prepares weekly/monthly Material Supply Records from FRCWP’s Detachments and Contractors and
incorporates these costs in the monitoring and managing of the APN-5 fund status.

c. Receives, reviews and monitors all the applicable N-ERP financial reports for current and prior years. Reconciles the data
reported with FRCWP’s financial transactions and records and initiates any corrective action required. Notifies and coordinates with
NAVAIR’s PMA, BFM and Comptroller regarding any corrective action required regarding any erroneous obligations on official
records before the final submission of the Monthly, Quarterly and Annual Status of Funds reports. Using N-ERP reports and any
other manually prepared and maintained spreadsheets, prepare up to date fund status reports for each AFCs for all data calls requested
by FRCWP Operations Department, Production Division and NAVAIR PMA. Prepares and submit Monthly Fund Status Reports.

d. Maintains memorandum accounting records FRCWP’s operating fund to include contract labor, material, work request and
Aircraft rework travel costs by each rework programs by each TMS and Bureau Number (BUNQOSs). Prepares Military
Interdepartmental Purchase Request (DD448), Work request, and requests for contractual services work (NC2276A) for any type of
aircrafts engineering supports to Fleet Readiness Center North Island, Cherry Point and Jacksonville, Functional Flight Check and
other aircraft support services to Navy/Marine activities. Reviews and receives aircraft AFC/MOD workload information from
NAVAIR PMAs/BFMs and updates funding requirements.

e. On a continuous basis, reviews all transactions within N-ERP and notifies the supervisor on any improper or irregular
transactions detected, and on any of the accounts which may become over-obligated. Receives, reviews and monitors Daily
Requisition Reports from OPTAR holders regarding their funds usage and material obligations and consumptions and recommends to
the Deputy Comptroller for requested increase of funds and quarterly OPTAR funding allocations. Also, recommends any decrease
for withdrawal of funds due to changes and under execution of projected workload plans.

f. Maintains electronic and manual files of all related records and supporting documentations. Receives and reviews contractor’s
invoices for validity, accuracy, prepares and processes Public VVouchers (SF1034) to Defense Financial and Accounting Services
(DFAS), Japan for payments. Reviews and monitors the timely and accurate recording of these payments expenditures in N-ERP and
makes any necessary adjustments to the obligations which ensure the accurate and updated status of fund.

g. Performs other related and incidental duties as assigned by the supervisor.



