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1. B384 Job title (%#k Grade 1-5/ BFEEH#R LPL-3) SEAH | 4. BEREH Area of Consideration
No. of
Recruitment | 5 38 MLC/IHA it £ 8 (#5B5M)
Administrative Specialist #10 guhfe_”t MLC/IHA Employee within
ctivity
(BEEFPIH) 1%

X 3] MLC/IHA ¢ X B (GEHE M)
Current MLC/IHA Employee in
commuting distance

BEWERTORADOAEES O%&No X & Yes
Acceptance at Lower Grade {EARIZ%HR Lower Grade: 1-4

RATEER B VVEHR 58P EE S1HR Acceptable Trainee level (see block #7): e ,
S Crade, BB s ‘ ) X1 5 MLCIHA St B (2 7 B )

- .
i Current MLC/IHA Employee Japan Wide

Administrative Trade & Service  Security & Fire Medical

2. EREX Activity 5. ER®ME$E Type of Employment
U.S. Naval Hospital Yokosuka, X MLC
Branch Health Clinic Atsugi 0 HA

ENHEIBAT Working Place: #EHEARZ M  Ayase, Atsugi Base [ BSRR%) HPT

3. £n 58RI Work Schedule (38 40 BFREHI hriwk ) 50 % FA Permanent

£)75 8 Work Day: Mon - Fri —
" FRZE Limited Term
755 Work Hours: 0730-1630 Recess: 1130-1230 - e

O] & Night Shift X &% Overtime  [X] Hi3k Business Travel

6. BE#FEMAZ Duties

Researches, identifies and collets required information, prepares and completes billing documents, monitors status of
open accounts, maintains program file/databases and performs related duties in support of Third Party Collection, Third
Party Liability, CHAMPUS/Tricare, Non-Naval Medical Care and other such programs under the review of the Patient
Administrative Division.

When referral for Civilian Medical Care requests is received from clinic Medical Officers, contacts and schedules
appointments with the local Japanese facilities, interprets requirements and provides patients with necessary
information. Acts as liaison with Japanese medical facilities to obtain test results or similar data, translates results for
the referring/requesting Medical Officer.

Provides assistance to those who require local health care information regarding subjects such as visa physical exams,
delivery of babies, abortions, and patients hospitalized at local medical facilities, and payment of bills, maintains liaison
with local medical facilities to ensure the accuracy of information provided.

Answers telephone calls, provides necessary information on business under their jurisdiction or on matters not requiring
specialized knowledge, refers calls to appropriate person, and takes messages as necessary. Telephone contacts for
furnishing and requesting information are made with U.S. Embassy; USNH Yokosuka; Japanese hospitals; and

1



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

6. BRFEANZA Duties (Cont’d)
Japanese Self-Defense Force organizations.

Acts as translator/interpreter for clinic staff. Translates written statements from English to Japanese and vice versa for
both the Command and Japanese medical facilities concerned. Serves when necessary, as interpreter for Japanese
speaking patients during clinical appointments.

Works under the general supervision of Head, Patient Administration Division. The incumbent largely performs their
work on their own initiative, exercising personal responsibility for the accomplishment of all duties under their
cognized Directives/Instructions and written guidance as follows:

. Manual for Medical Examination of Aliens (U.S. Department of Health, Education, and Welfare)
. Manual of the Medical Department

. Branch Health Clinic Atsugi and U.S. Hospital Yokosuka directives.

. Other U.S. Navy and Department of Defense directives, as appropriate.

o O oo

Performs other related or incidental duties as assigned.

7. BHREH BHEH Qualification/Physical Requirements

GENERAL (Applicable to all grades): & TSR HE DGR EM,

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

HEISRSNEFRAMUANVICHET SREBOEFRNNDELRYFTT ., (RRESR)

- Knowledge of the TRICARE program and the military/civilian health care benefit, and US/Japanese civilian

health insurance.

- Knowledge of both Japanese and English languages including medical terminologies, and ability to express ideas
readily and clearly in order to communicate the exact original meaning and avoid misunderstandings. Must keep
abreast of new medical technologies and medical services, as well as the policies of U.S. Military and Japanese

medical facilities in order to maintain positive relations.

- Skill in Excellent Customer service.

- Ability to cover interpreter service as needed to include base events, drills, disasters, security, or emergency situations.
- Skill in operating Microsoft Office Suite (Word, Excel and Access).

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.

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

“#FE Educational Background : See block #7 | $65%5F. & T 5 License/Certificate Required : See Block #7




8. =9 5 ¥ M Application and Associated Documents

*IX] 22 /% B FR# Application for Vacancy Announcement (HROY Form 1)

*X] B PR FE#EESE Resume of Specialized Work Experience (HROY Form)

*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 5 T4 Either
HROMALN ZHEN T 25813, BEECLTUTOFEAZTZALTIFIY, EHEHRES, R4, 2FEAR, &

FhE . AT, EEE. JRSET DR LR . WO RE (SttAn . TR, B @ik

¥EERE)

FELVEBNAESE

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 & REFEL - EHREIAE - S TIHABO O E—(7 MEHICEKL H BHIHEE) Copy of license/certificate (if any in block 7

applies).

X EEDOREN ZEREBAT 5L DD E L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, E£i&@D & B4R

EAEE LTRITRITET,
RAEBYZFET,

CRIATEMMEEBILX ALCPT £7) ZOHMOEIRAE. RUORERENICETHIECHER
REZHESHELETHALLEAEHAETORENVETY,

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 82 AEIF£MF L, HBEEOBESES -EiT- KL ZEF VO REMAHE (12cm x 23.5cm) <EZ#EREHMA>

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

Notice >

X BXREFLSNOAIX, EHA—F (@) RU/IXER— k0 E— For non-Japanese citizen applicants, a copy of
Residence Card (both front and back) and Passport .

X RIE/BEAEBXBETHHE L TLSHIE.

FERKICEY SEMR]

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.

A =1
RAILyE B4 for Job Inquiries R H 4 Office to Submit For Official Use
Current USFJ Employee Current USFJ Employee PDNO:

BUEXR HAaE%E

ERXRBEREAREMAEL
CNRJ HRO

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

BREXRA R -

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

Avyase-Shi, Kanagawa-ken
CNRJ HRO Box 12
T 252-1101

Off Base Applicant
HEIEEE MEEX

FHEEEE ERXH FHER B8
FfR

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

Off Base Applicant
NEBDEE RHE

T252-0011 %I EfE™ 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

USNH-BHCAM-003




*BERERURIEEIIHUBFEZBETICLEER®E®DZ &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

*[CEBATHEOEREREHLZLTULEL., RIIEBEFHOLEEFTEEDORRELY EH A, Ineligible applicants will not be
referred for consideration.

* RESINIEHEHETHERL LFEE A Submitted applications will not be returned.
* FIELEERHYIBALIGE, BEREICEURIIE LS EMNHY ET, After 1 Cut Off Date, announcement may close due to decision of
selection.

*[SHEFAOEREILUTORL KYFHO—KFTEET, 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

BHECTRELINDIERENE (LPL) LRLETRESETIL,
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
LPL meée hig ?:ster Based ggsn;zuthsrt ITr:et;rnet Based g ]
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
HROBNEETS S
3 - Fluent proficiency 730~ 859 90 ~100 550~ 599 210~ 249 80~ 99 870~ Pre-1st
Rb&IUTHENERT S
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
THRENZET S
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 Pre-2nd
NSEHLGRNEES S
Pre-1 — Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
E1H) RNMNROENEET D
0 - No language proficiency
EFRAEESLL

PRIVACY ACT STATEMENT BEIARERIRFEICDLNT

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

EE RETEERS 10450,9397 ; B BAK - EANFERORECET 5:EF (Fr1 5EXZEER+HES)

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.

FE: AEDLRR, T2, BECRELEBREOEEOZTEEME LT, BAFEREZRET 54,

ERD  AEERIEEFEK. 1 LLFERITHEIZRESINE T,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABHR: FHHOERITHER, S CEEGENEREHET 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.

15HER: EABROFREIEETTD. ERSNEREZRELEN ST-BE. TOROFHREDHIT, Eh. HAHULIIHE
LEBEABYET,

Format revised. 2016-03-08
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