BEAREMZE L]

VACANCY ANNOUNCEMENT

Please submit new MLC/IHA Application Form from US Navy Yokosuka Web Page.
INEERRRIE, KRERBAE R — A= VRO ERE BEVT S0,

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

LHBES

Announcement No. A-15-080
YEERERLIVE :

1%t Cut Off Date 16 Dec 2015
HEmua: —
Closing Date Open Until Filled
$417H:

Date of Issue

02 Dec 2015

1HEEE A Jobtitle (%#k Grade _1-4 /EEPHHK LD 2 )

L IN -
No. of
Recruitment

4. BEE B Area of Consideration

X B MLCIHA %8 (FRBXA)
Current MLC/IHA Employee within Activity

Accounting Technician, #7

(EFHEAITHR)

X 3 MLC/IHA it % B (B EIBM)
1 4 Current MLC/IHA Employee in commuting distance

O BWMLCIHARR¥RE(ZEHRE)

REVRAOA e . B #& No D_ H Yes Current MLC/IHA Employee Japan Wide
Acceptance at Lower Grade Trainee REUVEHR Trainee Grade:

X E=#HR O ek O Rz - HE&R O =&&R [ 548 Off Base Applicant
Administrative  Trade & Service Security & Fire Medical

2.ERBK Activity

Commander, Fleet Air Forward

5. ADEEE Type of Employment
X MLC

] IHA

Logistics Department
Budget & Fiscal

#5157 Working Place: ##i K E[EAREH  Ayase, Oogami, Atsugi Base

3.Eh#%5 8R4 Work Schedule (38_40 RFRSHI hriwk ) (] EfREHI HPT

£175H Work Day: Mon - Fri

Al
) FEBERS Work Hours: 0745-1630 Recess: 1145-1230 X ¥ Permanent

[] 72} Night Shift X B # Overtime  [X] Hi3& Business Travel [] BR* Limited Term(  # B Months)

6.J AR Duties

See page 3.

7EBEHBFEMH Qualification/Physical Requirements

- One year of any clerical, technical or administrative work experience, OR completion of 4-years college/university in any field.
- Skill in operating computer system including MS Office (Word, Excel).

- Ability to speak, read and write in English at average proficiency level (LD-2).

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.

#EEH English Language Proficiency : ]2 7% L None [J#)#k Basic X1t #k Intermediate []_E#& Advanced [145EX M &EF Exceptional

#FF Educational Background : See block #7 | $:EF5E~#8 T 5 License/Certificate Required : See Block #7

9.12H9 % + M Application and Associated Documents
(RESBHM See next page)



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

*X| ZeRE IS A#R Application for Vacancy Announcement (HROY Form 1)
*X] BRI EE Resume of Specialized Work Experience (HROY Form)
*ME AL Complete * in [] BAFE T Japanese X #EET English [1 &5 5 T4 Either

HR ORRALS T 25 61%, BEFCLTUTOFEEZTLALTIIV, EREHRES, K4, £FEA R, EFF>, &
AT SR ISEET D IRHE S LIS . WO RIE (A, MBI, BTER . LV EBNAESCTRERR 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 B RFFET - TIRITAE - BTIHREO I E—(7 WEHRIZE LS H DIHE) Copy of license/certificate (if any in block 7 applies).

X HEEDREH ZEIBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X 82 AGIF AT L. BEEOREES /- KR Z WU RERAHE (12cm x 23.5cm) <EEFEREENA>

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

X BFREEUNDEX. EEH— K, /SRR — b+, & 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 REBENEAXEETHELTWSAIL., [RkICEYTEME]

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

R L& 4 for Job Inquiries & i % Office to Submit E B For Official Use

Current USFJ Employee TRI¢EBRISE % : | Current USFJ Employee IRHEEBRH 5 :

# B REEE AL AEH CNRJ HRO T252-1101 52 111R KA P 412002
DSN 264-3624 / 3427 / 3425 # B R EEE AL AFH HRO BOX12
B046-763- 3624 / 3427 [ 3425 Ayase-Shi, Kanagawa-ken 252-1101

CNRJ HRO Box 12

st R IR B O BRI ) B AP 3% =i CIC BRLERTAE D Z &
Send application and attachments to above address by 1500 of the Cut Off/Closing date of the announcement.

*IRBERF R CRE DR AEK 272 L T RWIRET TREBOMR L2 FHA,
Ineligible applicants will not be referred for consideration.

*PEH SN ESEIZ B L LEH A, Submitted applications will not be returned.
*IEIEEE Y B LRI, —EEEORYIY L7220 F97, WM, BEREICEY LEEFEMUB 2 F-TICE L d 2 e0nH 0 £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.

RISHEEHOENXIILLTO URL LW # v o — FT&x£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 {BEAIER{EEI-DL\T

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

EE KETEERS 10450,9397 ; R BAE - 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.

FEWM: ABDEm. B2, HEORELEBRFEOXRBEOXTZEME LT, BARRELRT 54,

AR RRIEIEFER. £ LLFERICTHEIZRESNET,

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

15HRER: EAFEROFREIERETTD. BRINERERELLGN STBE. TOROFHRZOWHIT, Eh. HAHULIIHET
LRBEABYET,

Format revised. 2014-06-11


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

6. BREENZS Duties

Serves as a TAD accounting expert in the Budget/Fiscal Office and provides both administrative and technical assistance/advice to
COMFAIRFORWARD TADTARS, which includes CVW-5, CTF72, CPRF, HSC-25, HSM-51, NAWMU-I, NMCEAD, ASDs in
Atsugi, Misawa, Iwakuni, Bahrain and Guam. Incumbent is responsible for all OFC-2I (TAD OPTAR) and OFC-94 (Reimbursable
OPTAR) financial reports to COMNAVAIRPAC. Incumbent is required to know how to use Defense Travel System (DTS), and have
knowledge of Joint Travel Regulation (JTR), Financial Management Regulation (FMR), and Navy Fleet Accounting System to
perform duty.

Duties and Responsibilities:

A. The incumbent shall perform work involved in processing, reviewing and validating reimbursable financial reports pertaining to
COMFAIRFORWARD OFC-21 (TAD) for accuracy. Specific tasks shall include:

- Review all TADTAR Export Reports prior to submission of consolidated transmittal reports to COMNAVAIRPAC.

- Responsible for weekly Transmittal Report and monthly Budget OPTAR Report to COMNAVAIRPAC.

- Review TADTAR TAD Budget Management report for accuracy.

- Review all squadron TAD documents and provide procedural advice and guidance for legitimacy of TAD fund management.

- Review all DFAS financial listings and prepare replies to COMNAVAIRPAC and DFAS San Diego CA.

- Provide TAD fund estimates to operational squadron requests for TAD approval and track execution of approved TAD Budget.

- Prepare correspondence pertaining to financial accounts and controls.

B. The incumbent shall perform work involved in processing, reviewing and validating all financial reports pertaining to
COMFAIRFORWARD OFC-94 (Reimbursable) when provided by TYCOM. Specific tasks shall include:

- Provide Reimbursable Control Code/fund cite to appropriate squadrons/commands upon receipt of OFC-94 OPTAR from
COMNAVAIRPAC.

- Assist squadrons/commands in establishing DTS accounts and training on procedures on DTS procedures.
- Prepare Reimbursable financial report to COMNAVAIRPAC.

- Review/Reconcile DFAS financial listings and prepare replies to COMNAVAIRPAC.

C. The incumbent shall provide technical advice and guidance on DTS for COMFAIRFORWARD TADTARS.

- Oversee and assist COMFAIRFORWARD TADTARS to update accounting information each fiscal year in the DTS.

D. Performs other related incidental duties and special projects as directed by the COMFAIRFORWARD Budget Analyst and Fiscal
Officer.



