A-13-071

LEHES
A-13-071
'J'U Ann?ent No:
E*%ﬂﬂ:fg IZ'K#E RIS E - 18 SEP 2013
VACANCY ANNOUNCEMENT BRI Ontil filled®

Closing Date

F£478:

Date of Issue 28 AUG 2013

LEEFES Job title (Z#k Grade 1-3 /EBPEHK LAD N/A )

Cash Accounting Clerk, IHA-36

EREAH

No. of Recruitment

4. SEEFBH Area of Consideration

X I MLC/IHA XS (BRRXA)
Current MLC/IHA Employee within Activity

X I MLC/IHA £ 8 (EEE W)

1 4 Current MLC/IHA Employee in commuting distance

mECEROEE R EN OA ve | 5 5 MLCIHAGER R (245 B )
Acceptance at Lower Grade Trainee REOEH Trainee Grade: N/A CurrenLM LCAHA Emplgyee Japan Wide
REBE  Oakx Oz i OF% ] [ 948 Off Base Applicant
Administrative  Trade & Service Security & Fire Medical
2.EBRX Activity

Accounting Department, NEX Atsugi E%\T_?Eiﬁ Type of Employment
En#5ImA Working Place: ##if KL Oogami, Ayase-Shi D9 1HA

X EF@EE HPT
[ %A Permanent
] FRE Limited Term (__# B Months)

3. En 758 Work Schedule (B30 R sl hr/wk)

£)75 B Work Days: 5 days/week (2 days off/week)
£ 758518 Work Hours: 6 hours between 0800-1800 (No Recess)

] % & Night Shift X 5% Overtime  [X] H42E Business Travel

6. B #EAZ Duties

Performs work involved in receiving, examining and accounting for cash items when the volume of cash and the variety
of items present a complex situation requiring a good knowledge of extensive procedures and regulations. Work
situations may include that of “control cashier” or cash accounting clerk working at a central cashier’s window; or a
collection clerk receiving remittances personally or by mail. Responsible for posting to customer accounts, computing
discounts or carrying charges and preparing periodic statements of balances or final payments. Performs other related
or incidental duties as assigned.

7. BEF KR Working Condition: See block #8.

S.EMEMH.BWHEMH Qualification/Physical Requirements

- One year of general work experience in any field, OR completion of 2 year junior college/technical school or 4 year degree in any
field.

- GOJ Ordinary Vehicle Driver’s License (AT Limited is acceptable).

- Knowledge of US currency and basic accounting procedure.

- Skill in operating a personal computer system such as MS Word, Access and NEX systems.

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

- Ability to process, reviews, and verifies accuracy of sales and other accounting related reports.

- Ability to make mathematical computations.

- Ability to speak effectively and courteously communicates with the public in English.

Non-Japanese applicants: Only those who possess non-restricted work permit (permanent resident, long-term resident, spouse or child of a
Japanese national, etc) in Japan will be eligible. Please attach a copy of Residence Card/Alien Registration Certificate (both front and back sides)
and copy of your passport (picture and visa stamp pages) to your application. H A TIEEI OHIFR D /2 WG CkEd. EEE. BHAAD
RMRE 7R E) 2 b O AREBELS O ITEREM M LET, REERICERA— F - ARASEIERED 3 ©— (R, Elm) &
O AR— b EFEBIOCEFHON—Y) ZUHAF L TFEIV,

- U. S. Citizens are not eligible for IHA (HPT) employment. kE# (&2 EEEES) OFiX, IHA (HPT) HEEBOEKEMFEmT- L
FH A,

*A handicapped applicant may be accepted, depending upon the degree and kind of disability. 55D & 2 512D\ TiE, TOREEICL Y ZE
IhET,

HEE 5 English Language Proficiency : []#Z 7% L None [1#)#k Basic XIF#k Intermediate []E#% Advanced [145E& M #EH Exceptional

P Educational Background : See block #8 | $5¥5E & T & License/Certificate Required : See block #8

9.iRtH¥ %+ d Application and Associated Documents
(Please see next page RESE)
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*X RSB (3% - @)  Application for Vacancy Announcement (HROY Form 1, Front & Back)

*[[] EFIR 547 EE® Resume of Specialized Work Experience (HROY Form)

*MEEAlL Complete * in [] BAEE T Japanese X #EET English [ &% 5 T4 Either

HRO#ALS AT 2561, BRESEICLTUTOFERELTLALTRIV, EFAHRES. K4, EE AFHA, BFF

T T PR IGET DIAWME S L WAL . RERE (Stt4 . RS, EERRE, B LVWEBRAASERERERLE) o To
be considered for selection, resume must include at least the following information: Announcement number, full name, citizenship, 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 BREFEL - B - 8T - ZEZOFEAE D 3 E— Copy of license/certificate.

X HEFEDEENFIAT 5L DDE L Certificate of English Proficiency (Copy)

X 80 AtIF 2Bh(T L. BEEOEBESES Fi- KA LR/ REAHE (12cm x 23.5em) <BEFHERBEHA>

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.) <For selection Notice >
X BRAESELUNDAEE. EBH—F - FEAZFIER U/ SR R— EFED 3 E— For non-Japanese citizen applicants, a copy of
Residence Card/Alien Registration Certificate (both front and back sides) and Passport (picture and visa stamp pages).

RLVE % for Job Inquiries 1= H 5k Office to Submit E AR For Official Use

Current USFJ Employee At EMA&H®%k : | Current USFJ Employee At BIRH % -
HEEXBEHEABEEARZF/ CNRIHRO | T252-1101 #FEJIIE #&#hH Kt EFit

DSN 264-3426 / 3624 | 3427 EAXEBEHEAEHEARZF HRO BOX12
046-763-3426 / 3624 | 3427 T 252-1101 Oogami, Ayase-Shi, Kanagawa-ken

CNRJ HRO Box 12
Off Base Applicant M EBiGHE RSB -

SRS EUSH §BE GEER | Off Base Applicant SHBGEHRM S - PON: NEX-02-005

/ Zama Branch of LMO/IAA T252-0011 #Z)I| & ERIT $HER A 1-6067
Management #2 Section FHEIEEE EHS EEE EHEE &
®046-251-0667 T 252-0011 1-6067, Soubudai, Zama-shi,

Kanagawa-ken
Zama Branch of LMO/IAA
Management #2 Section

* BIEE R O BFHIIFTE ORI B T =R £ CIC LR ED Z &,

Send application and attachments to HRO Atsugi SO by 1500 of the Cut Off/Closing date of the announcement.
* SRR AL T MLC/IHA BUE O RS 2 72 L TR VISR IXIRE OXIR L 720 £H A,

Ineligible applicants will not be referred for consideration.
R SNTOCEFRITBRL LEEA,

Submitted applications will not be returned.
* QIENEEFREG) H LA, EEREIC LY LFRGFEMUI A 25 IRt L 2 2 &R H Y £7,

After 1% Cut Off Date, announcement may close before closing date above due to decision of selection.
FIGEEHOERTIUFOURL LV ¥ v rmn— RTEET,

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 {EASHREZICDOLT

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

ES KETIERERS 10450,9397 ; XU BAHE - EAFROREICEHT 5:E#E (1 5FEEEERHES)

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.

FEW: ABDEd, BE. MECRELEBREOEBOZFITEZEMNE LT, BEANEREEHET 55,

R BBREAETFEX. L LEBAEICTHEICRESNET,

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

FIFEN: TEHIDERICDER. R CTERGEANEREHFT 545,

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

BT EANBRORREIEETTA. BRIN:-FRZRBELEGEAH ST5E, TOROFHEEZOMHIT. Bh, HEHTHEELLEN
HYFET,

Format Rev: 07-20-12
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