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; I Date of Issue 24 Dec 2014
1. BRFE A Job title (Z#k Grade 1-3 / EBFEMH LD N/A) BEAH | 4. FHEEF Area of Consideration
o No. of X | MLC/IIHA 28 (EEA)
ecruitment i e
SaleS Clerk, | HA_372 Current MLC/IHA Employee within Activity
= e Y ik X ;R MLC/IHA f¢ % & (B ENE M)
(E‘&J'—*$Tjj Hiﬂa) 1 & Current MLC/IHA Employee in commuting distance
ELERCoRAOTRESE &N L& Yes X 3 MLC/IHA it £ 8 (2 7 A K F)
Acceptance at Lower Grade - BAI%4 Lower Grade: Current MLC/IHA Employee Japan Wide
TS O #&eexR O Rz - EER O EE#R * )
Administrative  Trade & Service Security & Fire Medical D 42 Off Base Applicant

2. EBEX Activity

5. EFRDFELE Type of Employment
] MLC

X1 IHA
X R HPT

Navy Exchange, Atsugi
Retail Department, Main Store

BB Working Place: #E3Am/EAREM  Ayase, Atsugi Base

] & Permanent
] BEXE Limited Term (NTE: )

3. Eh#5BEM Work Schedule (38 40 BERA%HI hriwk )

)75 B Work Days: 5 days/week (2 days off/week)
£h 75858 Work Hours: 8 hours / day  (between 0800-2100)
{REARERST Recess: 1 hour

] %% Night Shift X %% Overtime  [| Hi3E Business Travel

6. BEF N Duties

See page 3.

7. B EH/BEKEH 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.

- Ability to prepare and maintain records, control inventory, use cash register, make mathematical computations, and operate
calculator.

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

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

Ability to lift, stock, move merchandise and stand long hours.

- Knowledge of retail or related business.

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 (both front and back sides) and
copy of your passport (picture and visa stamp pages) to your application.

- U. S. Citizens are not eligible for IHA employment.

*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

HEE A English Language Proficiency : []# 27 L None []#)#k Basic XI##k Intermediate [[]_E#% Advanced [14EXMHAEH Exceptional

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

8. {219 % ¥ M Application and Associated Documents
(See next page RESH)




*X 2eRE RS A#R Application for Vacancy Announcement (HROY Form 1)

*[[] BT REEE Resume of Specialized Work Experience (HROY Form)

*MEB AL Complete * in [] BAEET Japanese X #EET English [] £5 5 T3 Either

HROBRRLSN AT 25618, BEZEICLTU FOFEEZTLALTINIY, EHEHRES, K4, AFH R, EFES, &
AT SRR GBS IRHE S LIRS . WO RE (A, JEMBIM. BT ERE. LV EBNAESLTRERR 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 & REFEE - BHEAAE - B THAZEDOIE—(7 REHICEL HDIHE) Copy of license/certificate (if any in block 7 applies).

X HEORENZIIAT 5+ DDE L Certificate of English Proficiency (Copy)

X2 ALIF £ L, EEEOBESES - KA ZEVVRIEMHE (120m x 23.5cm) EERERBHA>

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

X BAEEUNDOF L, EBH— /N EANBERIR /IR AR— k & 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).

RILVE 5k Inquiries 32 Hi 5E Submit to EFE MM For Official Use
Current USFJ Employee TRIEEEMAE% : | Current USFJ Employee TRIEEEIRH 4 -
EBXBEEAREMASEE/ CNRIHRO T252-1101 M5 JIIIR #&#H
DSN 264-3624 / 3427 | 3425 EAXEBEEEAREM AES HRO BOX12
B046-763-3624 | 3427 | 3425 Ayase-Shi, Kanagawa-ken 252-1101
CNRJ HRO Box 12
Off Base Applicant /M SR IiEBE & 5% : PDN:
FIEG M BRI TEE gEE (% | Off Base Applicant /MR IS HERH % - NEX-031-008-PT
Zama Branch of Labor Management T252-0011 K8 EMF™ HEE 1-46-1
Organization, Management Section 2 FIEEIEMLE R SEE S EE (%
B046-251-0667 1-46-1, Soubudai, Zama-shi, Kanagawa-ken 252-1101
Zama Branch of Labor Management Organization
Management Section 2

i R IR B O R3O B AP 3% =l CIC BRLERTRAE D Z &
Send application and attachments to above address by 1500 of the Cut Off/Closing date of the announcement.

* IR THEDERAER 272 L CORWVIREZILES OISR LR T8 A,
Ineligible applicants will not be referred for consideration.

kAR SN TS EEITBIK L LE A, Submitted applications will not be returned.

*MIENEEFREY) A LIEL, —BEMEOREIY L7220 £, ¥, BEREICEY LSRR Z2F- P L 20 2880 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.

RISHEEHOEAIILTOURL L ¥ v mo— FT&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 {EAIERIFEIZDULNT

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

B RENTERER S 10450,9397 ; RV BAE - EANBROREICET SR (T SEEEERTHES)

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. BEORELEAXRFEOXBEOZXTEENE LT, EAFERELRT 54,

D BREIEFENX. L LJFEAICTHREIZRESINET,

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

153RER: EANBEROFREIEETTD. BRSNBEREIRE LGN ST5E. TORODFHREDHIT. Bh, HDHUEHE
LEBEAHYET,




6. B FENZS Duties

Performs cash register transactions. Performs all types of cash register transactions (cash, credit, debit, check, gift certificates,
coupons, etc) in an accurate and correct manner. Maintains change fund and accounts for sales receipts. Completes daily cash and
sales reports. Completes sales transactions efficiently. Greets and engages customers in conversation for purposes of providing sales
related assistance. Assists in the selection of merchandise, and suggests additional items to complement the customer’s selection.
Advises customers of upcoming sales events, and services available throughout the Navy Exchange. Is knowledgeable in next 2 weeks
worth of sales / promotions. Know what item are to be on sale and segregates them; clearly label them “ad goods”.

Schedules work assignments, provides on-the-job training, answers questions and resolves problems. Assures adequate coverage of
Hardline section at all times. Ensures that the principles and policies of NEXCOM’s EEO program are carried out. Works under the
general supervision of a Hardline manager who provides instruction and guidelines. Carries out assignments with independence
within prescribed policies and procedures, exercising judgment, initiative and tact in dealing with customers. Communicates with
supervisor, store manager, etc. regarding stock additions, deletions, fast and slow selling merchandise, customer preferences, needs,
problems, etc. Completes paperwork associated with merchandise/inventory movement. Ensures the proper maintenance of stock
control records and adequate levels of merchandise.

HARDLINE - PRESENTATION / VISUAL

Be familiar with all Hardline/Consumable departments —Giftware, Books & Magazine, Greeting Cards, Mass Cosmetics, Houseware,
Small appliances, Domestics, Stationary, and Luggage. Responsible for all appropriate signing & sign holders - they are all filled and
placed on the front right arm of the fixture. Pull new Planograms when updated, and set it up when we have at least 90% of items
listed on the POG. Ensures and trains associates on Label Management (VRR, high velocity, A/R, OTB, Deleted, etc.) and know the
replenishment method for each vendor / merchandise, i.e. VRR, A/R, OTB, store order. Ensures all fixtures / shelves / tables are fully
stocked with merchandise and neatly arranged and attractively displayed. Determines available fixture/shelves/table space and
amounts of merchandise to be displayed. Assures prices are marked on individual items and that displays are safely and neatly
arranged.



