LHRES A-14-088

Announcement No.

A 40 22 1 185 —
VACANCY ANNOUNCEMENT ¥ Cut Off Date

28 Jan 2015

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page. 5 a8
ISR, KIEEMAE R — L= UREHOHER L BN T SV, e Open Until Filled

Closing Date
http://www.cnic.navy.mil/regions/cnrji/om/human_resources/MLC IHA HPT Jobs/JN_Forms.html 9

%178
Date of Issue 07 Jan 2015
1. BT84 Job title (Z#k Grade 1-4 / EE¥ZHMH/ LD 2) SEAH | 4. EEEE Area of Consideration
No. of X BT MLC/IHAE(E  (FBBRM)
Accounti ng Technician, IHA-7 Recruitment | cyrrent MLC/IHA Employee within Activity
AN o X I} MLC/IHA it ¥ & (B EIE M)
/N
(K D‘l‘j:iﬂ‘]‘ﬂ‘ﬁja) 1 % Current MLC/IHA Employee in commuting distance
ELERCORAOTEE 000 | K&No O&F Yes X B MLCIHAfE£E (27 AR E)
Acceptance at Lower Grade - BAI%4 Lower Grade: Current MLC/IHA Employee Japan Wide
X =#H% RS TEES O &®k% - EHZR O E&ER 1 ;
Administrative  Trade & Service Security & Fire Medical DI 548 Off Base Applicant

2. BBEX Activity

5. EFRMDTE%E Type of Employment

Navy Exchange, Atsugi [0 MLC
Accounting Department X IHA
ENF5IBAR Working Place: #&#H/EAREM  Ayase, Atsugi Base [ B HPT
3. ;}]ﬁﬁ%rﬂﬁ WOI’k SChedu|e ( ﬁ 40 H#FEﬁf‘ﬁ“ hI’/Wk) lZ ﬁm Permanent
£)7% 8 Work Days: 5 days/week (2 days off/week) [] BR3E Limited Term (NTE: )

£ 7585 R Work Hours: 8 hours /day 0800-1700
{REER%RE Recess: 1 hour

] & & Night Shift X %% Overtime  [X] H43E Business Travel

6. B A Duties

As the Payroll Clerk in charge for IHA, HPT and PSC, examining of pay and allowance procedures, authorizations and reimbursements under the IHA.
Auditing time and attendance reporting procedures and the number of hours worked and hours of leave taken, examines basic documents on personnel
changes, checks documents reporting change in various authorized allowances, prepares payrolls with responsibility for computation of allowances and
deductions, posts payroll data to and maintains individuals’ pay records, audits and balances out over time and transmit to head quarter, work situation,
justification and time accounting for allowances, and to provide and assistance as necessary to operating officials in installing and maintaining proper
procedural controls. Maintains close contact with person of the LMO. Assists on the settlement of any problems of encountered in payroll issue. As the
Payroll Clerk in charge for US, using the computerized system called “Pro Business”, auditing time and attendance, number of hours worked and hours of
leave taken. Post data, bi-wekly to the system. Enter data with their appropriate payroll deductions. Maintain payroll record filed, including changes in
payroll status, employment Earning records, Absence and Over-time authorization slips and payroll deductions. Maintain contact with managers and with
the appropriate date in connection with such matters as the timely receipt of time cards, missing documentation discrepancies or any other problems which
may affect the payroll functions. Performs various tasks involved in the preparation of travel order and the calculation and payment of travel claims for
expenses incurred incident to officially orders temporary duty travel of civilian personnel. Maintains close contact with person of the Head Quarter. Assists
on the settlement of any problems of encountered in payroll issue. Perform other related duties.

7. BEREH/BEKEM Qualification/Physical Requirements

- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in any field.
Ability to speak, read and write English at average proficiency level (LD-2).

Ability to process, reviews, verifies and compute accounting and payroll related reports.

Ability to make mathematical computations and operate various computer programs.

Ability to speak, read and write effectively and courteously communicates with the public in English and Japanese.
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.

#EE 5 English Language Proficiency : []#Z 74 L None []#)#k Basic Xsh#k Intermediate []_E#% Advanced [14FXMAEH Exceptional

[ Educational Background : See block #7 | $a&F5E 48 T 5 License/Certificate Required : See Block #7




8. IRH 9% £ M Application and Associated Documents

*X] 22/ i F#E Application for Vacancy Announcement (HROY Form 1)

*[X] B PR 7542 FE 2 Resume of Specialized Work Experience (HROY Form)

*DEBA L Complete * in [] HAEE T Japanese [X] 2EET English [] ¥% 5 T3 Either

HROBRALSN AT 23561E, BEEFICLTUTOFHEEZTLALTINIW, EHERES, K4, AFA R, EFES, &
Fre FRE. ISEET DN RE T LA . WESRE (Stt4 . EASIRE. BIEEH. BELVWEBNARSERERER 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 & REFEL - BEHEIAE - S TIHHEOD E— (7 REHICKL HSHB/S) Copy of license/certificate (if any in block 7 applies).

X EEDREHZEIHAT 51 DDE L Certificate of English Proficiency (Copy)

X 82 AYIF£ET L. WHEEOHEES - E/ K2 Z2ELV-RIEMAHE (12cm x 23.5cm) <EEHEREENH>

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

X BXRESHEUNDAIX. EEH— K, /RRR— 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 REBENEBRBETHHE L TLDIAE, [HKCET 2HEME]

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

L& %k Inquiries R 5 Submit to EF MM For Official Use
Current USFJ Employee IR %2 BRI&E5 : | Current USFJ Employee IRGE %X BIRH 4 -
B X BEEARE M AEE CNRIHRO T252-1101 #5112 #&#TH
DSN 264-3624 / 3427 [ 3425 EAXBEEAREHAEE HRO BOX12
B046-763-3624 / 3427 / 3425 Ayase-Shi, Kanagawa-ken 252-1101
CNRJHRO Box 12 PDN: NEX-02-002
Off Base Applicant /A 8B i BE&E B S B 5% : Off Base Applicant M EBiGEE R H & -
FHEEEEE ERX EER EEE & T252-0011 &8 EM™ HEE 1-46-1
Zama Branch of Labor Management FEE A MR R EEE_R
Organization, Management Section 2 1-46-1, Soubudai, Zama-shi, Kanagawa-ken 252-1101
B8046-251-0667 Zama Branch of Labor Management Organization
Management Section 2

* JEIEE M OB FI ARG B A% =0k TIC BRMEFTNA D Z &,
Send application and attachments to above address by 1500 of the Cut Off/Closing date of the announcement.

ISR CHUE DR AT 72 L TR WIREE ITLNEZ OGR L 2 0 8 A,
Ineligible applicants will not be referred for consideration.

SR SN REERITBIR L LEE A, Submitted applications will not be returned.

* PIERERY) H ORI, —EEEOMEIY L0 9, M, BEREICLY LEILEEMUAZ/LE T L D52 EMnHY FT,
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.

R INEEHOERIILLFO URL LY ¥ v u— K T&E9, Forms for application are available for download on our web site
http://www.cnic.navy.mil/reqgions/cnri/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).

E RKETEERT 10450,9397 ; R BAE - EANIEHRORECET 552 (Tl 1 sEEEER+ES)

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: AEDLRR, B2, BEOCRELAEZAREOEBOZRTEZEME LT, BEAEREZLET 54,

IR ERIEFIETFER. L LJIETITHEICRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABEM: FEMOERICLER., I 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 EANFROFRIERTT A, ERSINEREIRHE LGN STI5GE. TORDFHREDYIT. B, HDUIEHE
LRBENHYET,

Format revised. 2014-06-11



