BEARE 22 L4

VACANCY ANNOUNCEMENT

Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
ISR, KB EMAE S — A= VR OFHER L BHEV T I,

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

LHES

Announcement No. A-16-049
OEEERYY B

1% Cut Off Date 31 Aug 2016
BERtIa N
Closing Date Open Until Filled
2178

Date of Issue 10 AUQ 2016

BEAH
No. of
Recruitment

1. B384 Job title (Z#k Grade 1-3 / SEFEMR LD N/A)

Hotel Desk Clerk IHA-156
(FRTILEFEE)

1 4
EVWERTORAOAEEMSE X1 No [J%& VYes
Acceptance at Lower Grade {EAIZE 4R Lower Grade:
X =#%% O #aEeR O &% - HER O E&R
Administrative  Trade & Service Security & Fire Medical

2. ERBK Activity

Navy Exchange, Atsugi
Navy Lodge

B3| AR Working Place: #&#H/EAREM  Ayase, Atsugi Base

4. BEEHH Area of Consideration
X B MLC/IIHAE%(E (FBERM)
Current MLC/IHA Employee within Activity

X I MLC/IHA it ¥ & (BEIE M)
Current MLC/IHA Employee in commuting
distance

X HMLCIHAR R B (£ B KE)
Current MLC/IHA Employee Japan Wide

X 41&8 Off Base Applicant

3. EnF5RERS Work Schedule (38 20 BRI hriwk )

£)7%5H Work Days: 3 days/week (4 days off/week)
) 7%BFME Work Hours: 4-8 hours/day Between 0545-2215 (See page 2)
{AEERERE Recess: 45 min (8 hours working day)

X % &) Night Shift X 5% Overtime  [] H3& Business Travel

5. EF D&% Type of Employment

] MLC

X IHA

X B HPT
(] %R Permanent

[ ] BRZE Limited Term (NTE: )

6. BEFE R Duties

Performs work involved in receiving and assisting guests, registering and assigning rooms, collecting fees and
maintaining records in a transient hotel or bachelor quarters. Typical duties include: (1) checks credentials of incoming
guest; (2) assigns rooms based on preference of guest, rank, availability, etc.; (3) prepares or assists guest in preparing
registration card; (4) provides information concerning rates, maid service, and availability of recreational or shopping
facilities; (5) arranges for personal valet-type services; (6) may sell convenience articles such as cigarettes, candy, toilet
articles, magazines, etc., and maintain sales records; (7) may operate a telephone service, taking and placing calls; (8)
computes and collects fees from departing guests; and (9) maintains operating records. Performs other related or

incidental duties as assigned.

7. B EH/FKSEHE Qualification/Physical Requirements

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

- Ability to speak, read and write English at average proficiency level (LD-2).
- Skill in operating a computer system.
- Ability to maintain sales/ operating records.

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.

FEE A English Language Proficiency :

O 4 L None [1#)#k Basic XI##% Intermediate []_E#% Advanced [145FEX M #EH Exceptional

22 Educational Background : See block #7

| %E4F5E & T 5 License/Certificate Required : See Block #7



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

8. IR 9 % £ M Application and Associated Documents

*[X] 22 5 R 2 FR#R Application for Vacancy Announcement (HROY Form 1)
*[] BB FHREEE Resume of Specialized Work Experience (HROY Form)

*MDEEAlE Complete * in [] HAFET Japanese

X #3E T English [] £% 5TH Either

X B FEFEE - RHEEERATE - B T EERAT D 1 E—(7 WEH T 85I/ E) Copy of license/certificate (if any in block 7 applies).
X EZEDREH E AT 3 HDDE L Certificate of English Proficiency (Copy)
X2 AIF£MMF L, EEEOBESRS G KA Z2EVREMAHME (12cm x 23.5cm) <EZFHEREHA >

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 BXREELSADFIE, EBHh—F, /8RFKR— b, EEED 3 E— For non-Japanese citizen applicants, a copy of Residence Card (both
front and back sides) and Passport (picture and visa stamp pages).

X REFEERERREETHHE L TLDIAR.

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

MHkI<B 9 2 HEME]

B L& 5 Inquiries

R 5 Submit to

EFHAIEM For Official Use

Current USFJ Employee
BUtXR Atk :

ERXRBERAREMASR
CNRJ HRO

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

Current USFJ Employee
BAtXR RH%

T252-1101 tHE)I| & #&#EmH
EBHXKBEEAREMAEE HRO BOX12

Avyase-Shi, Kanagawa-ken
CNRJ HRO Box 12

T252-1101
Off Base Applicant Off Base Applicant
NEBIGHEE BEEE - NEBSEE RHE

FIEEME ERXE EER BE
Bk

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

T252-0011 #0118 FEREIT #BE A& 1-46-1
FHEEME MR S EEE T R

1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Zama Branch of Labor Management Organization
Management Section 2

PDN:
NEX-07-009-PT

T252-1101
3. B #EEERT Work Schedule
Shift Rotation: A-B-A-B
Sun Mon Tue Wed Thu Fri Sat
A 0545-1430 DAY OFF DAY OFF 1415-1815 DAY OFF 1330-2215 DAY OFF
B DAY OFF 1330-2215 DAY OFF 1415-1815 DAY OFF DAY OFF 0545-1430

* BEEZR VR TEHEIHYAF RSB ETIZLEEMBEBED Z &, Send application and attachments to above address by 1500 of the
Cut Off/Closing date of the announcement.

*[CEBATHENEREREZHILZLTLEL., XREEEFHOLEZLBEEDONEREL Y FH A, Ineligible applicants will not be
referred for consideration.

* RESNIEHEHIETHERL LFEE A Submitted applications will not be returned.
* P EESHUIALUIEIL, EBREICKYMIE LB EMNHY ET, After 1 Cut Off Date, announcement may close due to decision of
selection.

*CHEBEOERXELUTORL KYAHO—RTEET, Forms for application are available for download on our web site
http://www.cnhic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html

2



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

PRIVACY ACT STATEMENT {AA{ER{EEIZDOLVT

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

E KETEER T 10450,9397 ; XU BAEE - EANIEHRORECRET 5iEF (T 1 sEXFEER+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.

FHH: NFDLd, 2, UEORELEBXREOEXBOXTEENE LT, BEAFERELRT 54,

AR RRREIEFEX. © LLFERICTHEIRESNET,

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: IEMOERILEL. BN CERCENEREZHSRT 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: EABROFREIEETTD. ERSINERERELEN ST-BE. TOROFHREOHIT., Bh. HAHULIIHE
LEBEABHYET,

Format revised. 2014-06-11




