E*Et&gﬁmﬁ gﬁ)ﬁiment No. A-16-057

YEEERYIY R
- VACANCY ANNOUNCEMENT OEBERIIE | 58 Sep 2016
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
RSEARL, KRR — A~ — RO B A % BT 0, i Open Until Filled
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC THA HPT Jobs/JN Forms.html Closmg Date pen nt e

®i78 07 Sep 2016

Date of Issue

1. B384 Job title (Z#k Grade 1-3 / EBEZEH LD N/A) SEAH | 4. BEREH Area of Consideration
No. of
Recruitment | 57 38 MLC/IHA it 8 (EBREA)
Customer Services Clerk, IHA-373 Current MLC/IRA Employee within
_ R ! ctivity
(BEY—ERE) 1 & -
X ;] MLC/IHA it X B (EENEM)
Current MLC/IHA Employee in
commuting distance
BEVWERTOREADOATREM X # No [ & Yes
Acceptance at Lower Grade ERIZ4R Lower Grade: X HEMLCIHAREB(ZEHXKE)
ET 3R BECER O BZ - BVR O ERR Current MLC/IHA Employee Japan Wide
Administrative  Trade & Service Security & Fire Medical .
X] 44&B Off Base Applicant
2. EPBX Activity 5. ER®D#E$E Type of Employment
Navy Exchange, Atsugi [ MLC
Retail Department X IHA

Main Store - Customer Service
E)#5IHAT Working Place: #E#Eth/EAREH  Ayase, Atsugi Base

X BfE &l HPT

[] & F Permanent

3. EnFEEER Work Schedule (38 25 Bl hr/iwk )
(] BRZE Limited Term

£775 B Work Days: 5 days/week (NTE: )
£h75BFRS Work Hours: 5 hours/day between 0800-2100

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

6. BR#EPIZ Duties

Performs all types of cash register transactions (cash, credit, check, gift cards, coupons, etc) and back office function
in an accurate and correct manner. Completes paperwork associated with merchandise/ inventory movement, using the
knowledge in NEX Ritcher/ SIM Merchandising System functions and operation. Responsible for resolving customer
complaints, contacting supervisor/ manager to resolve the issue as soon as possible.

Upon request of customers, initiates the “special order” of retail merchandise not formally stocked at Navy Exchange.
Follows up with SPO Team to ensure receipt of order and timely delivery. Keeps customers informed of order status,
advises customer upon receipt of merchandise and coordinates delivery, if necessary. Conducts SPO report and
reconciles at end of each accounting month.

Carries out and understands “Satisfaction Guaranteed” policy and accepts refund or make an equitable price
adjustment when our merchandise does not live up to customers expectations. Able to adheres to different return.



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

6. BEFEMZ Duties (Cont’d)

Carries out and understands our Layaway Policy. Provides layaway services which include identifying items to be laid
away as well as determining, in accordance with prescribed policies and procedures, the amount of deposit required
and schedule of payments. Makes necessary transactions on both POS register and ARMS system. Cancels layaways,
refunds monies and returns merchandise to sales area when payment are not made. For Home Layaway Program, takes
customer application forms along with necessary documentations and determines the eligibility of each patron and
enters the patron’s information in the system.

Takes orders in connection with the repair of items such as electronics and jewelry. As necessary, provides assistance
to customers on product warranty and related issues.

Accepts rent/ utility bill payments for those who uses off-base housing. Maintains appropriate records and logs and
reconciles at COB, forwards the necessary paperwork to Yokosuka Accounting Office and Shonan Shinkin Bank
daily. Accepts Star Card applications and process it by placing calls to AAFES Star Card. Responsible for issuing
temporary card to the patrons. Accepts Srat Card payments by using POS register and EAC machine, maintains
necessary logs/ files and reconciles at close of business.

Maintains lunch tickets and number control logs for documentation. Uses Back Office Function on POS register for
each lunch ticket sold. Responsible for accepting checks from authorized patrons in their temporary need of cash by
cashing. Responsible for accepting cash when their personal check is dishonored. Enters the necessary information on
Back Office Menu, forwards the paperwork to our Audit Group in San Diego for processing.

7. BRREH/BEEH Qualification/Physical Requirements

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

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

- Ability to prepare and maintain records to use cash registers, and make mathematical computations.

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

- Technical knowledge of Customer Service duties such as Layaway, Special Order and familiar with NEX system.

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 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 71 English Language Proficiency :
CIE 4 L None [1#D#% Basic XIF#k Intermediate []_E#% Advanced [14¥EXMAEH Exceptional

2P Educational Background : See block #7 | $25%5E. 18 T 5F License/Certificate Required : See Block #7




8. =Rt 9 5 ¥ M Application and Associated Documents

*[X] 22 & i B FRAR Application for Vacancy Announcement (HROY Form 1)
*[] PRI FEE Resume of Specialized Work Experience (HROY Form)
*MEEAlL Complete * in [ ] HAFE T Japanese [ | EFBT English X] £5 5 T% Either

X B REFEL - EREIBAE - B TS O I E—(7 MEHICE LY H SHIHEA) Copy of license/certificate (if any
in block 7 applies).

X #EEDREHERIBAT B 1 DDE L Certificate of English Proficiency (Copy)

X2 AIF 2L, CHEEOBEES /- K4 Z2F U\ REMAHE (12cm x 23.5cm)
<EBEEHRRBHA>

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

< For selection Notice >

X BXRESUNDAEE. EBH—F, /IXKR—k, EIEO 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 REBENEBXBETHHE LTS AIK., [RKICET 5ERE]

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

i . EHHBNEM For
A =]
BELv& 4k for Job Inquiries 12t 5E Submit to Official Use
Current USFJ Employee Current USFJ Employee PDN:
e Enk J-Nisl-ace - LifEXR _RIH5k - NEX-03-025-PT
AAXRBEEREMASEE T252-1101 MSR)IIE #&#H
CNRJ HRO HERAXBEEAEMAEE HRO BOX12
DSN 264-3624 / 3427 | 3425 Ayase-Shi, Kanagawa-ken
B046-763- 3624 / 3427 | 3425 CNRJ HRO Box 12
T252-1101
Off Base Applicant Off Base Applicant
NEBIGEE BEEE NERIGESE R -
FHEEME ERXI FEE T | T252-0011 #%K)IIR BT HRE 1-46-1
gt 2 FEEEEE R EEE EEE R
Zama Branch of Labor Management 1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Organization, Management Section 2 | Zama Branch of Labor Management Organization
B046-251-0667 Management Section 2
T252-1101

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

*[CEBATHEOEREREZRH - LTLVEL., XIEFFHOEEETBEDONZRELY EE A, Ineligible applicants will not be
referred for consideration.

* RESINIEHEHETHERL LFEE A Submitted applications will not be returned.

* MELESHUIBA LIS, EBEREICKYMUIELLEIENHY EF, After 1% Cut Off Date, announcement may close due to decision of
selection.

*CHEBEOERXELUTORL KYUAH>O—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
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RHGHIERIERMRE (HPT) ERICOLT*
**HPT-Hourly Pay Temporary (HPT) Employment**

ZREE . 1FZ2BAGVERE (ZOREHFINLGEZTLHD)

Duration of Employment: Not to exceed 1 year. (Subsequent appointment after a break in service may be effected.)
REEX#, Commutation allowance will be paid.

7R AE0REE (2016FE10F 1B 5 (X208 MH) LI LRSS EFERRER - BRRKR - EESEEDOMANE
FBOIF5NTULET, Employees whose weekly work hours are 30 hours (20 hours starting on 1 October 2016) or
more must be covered by Employment Insurance, Health Insurance and Pension plan.

DG - DBERE - KBGEE. XEFOMETERICLLAREELHY ET,

Work place, hour, and rest day may be changed due to operational requirements.

PRIVACY ACT STATEMENT {EAEREHEICDOLNT

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

EE RETTEERS 10450,9397 ; R BAE - EANFRORECET H:5F (Fr1 5EXFEER+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.

FEH: NEDEdR, 2. UEORELAEBXREOEXBOZRTEENE LT, EAERETRT 55,

AR RREIEFEX. © LLFTERICTHEIZRESNET,

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

RN EANFEROFRIERTT A, EBRINERERB LGN SIHE. TOROFHRZOWIT. Bh, HHULE
HE LT HENHY FT,

Format revised. 2014-06-11




