E*gt&gﬁm#& ﬁ]ﬁ)ﬁiment No. Y-16-004

YEERERTIY A
. VACANCY ANNOUNCEMENT 1% Cut Off Date 27 Apr 2016
Please submit new MLC/IHA application Form from US Navy Yokosuka Web Page.
IEGE AT, RBEMIAE R — A=V OFTELZBENT IV, BHERIA .
http://www.cnic.navy.mil/regions/cnri/om/human_resources/MLC IHA HPT Jobs/JN Forms.html Closing Date Open Until Filled

(Working Place: Yokota Air Base  #h#5Hh : 4 £k Hh)

R=7H
Date of Issue 13 Apr 2016
1. B84 Job title (54 Grade 14/ FBFREANM LPL-2) | HHRAM | 4. HEHE Area of Consideration
No. of
Recruitment | (7] 38 MLC/IHA it % 8 (HBBEA)
Administrative Specialist #9 gur_rent MLC/IHA Employee within
ctivity
(EEEMR) 1 %

X 3 MLC/IHA ¢ % B (B ENER)
Current MLC/IHA Employee in

commuting distance
BEWERTORMADOAEESE X & No [ & Yes

Acceptance at Lower Grade BRI Z#, Lower Grade: L1 HEMLCIHAREB(ZEEBXE)
Current MLC/IHA Employee Japan Wide

X =#H% R TEEN RSN ES O E&%R
Administrative ~ Trade & Service  Security & Fire Medical [ ] 4% Off Base Applicant
2.ZBR% Activity 5. EFR D&% Type of Employment
U.S. Coast Guard Activities, Far East bJ MLC
L] IHA
E)FEIGFT Working Place: f84mf&4% Fussa, Fussa-shi O] B5p9%) HPT

3. Eh#EEFR Work Schedule (38 40 BREHI hr/wk ) 5 % FR Permanent

£/ H Work Day: Mon - Fri

n BEE Limited Term NTE:
) FEREFRS Work Hours: 0700-1600 Recess: 1200-1300 L) R ( )

[J &%) Night Shift X #%% Overtime [X] 15k Business Travel

6. BRIEMZA Duties

The position is located in the Administration department of the U.S. Coast Guard Activities Far East (FEACT)in room
140, US Forces Japan HQ/Bldg 714 to serve as the Administrative Specialist to the Commander and the Deputy
Commander. Serve as the correspondence specialist for the entire office directly responsible for all phases of document
preparation,maintenance, transmission and storage. Maintains all the documents for military and merchant vessels and
vessel safety equipment facilities for which this unit is responsible. Supports unit TDY personnel in coordinating with
Department of Defense and DoS counterparts, following the Governmental procedures and foreign country clearance
requirement. Coordinates with respective Embassies/ Consulars to follow unique foreign country visa application
processes and successfully obtain visas. Operates a variety of computer equipments, focusing on MS Office softwares,
to accomplish assigned duties. Serves as office receptionist, receives telephone calls and visitors, screens on own
judgment and refers to appropriate personnel for information when technical knowledge required. Acts as translator/
interpreter when necessary. Operates U.S. Government vehicles in support of official duties. Supports other
Administrative depart members and performs other related or incidental duties as assigned.
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7. BREH B EHE Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
(Please see last page for LPL)

HIRISRSNEBFRDMUANIVICHE T ZREOFEFRNNDELLGYES . (RKRESH)

- One year of any clerical, technical or administrative work experience, OR completion of 4 years college/university in
any field.

- Skill in operating computer system including MS Office (Word, Excel, Access, Outlook, etc.).

- Japanese Regular Driver’s License.

Non-Japanese Applicants: Only those who possess permanent residential status are eligible. Please attach a copy of
Residence Card (both front and back sides) and copy of your passport to your application.

Former US Military Members: Please attach DD Form 214 Copy (Member-4 copy) to your application. Former
military retirees must first obtain approval for employment under foreign government from the Chief of Naval
Personnel and attach the approval letter to be considered.

- SOFA members and SOFA dependents (include SOFA spouse) are not eligible for MLC employment.

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

P Educational Background : See block #7 | $e5%5E. & T 5T License/Certificate Required : See Block #7




8. =9 5 ¥ M Application and Associated Documents

*[X] 22 % i 52 B #R Application for Vacancy Announcement (HROY Form 1)

*X] BB FE IR EZ Resume of Specialized Work Experience (HROY Form)

*MEE AL Complete * in [] BAZE T Japanese [X] #EET English [] &5 5 T3 Either
HROMALN ZHEN T 25813, BEECLTUTOFEAZTZALTIFIY, EHEHRES, R4, 2FEAR, &
FhA . AT, R JRSET DR S L WAL . WO (St ERIRN, BT, BE LW EBNAELE
IRERIRE)

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 & FEFEL - EHREIAE - B THHEDO I E—(7THEHICEKE H H15E) Copy of license/certificate (if any in block 7
applies).

X HEDREHN ZFEIET 5 £ DDE L Certificate of English Proficiency (Copy) TOEIC, TOEFL, CASEC, E#B D& EH %%
SEBAZ L LTRIIHITET, GERIEMEESIEALCPT £7]) ZOHMOFHAE. RUEEEAHICEATIBEHEE
RalemYFET, REZEESHETHALLEEAZTORENVETY,

Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X 82AF T L. BEEOEBHEES -E/- KL EE VO RIEAHE (12cm x 23.5cm) <EEHERBEFH >

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

X BAREZUSNOAIE. EEH—F (@@ RU/NR7KR— k®a E— For non-Japanese citizen applicants, a copy of
Residence Card (both front and back) and Passport .

X REBENEBRBEETEHHELTWLWDAIFK. [HKICETLEREK]

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

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

P =
LS E5E for Job Inquiries R i 5t Office to Submit For Official Use
Current USFJ Employee Current USFJ Employee PDNO:
BtXR Atk : BatXA RH% CGAFE-NULL-005
HRKBEEREMAEL T252-1101 M%) #&#H
CNRJ HRO HERAXBEEAEMAEE HRO BOX12
DSN 264-3624 / 3427 | 3425 Avyase-Shi, Kanagawa-ken
B046-763- 3624 / 3427 | 3425 CNRJ HRO Box 12
T 252-1101

* BEZRURTEHIHUBF AR =B ETICLEERMBEDZ &, Send application and attachments to above address by 1500 of the Cut
Off/Closing date of the announcement.

*CEBACTHENDERERERZLTLWEVWEEEILEZOXRR LAY EH A, Ineligible applicants will not be referred for
consideration.

* RHSINIGEEHIEHR L LEEA. Submitted applications will not be returned.
* JEREHUALUEE. —BEEOMUIY LLBVET, M. BEREICLY LEZERUBEHLTICHUE LI ENHBYET,

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.

*[CHEFOEREILTORL KYEHO—KFTEET, 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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BETLELINDIEEEIE (LPL) LRLEFTREZCETEL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEIC ALCPT TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) CASEC EIKEN

- Paper Based Computer Internet Based g ]
LPLEEM Test Based Test Test
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100~ NA 1st
BEROBENEET S
3 — Fluent proficiency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
RE&ESWHENEET D
2 — Average proficiency 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
FHHRENEET B
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475 ~ 559 Pre-2nd
NSHLBRNEET S
Pre-1 - Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(E1#R) RIMBRODENEET S
0 - No language proficiency
FEPRENEESHL

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

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

ES KETEERS 10450,9397 ; RO BAE - EANFERORECET 5:EF (F1 5EXZEER+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.

FEWM: ABDEm. B2, UEORELEBREOXEOXTEZEME LT, BARREZLRT 54,

AR RREIEFERX.  LLFERICTHEIZRESNET,

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

1FIREIT: EAFEROBREIERETTS. BRINERERELLGI SBE. TOROFHEZOWHIF., Eh. HHULIIHET
ERBEABYET,

Format revised. 2016-03-08




