HMAEEMZELE

VACANCY ANNOUNCEMENT

-Reissue-

LHRES :

FEC-PRY1-001-16L(R2)
Announcement No.

SRR

Closing Date 14 Jul 16

#178:
Date of Issue 24 Jun 16

154, %, 35 5 Job title, Job No., & Basic Wage Table (BWT): | & A%k

No. of
Recruitment

1%

Administrative Specialist, #9
(EEHHEFIH)

Bi1Z%EHk B REN#R Target Grade & Language Proficiency Level (LPL):
%k Grade-4, FEFREH#R LPL-2

RATEER B VERFEFEE ) Acceptable Trainee level: N/A

X EHREBWT-1) [ HAEERBWT-2) [ RRHREBWT-3) [ EERBWT-5,6)
Administrative Blue Collar Trade  Security Medical

4. 5L EE & F Area of Consideration
I. X3 MLC/IHA it %8 (%)

Current MLC/IHA Employee within Activity

Il. X1 3] MLC/IHA €2 B (EHEN)

Current MLC/IHA Employee in commuting distance

. X BMLCIHARR (B (2EAXE)
Current MLC/IHA Employee Japan Wide

IV. [X] 4+&B Off Base Applicant

* Those who previously applied for FEC-
PRY1-001-16/16L(R) need not to

reapply.

2. EREX Activity

Naval Facilities Engineering Command Far East
PWD Yokosuka

Facilities Management Group (PRY1)

5. A DFEL Type of Employment
X MLC
] IHA

X & F Permanent

CIHPT

] R Limited Term (__» B Months)
B #5IF AT Working Place: #78% 734 RT/Tomari-cho, Yokosuka

3. Eh 50 E work Schedule (3840  FEREHI hraw)

£175 B Work Days: Mon-Fri

758 - /KE Work Hours/Recess Period: 0800-1645/1200-1245

] % #h Night Shift X 5% % Overtime  [] tH3R Business Travel

6.J AR Duties
See Attached.

Al AR FERIR  Outstanding Working Condition, if any.
N/A

7.EBEH. BAEEH Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
#HLIBITRENEBFRNDMLUANIVICHE T S XEBOBEREANDEELRYET,

One year of clerical, technical, or administrative work experience in any field OR completion of 4-years college/university in any field.
. Must have GOJ ordinary driver’s license (AT limited is acceptable).

Knowledge of Navy correspondence, procedures governing administrative phases of Facility Management Group.

. Skill in operating personnel computer such as Microsoft Word, Excel, PowerPoint, Access, and Outlook.

Ability to perform personnel administration duties such as timekeeping, training administration, travel arrangement, process
personnel action requires.

®a0 o

* Handicapped applicants may be accepted, depending on the degree and kind of disability.




8429 % ¥ M Application and Associated Documents

*[X] 22 & i B8 AR Application for Vacancy Announcement
*X| B PR 75 $EFEE Resume of Specialized Work Experience
*MEEAlL Complete * in [] BAEE T Japanese X #EET English [] &% 5 T4 Either
X REBENEBRBETHHEL TLSAIK. [HEICET2ERMEKR]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
FEREKFLUTOURLEYADO—RKRTEET, Theabove forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN Forms.html
X BARABFFETOEEBEEEGLRIFE (ATRER) DEL
Copy of GOJ Ordinary Vehicle Driver's License (AT limited is acceptable)
(116 TEE/3sEBAZ D E L Copy of Certificate
X HEDEENZIIHET 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHMAIIHEL LTZHFTES,
CRIATEMERE(X ALCPT 3 1]) ZOMOFAE. RUORERNETHIECREFFA LGV FET ., HRELZHESHE
L9555 LEMAZSORENVETY,
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 2AYF LA L. BREEOBEERS IiT KA ZE UV RIEMAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BREEZUNDAIL, EBH—F (@@E) RU/SREKE— k0 E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport

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

9. IEEMIEHI Office to Submit

REEEE FEMLC/IHARER) ENBEEE GEREXA) TR, BEEERHANSEVEY ., LREVERHMZEME
ZOENE, EFEARHLTTSL, FEHUBELHE, Office to submit job application documents is different for Current
MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement.

(X% LEEH4ED “SREAH" AE MLC/IHAKERDADES. NEBIEEE (EEXR) M oDREEHIIEMNE
BYFEFFTOTIEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AMIEHEE (B MLC/IHARRRA) RHE CRBEMAREBMBEXAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
ME]|EREETRET 1 it 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KREEHRAREMEMEFNERR 1B, BAAZEELHRIETHROTOEICABCEERD EEICFIREFAE] NR/ELT
HUYET., BEFHIO600HEY., FEROB600BETINHEADICHZHDIZRHMNAEETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is installed to the wall
immediately below the JN Vacancy Announcement Bulletin Board (1st fl.) in the office located on the left side of the main gate to the
Yokosuka Navy Base.

2. SEEEE GEREXER) REL: Off Base Applicants must submit to:
T238-0011 T238-0011

M) BHEBEETRAHIESE 1-6 FEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEFBEFFEERBEEE R (LMO/IAA)  Yokosuka Branch of LMO/IAA

EBE—(% Management #1 Section

EEEE S Phone 046-828-6959
SATHEME - AREE—2EE. 0830-17308F (HANDHEBZEKR<). EREFHFOCEMEIbLICEMULVEHET S,  Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of employment.

10. BFENERH For Official Use

BHETIREY  Activity POC: NAVFAC FE, BD2 FE (DSN) 243-6198

HRO: (rcvd: 2/8) js
PD No.: FEC-PRY1-002 PD is accurate and current. Certified by Activity: kn, 3/30/2016 2/8 kw 2/9 (3/30) js
3/30 (6/22) js 6/23



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

EBREEZEHIZLTOLWENMEE BEZDORRIZEY EFH A, Incomplete applications will not be considered.
REShEREEHEEHSRL LEE A, Submitted applications will not be returned.

BETLELINDIERENI (LPL) LRLEFTREEIETEL,
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 R
MM Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
FeBrDRE ) B4 5
79’ = Fluent Ef°ﬁ°iency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870~ Pre-1st
WH X IR EST D
2 - Average proficiency 550~729 | 75~89 460~549 | 140~209 50~79 | 560~ 869 2nd
TN % BT
1 - Elementary proficiency 400~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
BRI TRRE 1 BT 5
Pre-1 - Minimal proficiency | 359~ 399 40~ 64 NA NA NA NA 3rd
(M 18R) F/NROBEN 2 ET 5
0 - No language proficiency
FETFHE N H BRI

PRIVACY ACT STATEMENT fAAIERERICDLNT

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

ERRETEE S 10450,9397 ; RU BEE - EABBROREICET 5% (FR1 SEEFFER+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.

FEM: AEDLRS, B2, MEORELEAREOEZOXTEENE LT, BARRERHET 54,

FRD ERIETETFER. L LJFETITHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAB/: TEMOZERICRER, BRI CERGEANEREZHNFT 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.

TFEHFR EAFEROFRIIERTTA. BREINFEREZIRELGH STIGE. TORDODFHREDUIT. Eh. HDUIEHE
ERBEABYET,

Format Rev: 3-8-16




Task List
Administrative Specialist #9

Perform as an administrative specialist directly supporting the Facility Management Division (FMD) staff.
Required to have a thorough knowledge of the programs and operations of the FMD to effectively perform duties assigned.

1. Perform personnel administration duties for assigned staff, including:

- Timekeeping

- Training administration

- Travel arrangement/assistance/processing/liquidation

- Submit personal action requests and obtain other personnel information to/from external sources (e.g., NAVFAC Far East,
CFAY, HRO, etc.)

- Review of information in ESAMS, ePeople and elDP applications and initiate updates

- Collect and disseminate pay slips and other information from HRO, SKDB, etc.

- Manage uniform distribution for MLCs

- Preparation and tracking of TSRs for workstation and cell phones

2. Perform and supervise administrative and office support services for the department, including:
- Correspondence

- Duplication

- Collection/distribution of mail*

- Maintenance of office files and org charts

- Maintenance and ordering of office supplies and equipment (copiers, fax machine, printers)

- Liaison/translation

- Minor property inventories

- Receipt/dissemination of policies (e.g., instructions, letters, etc.)

3. Coordinate contacts (meetings, phone conversations, etc.) between supported staff and internal PWD personnel and/or
external organizations, including CFAY and tenant commands, U.S. and Japanese governmental agencies, representatives from
the surrounding community and private organizations.

4. Perform other related and incidental duties as assigned.

* Must be proficient in English and have an ordinary vehicle driver’s license (Automatic Transmission limited is acceptable).



