HEEEMMTE LR Roroatamm_| FEC-EDZO05-15R)
HEEfrua:
VACANCY ANNOUNCEMENT Closing Date 27 Jul 15
“Reissue- A 13Jul15
Date of Issue
LEgAEAE Job title (4R Grade 5 /REFHF#LD_3 ) SEAH | A EEH B Area of Consideration
No. of I XIB MLCIIHARE£8  (#BR)

Recruitment Current MLC/IHA Employee within Activity

Management Analyst, #118 . [X) 3 MLC/IHA 2 8 (B EIER)

(‘E‘fiﬁﬁﬂ&) 1 % Current MLC/IHA Employee in commuting distance
Acceptable trainee level (RARIRER T LVERR): 1-4 . ] BMLCIHAR X E(ZE A XKE)
Current MLC/IHA Employee Japan Wide
X EHR L] #ee®R LRZR [LEERER IV. [] 41#B Off Base Applicant
Administrative  Blue Collar Trade Security Medical
2.EBBX Activity
Naval Facilities Engineering Command Far East * Those who previously applied
Business Directorate for VA, FEC-BD2-005-15 need
Business Operations not to reapply.
Personnel Resources & Programs (BD2) %E'\T_UC)E?E Type of Employment
L1 IHA L1 HPT

= - -
Working Place: T -cho, Yokosuk:
B FEIH AT wor ing Place: Tomari-cho, Yokosuka |X| # B Permanent

3. B FEMERE Work Schedule (3B 40  BEREHI hrww)

£175 8 Work Days: Mon-Fri

#75EER - /KB Work Hours/Recess Period: 0800-1645/1200-1245

] % #h Night Shift X %% Overtime  [X] H3& Business Travel

] BB Limited Term (__» A Months)

6. B AZE Duties
See attached task list.

7.EREH  BiEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work OR completion
of 4-year college/university in a related field.

b. Knowledge of rules, regulations and procedures of Navy Personnel/Position Management and Personnel Actions for MLC
and USCS.

c. Skill in operating MS Office suite such as Microsoft Word, Excel, PowerPoint and Access.

d. Ability to analyze position management to determine procedures and recommend appropriate changes or corrective action
required.

e. Ability to speak, read and write English at advanced proficiency level. (LD-3)

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as
below.

1-4: a. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-year college/university
in any field.

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

B EE 1 English Language Proficiency : [ 75 L None [J#1#%& Basic |5 #& ntermediate [X| L #& Advanced [ J4FER D HE

Exceptional

B Educational Background : See blocks 7&8 | $a&F&F. 18 T 5 License/Certificate Required : 7/8 #5:H8 See blocks 7 & 8




BRI
8.42HtH 9 %+ M Application and Associated Documents Working
Condition

*[X] 22 /% i 55 AR Application for Vacancy Announcement

*[X] B PARS 7542 FE® Resume of Specialized Work Experience

*MDEEA L Complete * in [] BAEET Japanese [X] £F&T English [] £5 5 T% Either

X RiEFBRENEAXRBETEHHE L TWLSAIL. [HKICET SEREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] 5E#xfe 25 SEDE L Copy of Driver's License

[(11&TEE/SIBAZMDE L Copy of certificate

X EEBEDEEAZEIAT 5 HDDE L Certificate of English Proficiency (Copy)

X 82 AIF Z0hft L. EEOEESRS -FfT- KR F#E LV REMAER (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 BAREEUNDAIE. EEH— FRU/IRK— ~/EFED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEZEHFIEME Office to Submit

REHEE (B MLCIHARRER) LNABIEESE GEEXRER) TR, RESEREAENEVFET, LRV ERKYMZE
HHEEZOROR, EXARELTTSL, EHRMHUIALE, 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.

GEE) LREBE4ED “BEHHA" AR MLC/IHARXROADIGEE. NEGEE GEEXA) M oDOREEEE
BHELYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. REIGSEE (R MLC/IHAXR) RS KBERAREMBAAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ARIEEBEETRET 1 Fith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEERAEEMEMEFIIEZER 1. BRAZELRETROTORICATLCSERD EFCERHAE] NERE
LTHYFET. BAFHO0600HLY. FEHOBO00HETCINENDLEEZHDOIRENAARETT,

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. NBEEE (Ei%(E) RHE Off Base Applicants must submit to:
T238-0011 T238-0011

ARNNEEBABETRIER 1-6 FEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EFFEHEFFEERBEBAE XA (LMO/IAA)  Yokosuka Branch of LMO/IAA

ERE—(R Management #1 Section

EEEES Phone 046-828-6959

ST - ABE—SE. 0830-1730 K (AARDEBHZKR<), ERAFHZEFOIERIEIIELITERLELET I,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFEAEH For Official Use

TEAETRRIE Y Activity POC: BD2 FE (DSN) 243-6198/243-7462
] . . N HRO: (rcvd 6/5) kw
PD No.: FEC-BD2-003 PD is accurate and current. Certified by Activity: mya 6/5/15 6/5 (7/10) js 7/10

IEEEEZmZLTULWEWNMEE. BZORRIZEY £ A Incomplete applications will not be considered.
RESNEEZEAIIHIRL LEFHEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BLAIERE#IZDOLT

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

ES RETTEERS 10450,9397 ; R BAK - EANERORECET Hi%F (Tp1 5FEEEERHES)

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, HEORELEBRFEOEXRBEOXITEZEME LT, BARRELRT 54,

R ERIEIETFER. 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.
FIFABR: TEHMOERICLEL, B CEREGEANEREHIET 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.

1EHER: EAFROFREIERETTD. ERSNEREZRELGN ST-BE. TOROFHREDWIT, Eh. HAHULIHE
LRBEABYET,

Format Rev: 5-30-14

Task list for FEC-BD2-003, Management Analyst, #118-5

Assist in reviews and studies current/proposed organizational structures/functions, new position structures,
revised positions, and distribution of responsibilities for USCS and MLC positions. Assist in analyzing
and evaluating proposed changes in mission, operating procedures and delegations of authority to identify
the impact on existing positions and excess overlap of duties. Assist in preparing evaluation reports to
recommend appropriate changes or corrective action required. Maintains case files.

Assist in conducting audits to gather and analyze data, discussing problems with supervisors and
specialists to validate the need for positions and determines the most efficient position structure.

Assist in conducting Position Management reviews and analysis of various positions and/or personnel
actions to determine procedures and ceiling levels (both USCS and MLC) and insures that they are within
target position structures. Maintains records of ceiling allocation and provides data, comments and/or
recommendations on ceiling adjustments.

Prepares monthly reports of Manpower Requirement Listing, Personnel Action Monthly Report, Force
Distribution Report, On-board Data for comptroller and NAVCOMPT and prepares the list of MLC
employees eligible for special separation by categories quarterly.

Receives, controls, monitors and reviews all MLC personnel actions generated through the command for
proper format in accordance with procedures prescribed by HRO. Provides assistance to other
departments’ clerical staff in the proper preparation and prescribed format of personnel actions.

Performs other related and incidental duties as assigned.
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