LES : FEC-EV-003-16

BMAREBZEER e

Closing Date
VACANCY ANNOUNCEMENT #478:
Date of Issue 8Mar 16
1.E3E R Job title (&% Grade_6 /FEFHEHK LD_3 ) H&E A | AFEEBH Area of Consideration
No. of I. X I8 MLC/IHA #£ % 8 (BRFX M)

Recruitment Current MLC/IHA Employee within Activity

Program Analyst, #166 1 B9 3 MLC/IIA 63 B (B $1 )

(ﬁ@ﬁ*ﬁ'ﬁ) 1 % Current MLC/IHA Employee in commuting distance
Acceptable trainee level (FRFAATRER E LVE#R): 1-5 I11. D B2 MLCAHARERB (245 B K F)
Current MLC/IHA Employee Japan Wide
" .
Administrative  Blue Collar Trade Security Medical

2. EBBX Activity
Naval Facilities Engineering Command Far East

Operations Officer 5. A DFEEE Type of Employment
Environmental BL X MLC
Env Resources & Assessment L11HA L] HPT

X & F Permanent

_ %€ Limited Term Months
B #5IBE AT Working Place: Tomari-cho , Yokosuka LIRE (»A )

3. B FEBER Work Schedule (3B_ 40  BFREHI hrww)

&7 B Work Days: Mon-Fri

EhFSRERS - /KER Work Hours: 0800—1645/Recess Period: 1200-1245
L] % &) Night Shift X 7% Overtime X] Hi3k Business Travel

6.0 #MZ Duties
See Attached.

7.EBEH. BAEEH Qualification/Physical Requirements

a. One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work, OR master’s
degree in a related field.

b. Must have GOJ ordinary vehicle driver’s license (AT limited is acceptable).

c¢. Knowledge of Navy Appropriated Funds accounts in terms of financial management and/or budget execution concept, principles
and regulations.

d. Skill in operating computer with applications such as Microsoft Word, Excel, and Power Point, etc. to prepare graphs, charts,
flow charts and other visual graphics for presentations.

e. Skill in applying research, analytical and evaluative tools, methods, and techniques to determine the most efficient and effective
procedures.

f. Ability to prepare, develop and maintain budget/financial records and reports.

g. Ability to conduct business case analysis by researching and analyzing available data records.

h. 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.

1-5: 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.

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

BEEE N English Language Proficiency :  [_|WAE % L None [ #I#& Basic [ #& Intermediate [X]_E#& Advanced [ J4FEXDEE S

Exceptional

2 Educational Background : See blocks 7 & 8 | $aEF&F. 48 T 5l License/Certificate Required : 7/8 #§5: 88 See blocks 7 & 8




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

*X] 22 % i35 F#R Application for Vacancy Announcement

*[X] PR #EEEE Resume of Specialized Work Experience

*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 5 T4 Either

X REFENEBRBETHELTLDAE. [HRCEATIERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X BABRETOEEESHFEEGZRHIDEL (ATBER) Copy of GOJ Ordinary Driver's License
(AT limited is acceptable)

[ & TEESIBAZ D E L Copy of Certificate

X EEDOREANFEAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 HUIFZ L. WEEDEESRS FAT- KA ZE UV IR{EAHE (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 BREEZUNDAIE. EBEH— FRU/NRKR— ~EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EHEERHS%E Office to Submit

RNEBGEE (B MLC/IHARRR) LNBIEEE GEEXR) TR, REEERHENSEVEY., LELXERNYE
PHEBADOENG., FXRHLTTSL., BRMHBUBAZE, 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.

GCEE) LREEE4BD “‘BEHEA" KB MLCIHARERBEDADIZEE . NEBEESE GEEXRA) hoOLEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABIEHEE (B MLC/IIHAGERR) RHE CREERAREMBARAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE||E#BAE A 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KBEEAEEMEMEFAIEBT 1. BAAZELBERTROTOERICASSSERD EFECEIREE] VRE
LTHYFET, EAFHIO600FLY., FEOO600KETIDHADCEEHDIREMNAIETT,

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. NEBREE EREER) RHEE Off Base Applicants must submit to:
T238-0011 T238-0011

ME)NEEABETRIER 1-6 FEEL 4R Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EBEEFBHEFTHEEEREEAEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(& Management #1 Section

TEEEZES Phone 046-828-6959

ZATREME - AIE—&BE, 0830-1730 s (HANEB /K<), ERFHFOCERIICHHITEBLEHETEL,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EFEANEH For Official Use

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

HRO: (rcvd: 3/3) js

PD No.: FEC-EV4-001 PD is accurate and current. Certified by Activity: kn 3/3/2016 3/3 kw 3/7

SHEEEZHREZ L TWEWMEE EEORRICHEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMHEIEHIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT B AEREEI=DLVT

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

R RETEER S 10450,9397 ; RU BAE - EABHBROREICET 5iEF (FR1 SEEFEFER+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.

FE: AEOLRS, B2, MEORELEAREOEZOXTEENE LT, BARRERERT 54,

R ERIEIETFER. L LJFETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FRABEM: TEMOZERICLER., RFCTE#GEANGREZHET 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.

1EHREFR: EANERORRIIEETT M., ERSNBEREZIRE LG STEE. TORODFHREDHIT. Bh., HDHULTHER
LEBEABYET,

Format Rev: 5-30-14

Program Analyst, #166-6

Under the general supervision guidance of the NAVFAC FE Environmental Business Line Coordinator (EV BLC), the incumbent
acts as a senior staff analyst and advisor on Environmental programs specified in paragraph 1 below. Performs major duties either
independently or by leading team members in EV and/or counterparts in Business Lines/departments/codes in NAVFAC FE, CNFJ
and Installations in the Region, as follows:

1. Ildentifies/analyzes resource requirements and monitors financial execution of the following environmental management
programs: (25%)

Environmental Compliance (EV1)

Natural and Cultural Resources (EV2)

Resources and Assessments (EV4)

Environmental Laboratory and Services (EV8)

Hazardous Waste (HW)

Pollution Prevention (PP)

2. For Environmental Program management at the region headquarters level, designs/develops criteria and methodology for
programming of resource requirements and reporting of resource requirements and operating status. The criteria are for formulation
of budget estimates; execution of approved budget; evaluation of program effectiveness; planning of future operations; and review of
operation progress and trends. Acts as EVBL purchase card holder and training coordinator. (30%)

3. For the programs in paragraph 1, as a senior analyst & advisor assists EV BLC in:

a. Promulgating program and financial policy and direction to PWD’s in concert with CNI, CNRJ, and USFJ policies (5%);

b. Conducting data calls such as Program Objective Memorandum (POM), Program Review (PR), Performance Data Call, and other
formal data calls from higher authorities, reviews and analyzes the data received, and compiles them to final packages for submission
(5%);

¢. Leading Capability-Based Budget (CBB) formulation and Current Year Budget execution to design/develop resource allocation
plan to installations for each program (5%); and

d. Monitoring program execution, reviewing requests for allocation of/change in resources/funds, and making recommendations
concerning approval/disapproval or other appropriate measures to optimize resources for effective and efficient execution as well as
to meet program objective. (5%)

4. As asenior analyst and advisor for the aforementioned programs, reviews reports and statistics regarding program execution and
performance and checks regulations and policies amended/newly issued on a regular basis to provide advice and guidance to
counterparts at installations and/or personnel at operation level in the programs in terms of reporting procedures/methodology
enhanced in accuracy, timeliness and efficiency, understanding goals and objectives of the programs, and implementation of new
regulatory/policy requirements. (25%)

Performs other incidental and/or related duties as assigned.
License requirement:

Employee must have valid Government of Japan (GOJ) ordinary vehicle driver’s license (AT limited is acceptable) to operate vehicle
and conduct field investigations and meet customers on site during project development.




