BMAREMZERILR

VACANCY ANNOUNCEMENT

LBRES :

Announcement No.

FEC-FM-003-16

BSeHrLIA:

Closing Date 10 Mar 16

#178:
Date of Issue 19Feb 16

1.BEFE 4 Job title (%4 Grade_4 /FE¥FEMLD_2 )

Administrative Specialist, #9

SEAH
No. of
Recruitment

4. B F0BH Area of Consideration
I. X 3 MLC/IHA 5% B (ERB )

Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA E £ 8 (B EEB W)

(%IE@F% Hgk) 1 % Current MLC/IHA Employee in commuting distance
Acceptable trainee level ((RARHER T LVER): N/A . X I MLCIHAREE(2ER XE)
Current MLC/IHA Employee Japan Wide
X EH% L] #ee® LI REZ®R L E=&E®R IV. [X] 41#B Off Base Applicant
Administrative  Blue Collar Trade Security Medical
2.EBEX Activity
Naval Facilities Engineering Command Far East
Financial Management (FM) 5.JE FADIEEE Type of Employment
ENFEIBAR Working Place: 1A i3BET. Tomari-cho, Yokosuka % m;c C1HPT
3. ENFE RS work Schedule (E_40 FFEREIHI hraw) |X| & F3 Permanent
#1758 Work Days: Mon-Fri (] BRZE Limited Term (__» A Months)
£) 7SR - /KER Work Hours/Recess Period: 0800-1645/1200-1245
(] % &) Night Shift X %% Overtime  [X] i3k Business Travel
6.t FE A Duties
See attached sheet.

7.8 EH  BiEEH Qualification/Physical Requirements

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

field.
b. Must have GOJ ordinary driver’s license. (A/T limited is acceptable)

¢. Knowledge of policies, regulations and procedures governing administrative phases of MLC/USCS personnel functions, Navy

correspondence, budget and supply.

d. Skill in operating office automation hardware and software such as Microsoft Office suit (Word, Excel, Access and PowerPoint).
e. Ability to speak, read and write English at average proficiency level. (LD 2)
f. Ability to translate documents including technical environmental/scientific terms from Japanese to English and vice versa.

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

HEEH English Language Proficiency :

LI ZE % L None [ #0#%k Basic XA #K Intermediate [_]-E#& Advanced [ 45FEX D EE

Exceptional

=2 Educational Background : 7/8 5 B8 See
blocks 7 & 8

% E5FEE. /& T & License/Certificate Required : 7/8 ¥§5 B8 See blocks 7 & 8

8.42HtH 9 % ¥ M Application and Associated Documents

B HIK iR
Working
Condition

*[X] 22 R I35 F#E Application for Vacancy Announcement
*[X] B PABS 7542 FE 2 Resume of Specialized Work Experience

*MDEEA L Complete * in [] BAEET Japanese [X] £F& T English [] £5 5 T% Either
THEIZBEY 5 BRI
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X BABRFRTOEEEHEERIF(ATRER) Copy of GOJ ordinary driver’s license (AT limited is

X RIEBRENEBRBETHHLTLIHIE.

acceptable.)
(11&TEE/SEBAZMDE L Copy of Certificate

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

X 82 A FZREF L. IEEEDEERS /- KR 2\ =REAFE (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 BAEEUND AL, EBH— FRU/SRKR— MEIED 2 E— For non-Japanese citizen applicant,

copy of Residence Card and Passport/Visa Copy




9. WEEFEIEHL Office to Submit

RELEE (B MLC/IHARRR) ENEBEHESE (FHEXR) TR, SESERHENBEVEY, LEXERNYE
HEBZADOE MR, FERHLTTSL, BEMUIBLE. 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.

C¥®) LRREB4ED “SREF" HE MLC/IHARERDHDBE, SHEBEEE GEERR) M oORFEHR
WMMEBYFETOTITEETELY, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABIEEE (B MLC/IHAfE¥8) RIHE KBERREEMBAXANERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
M) EHEBEE AR 1 i 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#8/Extension 243-8152

KEEERAEEMEMEFIIEZEMR 1. BRAZELRETROTORICATLCSERD EFECERHEAE] NERE
LTHYET., EAFHI06 00 LY. FEXO0600BETCIDHE~DICEEHDIRENTEETT,

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

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

EEFE—R Management #1 Section

BEEE = Phone 046-828-6959

2R - AIE—EBE. 0830-1730 K (AADERZEMKR<). ERZFHFOCEREILLIIEEVELET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. ZEFENELR For Official Use

TEAETRIRIE Y Activity POC: NAVFAC FE, BD2 E E (DSN) 243-7462/243-6198

HRO: (rcvd: 2/17) js

PD No.: FEC-FM-003 PD is accurate and current. Certified by Activity: mya 2/17/2016 2/17 kw 2/17

SHEEEZHREZ L TVEWMEE EEORRICHEY FH A, Incomplete applications will not be considered.
RHESNFEIEEEMEITHIRL LEEF A Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BEAfEREEIZDOLNT

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

ES RETTEER S 10450,9397 ; R BAK - EANERORECET SR (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.

TEH: ABDES, B2, UEORELEBREOEBOZXITEZENE LT, BEABRERET 54,

FED  RRIEIBEFENX. L LFEAITHEICZRESNET,

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: TEMOERICDLER., S TEERGENBREZHERT 55,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1FHFR: EANFROFRIERTT A, ERINEREREL G ST-HE. TORDODFHRZOWHIT. Bh, HDHUEIHE
ERBENHYET,

Format Rev: 5-30-14




Administrative Specialist, #9-4

1. As a staff assistant to the Financial Management Dept., controls administrative functions of the Dept.
Performs analysis of departmental administrative processes and procedures and recommends changes or
revisions as necessary. Coordinates implementation and evaluation of approved changes and monitors
compliance in conjunction with Division Heads. Evaluates one time administrative requirements placed
on the Department from outside organizations, develops plan for departmental response, coordinates the
gathering, analysis and consolidation of required information from the divisions. Interprets requirements
and establishes standard operating procedures on administrative matters for internal divisions to follow.

2. Acts as departmental training coordinator. Reviews training needs for MLC employees and prepares
required training requests and reports. Routinely inspects the Financial Management Dept.’s office
spaces for safety or energy conservation discrepancies. Reports discrepancies, analyzes, requests, and
coordinates the accomplishment of corrective actions. Acts as Departmental personnel coordinator.
Initiates personnel actions after coordinating requirements as necessary with the cognizant supervisor,
Management Services Dept. or HRO.

3. Drafts internal and external correspondence on administrative matters of the Financial Management
Dept. for signature of the department head. Reviews and ensures that all replies to internal and external
issues are completed on time by each division head. Analyzed supply requirements, collects division
requests, prepares purchase documents for supplies and services, keeps open order files. Maintains
departmental files to include general correspondence, manuals, instructions/notices.

4. Performs other related or incidental duties as assigned.

* Must be proficient in English and have an ordinary vehicle license (Automatic Transmission limited is
acceptable) to submit documents and pick up supply to/from other facilities.
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