BWAREMZ LR

VACANCY ANNOUNCEMENT

LHRES :

Announcement No.

FEC-FM-007-16L

28 Sep 16

fosing DEt; 1st Cut-off: 17 Aug 16
2nd Cut-off: 7 Sep 16
#178:

Date of Issue 28 Jul 16

L YN
No. of
Recruitment

1%

1I84, BE, $55 % Job title, Job No., & Basic Wage Table (BWT):

Accounting Technician, #8,
BWT-1
SEHRMTE)
BZEMHBFEE /M) Target Grade & Language Proficiency Level (LPL):
%1k Grade-5, FBFHEN#R LPL-3

RAMTMEERE LVFRFBEEE 14X Acceptable Trainee level:
% #k Grade-4, EEFREH#K LPL-2

X £#%BWT-1) [ HEERBWT-2)

Administrative Blue Collar Trade

O] #R%ZBWT-3) [] EER(BWT-5,6)
Security Medical

4. B EEEBH Area of Consideration
I. X IR MLC/IHA #£ % & (BRFXA)
1. X] 3 MLC/IHA it 2 B GEENEN)

Current MLC/IHA Employee in commuting distance

. X WRMLCIHAREXB(ETE B KE)
Current MLC/IHA Employee Japan Wide

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

2. EBEX Activity

Naval Facilities Engineering Command Far East
Financial Management (FM)

Accounting (FM1)

Reimbursable Accounting (FM15)

BN P Working Place: #5283 3887, Tomari-cho Yokosuka

3. EhFERERE work Schedule (3840 BEREHI hrww)

£/ B Work Days: Monday thru Friday, B B-£H

75BER - /KEE Work Hours/Recess Period: 0800-1645/1200-1245

] % #h Night Shift X 5% % Overtime  [X] tH3k Business Travel

5.JE A DFELE Type of Employment
X MLC
[ ]11HA

X ‘& F Permanent
] R Limited Term (__» B Months)

CIHPT

6.J AR Duties
See attached sheet.

457 BRI Outstanding Working Condition, if any.
N/A

7.EBE S B&EH Qualification/Physical Requirements

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

#HLIEISTRESNEBFRABLANIVICHE T HRE

EEFRAVDBELLBYET,

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.
. Knowledge of methods and procedure used in the double entry bookkeeping.

. Ability to provide adequate customer services.
. Ability to communicate with local vendors in Japanese language.

«Q = D® O O T

. Knowledge of current DoD and NAVCOMPT directives pertaining to funds administration.
. Skill in operating personal computer such as Microsoft Office, especially Excel with advanced knowledge.
. Ability to analyze and maintain accounting transactions to administer and control customers funding.

* An applicant who does not fully meet the qualification requirement stated above may be considered at 1-4 level as below:
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.




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”
FREEKFTUTOURLELYADO—RKRTEET, Theabove forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN Forms.html
(] 5B#xse 3D E L Copy of Driver's License
L1 TEE~sEBAEDE L Copy of Certificate
X HEDEENZIIHT 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHIMAIIHEL LTZHFTES,
CGRIATEMEEE L ALCPT 3 7]) ZOHMOFAE., RURERNEATIECREFIFALLGYET., KELHESE
E95H L LEMAZEORENVBETY,
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 2AUF A L. EHEEOEEES FfT K& ZE LV RIEAHE (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 BREZLUNDAIL, EBH—F (@@E) RU/SREKE— kO 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. EESEIEME Office to Submit

RBLEE EMLCIHAREER) LNBEE GEEXRA) TR, REERREAN’ENVEYT, LRVERHYZSMWE
ZDENME, BEARHLTT SV, FEFUBELHE, 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 “SRHA" AE MLC/IHAKERDADES., NEBIEEE (EEXR) M oDEEEHIIEMNE
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 MLCIHARRRA) RHE CRBEMAREMBERAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
AT EREBEETAET 1 Bith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEHRAREMEMEFNERR 1. BAANZEELHRIETHROTOEICABEEERD EECFIREFAE] NR/ELT
HUYET., BHFRIOB600LY. FEX0600BETCINHADELEEZHORENTEETT,

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. SEEE GEREXR) REL: Off Base Applicants must submit to:
T238-0011 T238-0011

M) BHEBEEHAHIESE 1-6 FEEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEFBEFFEERBEBEE R (LMO/IAA)  Yokosuka Branch of LMO/IAA

EBE—R Management #1 Section

EEEE S Phone 046-828-6959
SATHEME - ABE-£HE. 0830-1730FF (HADRB K<), ERFHFOIEREIboIIEEVEHE TS,  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

SEEBRIE L Activity POC: NAVFAC FE, BD2 %% (DSN) 243-6198

HRO: (revd: 7/22) js

PD No.: FEC-FM15-004 PD is accurate and current. Certified by Activity: kn 7/14/2016 7125 kw 7/25



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

EEEZFHIZLTLWENMESE EBEZDORRIZHEY EFH A, Incomplete applications will not be considered.
RESN-REEHEEIHRL LELEA, Submitted applications will not be returned.

BETLELINDIEEEAR (LPL) LARLEFTREEIETEL,
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 JokR
MM Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
FeBrDRE ) BT 5
79’ = Fluent Ef°ﬁ°iency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870~ Pre-1st
WH X IR EEST D
2- Average proficiency 550 ~ 729 75~89 460 ~ 549 140~ 209 50~79 560 ~ 869 2nd
SEHIRIRE N BT D
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 | 35~ 399 40~ 64 NA NA NA NA 3rd
(M 18%) le/NRDOREN 2T 5
0 - No language proficiency
FETHE N E BRI

PRIVACY ACT STATEMENT fEAIESRIEEICDLNT

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

R REITEER S 10450,9397 ; R U BEE - EABHROREICET 5% (FR1 SEEFER+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.

FEHI: AEOLRS, B2, MEORELEAREOEZOXITEEHNE LT, BABRERHET 54,

FED 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.
FIRER: TEMOERICLER, S TERGENBREZHERT 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.

TFEHFR EAFEROFRIIERTTA. BREINFEREZIRELGH STIHGE. TORDFHREDUIT. Eh. HDUIEHE
ERBEABYET,

Format Rev: 3-8-16




TASK LIST
Accounting Technician, #8, MLC1-5

1. Receives and audits all incoming funding documents for completeness and accuracy of accounting data, such as
appropriation and subhead, expenditure account, allotment or project order number, job order number, the authorized amount
matched to P&E cost estimates, completion date, and the type of request. Classifies funding documents as to recurring or
specific, progress billing, partial payment or others, and fixed price or cost reimbursable, in accordance with prescribed
governing directives. Assigns job orders when required. Upon notification of job order completion/cancellation, inputs job
order status changes to the computer for final billing. Upon final billing or cancellation, notifies customers by correspondence
of the availability of funds for recapture. Prepares computer data sheets to transmit funds/job order data for machine
processing to setup valid accounts in the funds/job order master files forming the basic funding/job order data bank essential
for NAVFAC FE DWAS cost reporting system. Assures all data are accurately coded into the computer data processing
system daily to prevent unnecessary remedial actions by other departments due to rejections of material and/or labor charges.
Reconciles daily computer printouts with copy of input data and corrects errors when necessary.

2. Upon request from other departments or contracting office, reviews for availability of customer funds and issues Request
for Contractual Procurement (NAVCOMPT Form 2276) to the contracting office. Cites accounting data chargeable including
the proper customer job order, cost work center, the subsidiary ledger account and determines the applicability of
administrative charges (SIOH). Prepares Work Requests (NAVCOMPT Form 2275) to other activities for services not
available at NAVFAC FE upon request by other departments.

3. Reviews billable accounts for apparent errors. Submits a “hot bill” transmittal to data processing when an account is
determined to be unbillable because of some discrepancy. Follow through to correct errors for the next billing cycle. Prepares
Voucher for Transfers Between Appropriations and/or Funds (NAVCOMPT Form 2277) by assigning Disbursing Voucher
(DOV) numbers and date paid, attaching supporting documents and forwarding to the FAADCPAC San Diego for payment.
Verifies and researches billed cost incurred on queries from customers and in-house departments. Investigates and follows up
on accounts that are over 60 days delinquent. Prepares Cash Receipt transmittals to the computer system to produce
mechanized Cash Receipts and Outstanding Accounts Receivable Registers. Double-entry bookkeeping principles and
practices are applied to assure that correct amounts and proper General Ledger Accounts are debited and credited. Accounts
affected are Cash, Accounts Receivable-Government, Accounts receivable-Other, Progress Payments Work-in-Process, and
Advances (deposits) for customers. Reconciles the Advances from customers Account of the General Ledger Accounts
monthly with subsidiary records. Sends weekly/monthly funds status reports to customers and contacts customers for
additional funds when necessary.

4. Performs other related or incidental duties as assigned.



