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Date of Issue ec15
115384 Job title (%#% Grade_5 /FEFEMH LD_3 ) SEAH | A EEH B Area of Consideration
e P bttt
urren mpiloyee within Activi
Program Analyst, #341 1. [ 3 MLC/IHA 5 3 & (& $1E1P9)
(T E2 AR 1 & Current MLC/IHA Employee in commuting distance
Acceptable trainee level ((RATEER E WLVERR): 14 .15 MLC/IHA&E%E(%EE.*E)
Current MLC/IHA Employee Japan Wide
S [ &8 (] RR% E&Z IV. [] 4+&B Off Base Applicant
Administrative  Blue Collar Trade Security Medical
2. EBEX Activity
Naval Facilities Engineering Command, Far East
PWD Yokosuka, %EFH@E%H Type of Employment
isiti MLC
Fac Eng and Acquisition Group(PRY?2) 5 1A e
EhFEIB AT Working Place: Tomari-cho, Yokosuka #7878 i sElT X %A P?rmanent
3. BhFE0ERE Work Schedule (3840 BFREIHI hrww) [J BR%E Limited Term (__» A Months)
£)75 8 Work Days: Mon-Fri
ENFEEERT - {KER Work Hours/Recess Period: 0800-1645/1200-1245
] & &) Night Shift X %% % Overtime  [] H3& Business Travel

6. FEMN A 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.

Must have GOJ Ordinary Vehicle Driver’s License (AT limited is acceptable).

Knowledge of NAVFAC FE operation, production organization and shop function.

Knowledge of contract process including but not limited to: funding procedure, and contract award/modification procedures.
Skill in operating personal computer such as Microsoft Word, Excel, PowerPoint and Access.

Skill in operating MAXIMO, eProject, to develop and maintain data for all specific work order.

Ability to develop various correspondence and reports.

Ability to analyze/evaluate project workload, performance, methods to identify problematical areas.

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

mSe@ o aooT

* 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

b. Must have GOJ Ordinary Vehicle Driver’s License (AT limited is acceptable).

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

BLEEH English Language Proficiency : [ WAL L None [#)#& Basic []H#& iIntermediate [X] £ #& Advanced [|45$EXDAE

Exceptional

= Educational Background : N/A | $a875E 18 T 5 License/Certificate Required : 7/8 #§5 B8 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 PR FE#EEE Resume of Specialized Work Experience

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

X REBEENEBXBETHHELTVWSIAEZE. BERICEATIERZE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

X BABRFSTOEESEBE % (AT BETR) Copy of GOJ Ordinary Vehicle Driver’s License (AT
limited is acceptable.)

L1 1&TEE/SEBAZDE L Copy of Certificate
X EBORENZFIAT 5L DDE L Certificate of English Proficiency (Copy)

X 2AMF£MMAL. CEEOBERES i KL ZE - REAHE (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 BREFEUNOAIE. EBH— FRUV/RRR— k/ZEFED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEEHFIEME Office to Submit

RNELEE (B MLC/IHARRR) LNEBEHESE (EHEXR) TR, SHESERHENMEBVEY, LEXLEREHYZE
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) LRREBE4ED “BEHHA" AR MLC/IHAREXROADIGZE. NEGEE GEEXA) 1A oOREEHEI
BHELYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ARMIEESE (R MLC/IHAHERR) REE CREERARERB R AERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T238-0001
ME)|EHEBEE ™A 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

KEEERAEEMEMEFIEZER 1. BRAZELBRE T ROTORICATLCSERD EFCERHEAE] NERE
LTHYET. BEAFRI06 00 LY. FEXO0600BETCINDHENDICEEHDIRENTEETT,

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

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

EEE—R Management #1 Section

BEEE S Phone 046-828-6959

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

10. ZEFEMELR For Official Use

LEAETIRIE Y Activity POC: BD2 EE (DSN) 243-7073
_ . . S HRO: (rcvd: 12/4) js
PD No.: FEC-PRY2-003 PD is accurate and current. Certified by Activity: Hi 12/7 kw 12/7

IEEEEZHZLTULWEWNMEE. BEZORRIZHEY £ A Incomplete applications will not be considered.
RESNEEEHAIHRL LEFEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BLAIEHR{E#IZDOLT

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

ES RETTEER S 10450,9397 ; R BAGK - EANERORECET HiEF (Tp1 5FEEEER+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.

FEWM: ABDEM. B2, MEORELEBRFEOEBEOXTEZEME LT, BEARREELRKT 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.
FIABR: TEMOERITRELR. B CERGENEBREHTT 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.

1BHER: EANFROFRIERETTD. BERSNEREZRELGE, ST-1HE. ZOROFHREDHIT, Bh. HAHUIHE
LRBEABYET,

Format Rev: 5-30-14

Program Analyst
MLC1-5, #0341

This position is located at the Public Works Department Yokosuka, Facilities Engineering and
Acquisition Division. The Facilities Engineering and Acquisition Division (FEAD) provides construction
project management, facilities support, engineering, and contractual procurement services for Navy,
Marine Corps and other governmental agencies and non-appropriated fund activities in Japan. The
incumbent serves as Program Analyst with responsibility for acting as primary coordinator of all contract
data management, administration, and workload analysis functions for the FEAD. Uses technical
knowledge and automated tools to compile and analyze execution metrics, data calls, and contractor
performance information. Reports directly to the Facilities Engineering and Acquisition Officer.

A. CONTRACT DATA ANAYSIS AND MANAGEMENT

1. Evaluates and analyzes data in workload projection reports, work progress reports, work performance
reports and work metric reports to identify problematical area of operations. Those reports cover
construction, repair, maintenance, engineering and design services encompassing all engineering
disciplines including civil, electrical architectural, mechanical, structural, fire protection, environmental
and sanitation. Reviews construction contracting regulatory and policy issuance, previous operating
reports, standards of satisfactory performance and other references, standards of satisfactory performance
and other references and advises Facilities Engineering and Acquisition Officer concerning methods for
deriving and presenting information to more effectively portray status of projects, accomplishment of
programmed objectives and requirements for continuing operations.

2. Provides the initial and Resource Allocation Program (RAP) Change 1, FEAD Work-in-Place (WIP)
and Facilities Services in Place (FIP) workload projections using the NAVFAC PAC two-step projection
spreadsheet. Works with the Facilities Engineering and Acquisition Officer, the Supervisory Contract
Specialist, Project Management and Engineering Branch Head, Facilities Support Contracts Manager, the
NAVFAC Far East Construction Director (CI5) and Facilities Management and Facilities Services
(FMFES) Product Line Coordinator (PW?2) to refine and update the projections for the monthly Command
Execution Brief. Tracks all FEAD construction metrics, provides periodic reports to the Facilities
Engineering and Acquisition Officer, and is the primary point of contact for performance metrics-related
data calls.




3. Maintains the office project design and construction tracker. For contracts in progress, reviews contract
status and reports on progress through internal and external automated contract status reporting systems.
Ensures relevant and required project information is kept current in applicable NAVFAC/DON/DOD
automated project tracking and data systems. Works with various staff members within the FEAD and
the NAVFAC Far East Integrated Product Team (IPT) to ensure each pending and active project is
entered and updated.

4. Serves as primary coordinator and Focal Point User for automated Federal contractor performance
evaluation systems; including Contractor Performance Assessment Reporting System (CPARS),
Architect-Engineer Contract Administration Support System (ACASS), and the Construction Contractor
Administration Support System (CCASS). Updates contractor and contract information in these systems
on a recurring basis. Coordinates with Project Managers and Facilities Support Contracts Manager to
ensure contractor evaluations are completed in a timely manner.

5. Researches contract files, as necessary, to compile and gather background information on completed or
ongoing contracts.

B. OFFICE ADMINISTRATION

1. Assists the Project Managers and Contract Specialist by performing the following tasks: reviews
contractor’s invoices (NAVFAC 7300/41) and contractor release (NAVFAC 4330/7) for adequacy,
verifying general descriptions and the amounts indicated; calculates the amounts of work completed based
on work progress percentages, and determines recommended amounts of invoices, referring to contract
payment procedures and precedents; coordinates approval/signature with the Project Manager and
prepares voucher for DFAS (SF1034); and calculates the payable amount to dollar value using budget rate
or current depending on the fund source. In case of funds shortage, forwards invoice package to Project
Manager for appropriate action Maintains liaison and coordinates problems and issues concerning
contractor payments with paying agency, DFAS Yokota AFB.

2. Serves as the focal point and repository for all work received in the FEAD. Forwards new work
requests to various FEAD Branch Heads for action. Utilizes MAXIMO, e-mail, and other automated
systems in performing these duties.

3. Upon absence of Administrative Specialist, assumes responsibility administrative operations of the
FEAD, such as personnel actions and MLC timecards, incoming and outgoing correspondence
distribution, office budgeting, ordering of supplies, and maintaining contract files.

C. OTHER ASSIGNED DUTIES

1. Ensures applicable NAVFAC policies, procedures, and directives are followed for all assigned projects.

2. Performs other related or incidental duties as assigned.

Attends conferences/training courses scheduled in CONUS/OCONUS. Visits work sites to perform
above tasks using government vehicles.
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