2 2 . FEC-PRY4-001-
REERMZFILHR poneeaman o 15(A)
VACANCY ANNOUNCEMENT BRmR 11 Mar 15

-Amendment dated 19 Feb 15- _
1. Added working place in column 2. RATH: 19Feb 15
2. Driver’s license is not required as shown in column 8. Date of Issue
1EEFE4 Job title (Z#k Grade 4 /EBFEHLD_2 ) BEAH | 4 EEEH Area of Consideration
No. of I. X3 MLC/IHA (8 (ERBxI)

Recruitment | o rent MLC/IHA Employee within Activity

Administrative Specialist, #9 1. 3 B MLC/IHA 4 % B (B EHEm)

"E”'EEEFEIH Current MLC/IHA Employee in commuting distance
18 |11 X BMLCIHAREE(2E A X E)
R EA [ sEe®R O®&z%x [OEER Current MLC/IHA Employee Japan Wide
Administrative Blue Collar Trade Security Medical IV. [X] 4+ &8 Off Base Applicant
2. EBRX Activity
Naval Facilities Engineering Command Far East *Those who previously applied for
PWD Yokosuka FEC-PRY4-001-15 need not reapply.

Environmental Division (PRY4)

5. A DFELE Type of Employment

) #3B PR Working Place: #%7A% Hi#T. Tomari-cho, Yokosuka X MLC

3. ENFERF R Work Schedule (B_40  BFREIHI hrww ) ] IHA [ 1HPT
£)75 8 Work Days: Mon - Fri X & F Permanent

75HER - /KB Work Hours/Recess Period: 0800 - 1645 / 1200-1245 ] BR3E Limited Term (__» A Months )

] & &h Night Shift X B % Overtime  [X] H43E Business Travel

6. B FENZ Duties
See attached.

78BS &H Qualification/Physical Requirements

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

b. Knowledge of policies, regulations and procedures governing administrative phases of MLC/USCS personnel functions, Navy
correspondence, budget and supply.

c. Skill in operating office automation hardware and software such as Microsoft Office suit (Word, Excel, Access and PowerPoint).
d. Ability to speak, read and write English at average proficiency level (LD 2).

e. 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.

BEEH English Language Proficiency : [ WAL L None [ #)#& Basic DI H#& Intermediate [ | £ #& Advanced [|45EXDAE

Exceptional
=2 B Educational Background : N/A | $2 5 5E. 16 T 5F License/Certificate Required : 7/8 #5:B8 See blocks 7 & 8
KR
8.12H9 %+ M Application and Associated Documents Working
Condition

*X] 22 IS5 AR Application for Vacancy Announcement

*X] & PR #EFE® Resume of Specialized Work Experience

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

X RiEBENEBXRBEETHHE L TWDAIK. [HKICET ERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
[ Z#xtezFSIDE L Copy of Driver's License

(11&TEE/SEBAZMDE L Copy of Certificate

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

X 82 AtIF Zhft L. EEHEDOEESRS -FfT- KL FE 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 BAEEUND AL, EBH— FRU/SRKR— MEIED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




9. EEFEIERHSL Office to Submit

RELEE (B MLC/IHARRR) LNEBEHESE (FHXR) TR, SESERHENBVEY, LEXLEREHYE
HEBZADOE MR, FERHLTTSL,. BEMIBLE. 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¥®) LRREB4EFD “SREF" HE MLC/IHARERDHDBE, SHEBEEE EERR) 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/IHA#E¥E8) RIHE KBERREEMBAXAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
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

KEEERAEEMEMEFIIEZER 1. BRAZELRETROTORICATLCSERD EFCHERHEAE] NERE
LTHYET., EAFHI06 00 LY. FEXO600BETCINDHEDICEEHDIRENTEETT,

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 (1* 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

EEE—& Management #1 Section

BEEE S Phone 046-828-6959

ZATREME - AIE—&BE. 0830-1730 K (AADERZEMKR<). ERZFHFOCEREILLIIEHEVELET 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

FLAEITRE Y Activity POC : EE (DSN)
HRO: (rcvd 2/17)
PD No.: FEC-PRY4-002 PD is accurate and current. Certified by Activity: jt 2/17/15 kw 2/17 (2/19) hh
2/19

IEEEEZmZLTULWEWNMEE. BZORRIZEY £ A Incomplete applications will not be considered.
RESNGEEEIEHIRL LEHEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BLAIER{E#IZDOLT

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

EE RETTEERS 10450,9397 ; R U BAK - EANFRORECET H%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.

FE: AEDLRR., T2, BEOCRELEAXREOEEOZTEEME LT, BAEREZRET 54,

IR 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.
FABEM: FEMOERILER., B CTERCENEREZHESRT 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.

1EHER: EAFROFREIERETTD. ERSNEREZRELGN ST-BE. TOROFHREDHIT, Eh. HAHULIIHE
LRBEABHYET,

Format Rev: 5-30-14




Task list for Administrative Specialist, #9, Grade 4

1. Prepares memos, letters, instructions, and other correspondence IAW SECNAVINST 5216.5D. Prepares and
processes all administrative matters for assigned personnel including leave requests, time cards, monthly reports,
award nominations, disciplinary actions, and similar documents. Maintains files for all programs in accordance with
the SECNAVINST 5210.1D. (35%)

2. Maintains a technical Library of environmental regulations, publications, reference books, environmental
studies, plans, training materials, etc. (5%)

3. Prepares Scopes of Work (SOW) for environmental services under GSA contracts. Prepares documentation for
waste disposal and other contracts. Maintains orderly documents related to contracts and waste disposal. (5%)

4. Enters data into, and maintains up to date records, in the Environmental Program Requirements (EPR) Web
database. Coordinates with the Environmental Business Line Manager, supervisor, and Environmental Division
Branch Chiefs as necessary to obtain required database information. (25%)

5. Maintains budget records sufficient to balance the budget by accounting for all funds received and expended.
Prepares monthly, quarterly, semi-annual and annual expenditure reports. Prepares submittals for data calls as
required. (10%)

6. Administers supply procedures. Maintains a government purchase card and makes authorized purchases for the
division. Prepares funding documents, supply requests, purchase orders and other documents as required.
Safeguards and stores supplies. Maintains an inventory of supplies and equipment. (10%)

7. Administers a government vehicle control program, insuring proper cleaning, maintenance, and record keeping.
Prepares and submits vehicle requests as required. Elevates problems to supervisor for resolution. (5%)

8. Performs other related or incidental duties as assigned including translation of documents from Japanese to
English and vice versa. (5%)
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