HMAEEMEREILR

VACANCY ANNOUNCEMENT

= .
LRES : PSD-02-15
Announcement No.
HERrIA:
Closing Date 2 July 15
=8 12Jun15
Date of Issue

1.BEFE4 Job title (%4 Grade _4 /FB¥EM LD 3 )

Travel Clerk #234

(HRAT %S 75 1)
Acceptable trainee level (FRATHERE LVER): N/A
X E=#BR L] $eeR ERZSER L] EE R
Administrative  Blue Collar Trade Security Medical

SEAH
No. of
Recruitment

14

2. EBEX Activity

Navy Pay and Personnel Support Center (NPPSC)
Personnel Support Detachment Yokosuka
NAVPTO Division

ENFEIBAR Working Place: #7A%H SHET  Tomari-cho, Yokosuka-shi

4. B EF0BH Area of Consideration
I. X8 MLC/IHAEXE (E%A)
Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA E £ 8 (B EEB W)

Current MLC/IHA Employee in commuting distance

. X HMLCIHAR( % B(£TEHXKE)
Current MLC/IHA Employee Japan Wide

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

3. EhF5 Rl work Schedule ( 3B 40 B RS Hllhrww )
£717% 8 Work Days: Monday -Friday

) FEBERS - fKE8 Work Hours/Recess Period: 07:45-16:30/11:45-12:30
IX] Hi3& Business Travel

] % £h Night Shift X %% % Overtime

5.ERADTELE Type of Employment
Xl MLC
L] HA

X & A Permanent
] BR5E Limited Term (__» B Months )

I HPT

6. FENZ Duties

Please see attached task list.

78R 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. Knowledge of government travel regulations, such as Joint Travel Regulations (JTR), Defense Travel Regulations (DTR),
Foreign Clearance Guide (FCG) and Navy Passenger Transportation Manual (PTM)

¢. Knowledge of customer service concepts and practices.

d. Skill in operating personal computer applications such as Microsoft Word, Excel and Access.
e. Ability to arrange various travel arrangements by interpreting and applying regulations/procedures.
f. Ability to speak read and write English at fluent proficiency level (LD-3).

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

BEEE N English Language Proficiency : [ WAE % L None [ ¥4 Basic [ #% Intermediate [X]_E#& Advanced [ J4FEXDRE S

Exceptional

22 P Educational Background : 7/8 #8518 See
blocks 7 & 8

R EFEE. /& T i License/Certificate Required : 7/8 ¥ 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 PARS 7542 FE® Resume of Specialized Work Experience

*MDEEA L Complete * in [] HAFE T Japanese [X] #&&T English [ &5 5 T4 Either

X RiEFBRENEAXRBETEHHE L TWLSAIL. [HKICET SEREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] 5E#xfe 25 SEDE L Copy of Driver's License

(11&TEE/SEBAZMDE L Copy of Certificate

X EEBEDEEAZEIAT 5 HDDE L Certificate of English Proficiency (Copy)

X 82 AtIF Zhft L. HEEOEESRS -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 BAREEUNDAIE. EEH— FRU/IRK— ~/EFED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEZEHFIEME Office to Submit

REHEE (B MLC/IHARRER) LNABIEESE GEEXRER) TR, RESEREANEVFET, LRV ERKYMZE
HHEEZOROR, EXARELTTSV, 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) LREBE4ED “BEHHA" AR MLC/IHARXROADIGEE. NEGEE GEEXA) M oDOREEEE
BHELYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. REIGSEE (R MLC/IHAXR) RS KBERAREMBAAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ARIEEBEETRET 1 Fith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEERAEEMEMEFIIEZER 1. BRAZELRETROTORICATLCSERD EFCERHAE] NERE
LTHYFET. BAFHO0600HLY. FHOB00HETCINENDLEEZHDOIRENALETT,

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

ERE—(R Management #1 Section

EEEES Phone 046-828-6959

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

10. ZEFEMNELR For Official Use

SRR3R Y Activity POC : PSD & E (DSN) 243-7950
PD No.: NPPSC-PSDYN-001 PD is accurate and current. Certified by Activity: BF ;T(?j:o(gi’f: 6/9) au

IEEEEZmZLTULWEWNMEE. BZEORRIZEY £ A Incomplete applications will not be considered.
RESNEEZEAEHRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BLAIERE#IZDOLT

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

ES RETTEERS 10450,9397 ; R BAK - EANEFRORECET HiEEF (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, HEORELEBRFEOEXRBEOXITEZEME LT, BARRELRT 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.
FIFABR: TEHMOERICLEL, B CEREGEANEREHIET 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.

1EHER: EAFROFREIERETTD. ERSNEREZRELGN ST-BE. TOROFHREDWIT, Eh. HAHULIHE
LRBEABYET,

Format Rev: 5-30-14

1. INTRODUCTION

This position is located at Personnel Support Detachment Yokosuka, Navy Passenger
Transportation Office (NAVPTO) Far East, under the cognizance of Navy Pay and
Personnel Support Center (NPPSC). The mission is to provide military pay and
personnel services to all navy personnel and transportation and travel claim
settlement services to all military, civilian, and DOD sponsored personnel assigned
in a specified geographic area. The NAVPTO arranges and provides transportation
support to all activities for locations within the area of responsibility, including
ships, mobile units and afloat staffs home ported or deployed. The NAVPTO
arranges/issues necessary transportation related documents for DOD personnel
(military and civilian), and authorized family members, including retired personnel
who have an official travel related requirement.

I1. MAJOR DUTIES AND RESPONSIBILITIES

1. Provides efficient, responsive and quality transportation services based on
governing laws, directives and regulations. Determines travel entitlements,
eligibility of personnel to include dependents, stepchildren, adopted children, and
passport and visa requirements. Processes Passenger Reservation Requests (PRRs) for
permanent duty travel (PDT) and temporary duty (TDY) travel overseas and to mobile
units procuring government air through Air Mobility Command (AMC) utilizing the
Global Air Transportation Execution System (GATES) and must determine correct
commercial air routing upon non-availability of AMC. Receilves and processes incoming
and outgoing message traffic through Defense Message System (DMS), Navy Regional
Enterprise Message System (NREMS), or Gate Guard. Prepares and transmits completed
port call confirmations and travel advice messages to gaining commands, ships, and
squadrons deployed.

2. In arranging transportation, is designhated as an alternate quality assurance
evaluator (AQAE), and is responsible for monitoring work performed by the CTO for
compliance with the Navy Travel Services Contract reporting all non-compliance to the
Transportation Officer for further action and resolution. Reviews all orders
involving foreign and domestic travel to determine proper routing and fares using
correct modes via government procured commercial air, rail, and bus. Ensures funding
data is complete on all official travel orders. Audits contractor for accuracy, and
approves all flight arrangements authorizing ticket issuance for all reservations
booked by the Commercial Travel Office (CTO) under contract for Travel Services.
Designated as ''reviewing official" for selected commands using Defense Travel System
(DTS) to ensure compliance and least costly fares are utilized. Investigates and
resolves conflicting travel itineraries that vary from passenger’s entitlements.
Researches all issues encountered and provides prompt handling for all changes as
necessary in relation to mission essential travel and established time limits.
Analyzes the overall mission and gathers facts to ensure the proper routing, overall




cost, and utilization of contract carriers have been met while meeting the mission
requirements of the traveler.

3. Ensures timely reconciliation of Centrally Billed Accounts (CBAs) is completed
and accounts certified within three workdays to avoid prompt payment interest
penalties. Responsible to determine cause, perform substantial technical research
and analysis of complex unusual transactions on a non-recurring basis taking
corrective action for all discrepancies to include managing disputed line items,
unbilled transactions, and payment/posting of bills.

4. Responsible for procurement, distribution, and accountability of Government
Transportation Requests (GTRs). Must accomplish monthly audit to ensure proper
preparation and sequence is used for transportation of other services personnel,
human remains and escorts, and bus charters. Responsible for preparation, mailing,
and tracking through collection of Pay Adjustment Authorizations (DD-139s)
maintaining a tickler, and follow-up procedures to ensure collection of government
travel funds. Receives and processes partial and totally unused tickets,
miscellaneous charge orders (MCO), credit slips/checks of legal tender, and refund
notices received from airlines, the customer and/or customer commands and is
responsible for forwarding to the CTO or DFAS to ensure correct line of accounting
(LOA) is credited to the appropriate activity. Monitors ticket refund listing
forwarded by the CTO to ensure contract compliance. Recreates itineraries and
calculates reimbursement cost for travelers purchasing their own tickets from
worldwide destinations. Responsible for the verification of government procured
tickets issued prior to the composition of the endorsement with reimbursement cost
for cash settlement. Keeps statistics and prepares data for required reports such as
the monthly Management Information Center (MIC) report and submits to the
Transportation Officer.
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