EHES CFAY-N924-03-16(R)

BMAEEMZZELE Pr—

- 8 Aug 16
VACANCY ANNOUNCEMENT Closing Date
***Reissue*** 450
Date of Issue 19Jul16
L B84 Job title (4R Grade 4 /ERFPHR LD N/A) SEAH | 4L Area of Consideration
No. of I. KB MLCIHAREE (EBER)

Recruitment | cyrrent MLC/IHA Employee within Activity

Charge of Quarters Clerk, #308 B9 BB MLC/IIA 63 B (B #1 )

(%EE?%H&) 1 £, Current MLC/IHA Employee in commuting distance
. X ;BMLCIHARR¥(B(2TEBKE)
EOEZEES g1 WRESER LI EER Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade ~Security Medical IV. X] 4+&8 Off Base Applicant
2. 8RB Activity . .
Commander Fleet Activities, Yokosuka Those who previously applied for CFAY-
Lodging Department, NGIS (Navy Gateway Inns and Suites) N924-03-16 need not to reapply.
Operations 5. FADFEXE Type of Employment
[ ] MLC
B FEIEAT Working Place: $EZBE ™AMBT  Tomari-cho, Yokosuka-shi D IHA DI HPT

[] & F Permanent

S ENERI Worlc Schedule (58140 BRI ) L] BRE Limited Term (__» A Months)

£)7 B/Work Days: 5 days a week between Sunday through Saturday

4 =
#7585/ Work Hours: Rotation shift w/following schedule (H PT ﬁﬁﬁ]ﬁ%ﬁ)
1) 0000-0845 2) 0600-1445 3) 0700-1545 4) 0800-1645 5) 1000-1845 6) 1200-2045 H#%ﬁ ¥ 1100

7) 1315-2200 8) 1515-2400 9) 2200-0645
A E8/Recess Period: 45 minutes
X % #h Night Shift X 5% % Overtime  [] tH3R Business Travel

6. B FEMZA Duties

Serves as reception clerk working independently at NGIS (hotel) front desk during normal working hours and other than
normal working hours. Performs various clerical work involved in receiving, registering, assisting guests, assigning rooms,
receiving reservations, collecting charges, maintaining related records, etc. Interacts and coordinates communication between
English speaking staff with non-English speaking guests/staffs/contractors in Japanese. Performs other related or incidental
duties as assigned.

7.EBEHS  BEEH 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 governing military lodging service and clerical procedures to check in/out military and civilian
guests.
. Knowledge of customer service concepts and practices.
. Skill in operating personal computer such as Microsoft Word, Excel, PowerPoint, and Access.
. Ability to perform general clerical work.
Ability to communicate effectively with all levels of guests.
. Ability to speak, read and write English at average proficiency level (LD-2).
. Ability to speak, read, and write Japanese at native language level.
Ability to report for duty, 24 hours a day, whether or not public transportation is available.

= oKQ HhodO oo

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

FEE J7 English Language Proficiency : [ _JWAZE7E L None [_#)#& Basic DX #Rk intermediate [_]_E#& Advanced [ J4FERDHEES

Exceptional

% FF Educational Background : See blocks 7 & 8 | $&5F5E & T 5T License/Certificate Required : 7/8 #5588 See blocks 7 & 8




R R
8.1-H 9%+ M Application and Associated Documents Working
Condition
*[X| 2B M Application for Vacancy Announcement *Rotation shift
*[X] B PR 7542 FEE Resume of Specialized Work Experience Including night
*MEEAIX Complete * in [] HAFE T Japanese [X] #FET English [] &5 5 T4 Either shift
X REFENEBRBETHELTWLWDAE. [HERCEATIERE] *Irregular
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives” schedule
(] EER SIS L Copy of Driver's License *Work on
[ 18 TEESIBAZ D E L Copy of Certificate weekend,
(] BZEBOREAFIAT 5L DDE L Certificate of English Proficiency (Copy) holidays, Year-
X 82 HYIFE BT L. BEEOEERS F/ K& EEUVRIEAHE (12cm x 23.5¢m) end & New year
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.) holidays
X BAREZUSNDAIE. EEH— FRU/NNRKR— /EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEFEIRHSL Office to Submit

REBLEE (R MLCIHARRR) LHBEEE (FRE%XR) TR, CEEERHENEVFT., LEXERHYMZE
BFHEEADENME, BFEARHLTTZL, BEHUIAME. 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¥%) LRER4FD “BREE" HE MLC/IHARKEEDAHDHEE . NEBEHEE CGEEXR) NoDEEEHER
EMERYETOTITIET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. AEEEE (R MLC/IHAGERR) RH%E CREBERAREMBARAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T238-0001
HE|EEBEE AT 1 & 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KREEHEEEMEMEFANEHZER 1. BARAZELBRETROTORICASCSERD EFECEIREE] MERE
LTHYFET, EAFHIO600FELY., FEOO600KETIDHADCEEHDIRHEMNAIETT,

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% 1.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEHEE GEREXR) RHX Off Base Applicants must submit to:

T238-0011 T238-0011

AMENNEEBEEHRIESR 1-6 FHEHEL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEFBHESHEEMBIEAE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BEEE S Phone 046-828-6959

ZATHFE - AEE—SRE. 0830-1730 K (HADRHEZKR<). ERFHFOIEHREEIIHLIIEBMLEhLETEL,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. BBFEEH For Official Use

BAETRPRIE Y Activity POC : FFR, N941 FE (DSN) 243-1243
. . - N HRO: (rcvd 6/10) kw
PD No.: CFAY-N924B-010-PT PD is accurate and current. Certified by Activity: 6/10 kw 7/15

IEZEEZmIZ LTWEWNMEE EZDOXRIZAEY £ A, Incomplete applications will not be considered.
RBESNIGEZEEERL LEEA Submitted applications will not be returned.




**Ea IR ERERAHPT) ERAIZ DLW T

**HPT-Hourly Pay Temporary (HPT) Employment**
ZEE . 1FZEAGVER (Z0REHINLIZLHD)
Duration of Employment: Not to exceed 1 year. (Subsequent appointment after a break in service may be effected.)
Z@EEXH, Commutation allowance will be paid.
ENFEEEREAVE 30 BFRE (2016 £ 10 A 1 BHAVS I 20 B LLEDIZEIXERRKRIR - BERIR - EEESOMANRTHE
DI 5N TULVET, Employees whose weekly work hours are 30 hours (20 hours starting on 1 October 2016) or more must
be covered by Employment Insurance, Health Insurance and Pension plan.
G - BBRE - KELGERX. EBOMETERICLLAREENLHYFET,
Work place, hour, and rest day may be changed due to operational requirements.

PRIVACY ACT STATEMENT {EAEREEIZDOLT

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

E KETEER T 10450,9397 ; XU BAEE - EANIGHRORECRET 542 (a1 sFEEEFER+ES)

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.

FEHH: NEDEdR, 2. UEORELEBXREOEXBOXTEENE LT, EAERETRT 54,

AR RRREIEFEX. © LLFERICTHEIZRESNET,

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: IEMOERILEL. BN CERGCENEREZHNRT 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.

FHRFR EABROBRRIEERTTN, BRINERERB LG o5HE. TOROFHREDYIT, Bh., HHULIHE
LEBENBHYET,

Format Rev: 5-30-14




