ﬁ?ﬁﬁ Eﬂﬂg ﬁ TE#E LHES : | CFAY-FR-21-16(R)

I E: 21 Nov 16
VACANCY ANNOUNCEMENT Closing Date
***Relssue*** ﬁgoaf ;SSUE‘ 1 NOV 16
115384 Job title (%E#% Grade_3 /BFHEMLD_2 ) H&E A | A& Area of Consideration
. of T
Office Automation Clerk, #393 RN | Gt i i ey
. 1. X 3| MLC/IHA )¢ X B (B2 EM)
(7.|' TARF—F A= 3207 7_7) 1 % Current MLC/IHA Employee in commuting distance
p— . PR — . B\EMLCIHAREE(RE B XK E)
% BER E EER Current MLC/IHA Employee Japan Wide
Administrative Blue Collar Trade  Security Medical IV. X 4+ &8 Off Base Applicant
2. EBEX Activity
Commander Fleet Activities, Yokosuka Those who applied CFAY-
Fleet Readiness Department, FR-21-16 do not need to
Club Operations Division
Club Takemiya (¥ 57 24 2 ) re_appIY-
ENFBIBAT Working Place: S F 1 jth F{E E#X Ikego Housing area, Zushi EEI\T_?E% Type of Employment
3. B 7505 Work Schedule (3B__40  FFREIHI hrww) X IHA [JHPT
£17 B Work Days Mon-Fri/ B — % [X| & F Permanent
&1 75RERS - /KER Work Hours/Recess 0800-1700/1 hour 1 Bfs (] BR5E Limited Term (__» A Months)

A& Recess Period 1 hour/day (1 B 1 BfE)
L] % &) Night Shift X 7% Over time [] H3E Business Travel

6. B #EAE Duties

Performs a variety of administrative duties by utilizing office automation software such as Microsoft Excel, Word, &
Outlook. Prepares and submits variety of correspondence, forms, and reports related to IHA/HPT/NAF employees &
club officials such as vehicle registration, renewal of ID, accident reports, etc. Compiles, inputs, and maintains data such
as RGRs (Report of Good Received), Mess Requisitions, and monthly data of food/beverage sales by department.
Receives and screens telephone calls to determine nature of calls and if the matter can be handled personally or by other
staff members. Ensures accurate completion of time cards for IHA (9), HPT (8), & NAF (16), total of 33 employees prior
to submission to the Payroll Office. Maintains all payroll discrepancies and time card corrections. Files and maintains
personnel action forms. Schedules employees with USNH for taking tests to receive Food Handling Certificates,
maintains certificates and updates the data. Insures, coordinates with Club Manager and schedules all employees to
attend the various training courses such as Star Service Class (mandatory), POSH Training, EEO Training, monthly
safety classes. Maintains/updates training records for all IHA/HPT employees. Maintains Japanese bulletin board
updates as needed. Interprets oral and written translations and prepares documents from English to Japanese and vice
versa. Performs other related or incidental duties as assigned.

7. &R EH 5% Qualification/Physical Requirements
a. One year of general work experience, OR completion of 2-year junior college/2-year of technical school or 4-year
degree in any field.

b. Knowledge of general office automation hardware and software applications to prepares variety of correspondence,
forms, and reports.

. Knowledge of general clerical work.

. Knowledge of customer service concepts and practices.

. Skill in operating office automation hardware and software such as Microsoft Word, Excel and Outlook.
Ability to speak, read, and write English at average proficiency level. (LD-2)

. Ability to speak, read, and write Japanese at native language level.

A handicapped applicant may be accepted, depending upon the degree and kind of disability.

¥Q@Q =D QO

4

BEEE F7 English Language Proficiency : [ JWAZEZE L None [_|#)#% Basic DI #R intermediate [ |-E#& Advanced [ |4FEREDEES

Exceptional

2 Educational Background : N/A | %5556 T 5 License/Certificate Required : 7/8 ¥ 5 H8 See blocks 7 & 8
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= . .
8129 % H M Application and Associated Documents Working Condition

*X| 2B R#E Application for Vacancy Announcement May work on
*[ ] PR #REE Resume of Specialized Work Experience weekends and holiday

*DEEAIX Complete * in [[] BZEE T Japanese [X] #EET English [] &5 5 T4 Either for special events.
X RE/BENAEARBETHHELTLIAIF. MBkICETEMRER]

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

(] 5Esx ez DE L Copy of Driver's License
(1 TEE/SEBAZDE L Copy of Certificate
X XFEORAZIAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 AEIF A L. BEEOBEES I KAEEVRERSE (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 BEEELUSNDOAIE, EHH— FRU/RRKR— ~/EHD 3 E— For non-Japanese citizen
applicant, copy of Residence Card and Passport/Visa Copy

9. EEEHIRH s Office to Submit

REEEE (B MLCIHARRER) LBEEE (FRXR) TR, SESRRHEN EVFT., LELERKMZES
FEZDE., EEMRELTTSL, BEHUIBAXLE, 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.

(%) LEEB4FD “BREGHE" HH MLC/IHAREXRDADFZE, HMBEEE GEEXRR) HhoDLHEERTRE
PEBYFETOTITEET 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/IHAHERR) RH%E CREBERAREMBARAAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T238-0001
HE||E#BAE TR 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KEERAEEMEMEFANEBT 1B, BAANZRELHRETROTORICASLESERD EFLCHSRETE] NRE
LTHYFET., EBAFHI06 00 LY. FELOB600BETCINDHADICEEHDIRENAARETT .

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. NEHEE EEXRA) RHEX Off Base Applicants must submit to:

T238-0011 T238-0011

HE)IEEBAETRAER 1-6 F3EEIL 4B Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
REIBESHBEFTHEEEREREEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

EEEES Phone 046-828-6959

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

10. EIFWEHF For Official Use

SEEEBRIBY Activity POC: FFR N941 % (DSN) 243-1243

PD No.: CFAY-N923T-003 PD is accurate and current. Certified by Activity: mn E'/I;é) (revd S5/24)kw

IEEEEZHZLTULWEWNMEE. BZORRIZEY £ A Incomplete applications will not be considered.
RHESNEIEEEMEITHERL LEHFA Submitted applications will not be returned.




PRIVACY ACT STATEMENT BEIAEHREEIZDL\T

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

EE RETTEERS 10450,9397 ; R BAE - EANFRORECET 5:EF (Fr1 5EXFEER+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.

FHH: NFDLd, 2, UEORELEBXREOEXBOXTEEMNE LT, BEAFERELRT 54,

R ERIEIETFER. L LJFETITHEIRESNET,

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.

1EHREFR: EAFROFRIEETIA, BERESNERERE LGN oI5, TOROFHREZOUIT. B, HAHLIEHE
ERBEABYET,

Format Rev: 5-30-14




