WA EENZE LR

LHRES : CFAY-FR-25-16

Announcement No.

BE&A:
VACANCY ANNOUNCEMENT Cosing Date 27 Sep 16
478 :
Date of Issue 7 Sep 16
LEgH8A Jobtitle (5#k Crade_3 /#BFH#K LD 2) BEANH | 4 BSEEH Arca of Consideration

No. of
Recruitment

Cash Accounting Clerk, 36
(HIAH L) 14

X =HxR L] $keE&R ORz% [EERR
Administrative Blue Collar Trade Security Medical

2.EBEX Activity

Commander Fleet Activities, Yokosuka
Fleet & Family Readiness Department
Administrative Division

Admin Support Branch

BN #5318 A Working Place: 178 % m ;AET Tomari-cho, Yokosuka

I. XI3R MLC/IHA (28 (EFRA)

Current MLC/IHA Employee within Activity

1. X ;] MLC/IHA £ 8 (EBEEB W)

Current MLC/IHA Employee in commuting distance

. ] |MLCIHARERE(ETE B KE)
Current MLC/IHA Employee Japan Wide
IV. [X] 4}&B Off Base Applicant

3. Bh S0 work Schedule (3 4 O FEREIH hrww)

g7 H Work Days: Monday thru Friday HEH - £EH

E)7505M - 4KE8 Work Hours/Recess 0730-1630 (8 hours/day) / 1 hour (1 B§)
] & &) Night Shift X 5% % Overtime  [] tH3k Business Travel

5. A DF&EE Type of Employment

] MLC

X HA LIHPT
X1 ‘& F Permanent

[] BR3E Limited Term ( Months )

6. #MN A Duties
See attached task list.

7.88E Y 5HF&HE Qualification/Physical Requirements

a. One year of general work experience, OR completion of 2-years junior college/2-years of technical school or 4-year degree in

any field.

b. Knowledge of double entry accounting procedures in order to maintain accounting transactions in the prescribed system.

¢. Knowledge of customer service concepts and practices.

d. Skill in operating personal computer such as Microsoft Word, Excel and Outlook

e. Ability to verify and classify various types of accounting transactions.

f. Ability to speak, read, and write Japanese and English at average proficiency level (LD 2)
*A handicapped applicant may be accepted, depending upon the degree and kind of disability.

BELEE N English Language Proficiency : [ WAE % L None [ #1#K& Basic DXIF#R Intermediate [ | E#k Advanced [ J#FEE D BE 1 Exceptional

= Educational Background : N/A | $a8F5E 18 T 5 License/Certificate Required : N/A

8.i=tH 9 %+ M Application and Associated Documents

BHBIRR
Working Condition

*[X] 22 RE I35 R #& Application for Vacancy Announcement
*[X] E PR R FEE Resume of Specialized Work Experience

*MEBAIL Complete * in[] BAFE T Japanese [X] EFET English [] €5 5 T% Either

X sBEHEFEIDE L Copy of Driver's License
(11#&TEE/SEBIZDE L Copy of Certificate
X EEDHAZEIIAT 5 HDDE L Certificate of English Proficiency (Copy)

X80 AEIF ZBhft L. EEHEDEESRS -FfT- KR F#E LV REMAER (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)

X BAREZLUSNDOAIE, TEEH— F(RITHNEANEEZ) RS/ SR R— ~EFED T E— For non-
Japanese citizen applicant, copy of Resident Card (or Alien Registration) and Passport/Visa Copy




9. EEMEIRHE Office to Submit

RNEEHEE (R MLC/IHARERR) EAMIEEE GEERRA) TR, BEEERHAENEBVES, LEXEREMES
MEZ DELVR, BEARHLTTSL, BEMIASE, 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 VVacancy Announcement.

GEE) LRFEB4ED “BREHRA" HBE MLC/IHARKADADBE., HBIEEE CGERERR) H 5 OMEEHILRE
BEBYFEFTOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees”
only, Off Base Applicants will be rated ineligible.

1. ABMEESE EMLC/IHAKRR) Rt% CRBERFAREMBXAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
ARNIEEBEETRET 1 Fih 1 Banchi Tomari-cho, Y okosuka
PSC 473 BOX 22 CNRJHRO N132 PSC 473 BOX 22 CNRJ HRO N132

R #R/Extension 243-8152

KEERAREMTIMEFANEB1E. BAANZERELHRIETROTORICASSSERD EFECSREE] NRE
LTHYFET. BAFHO0600LY. FEHOBO00HETINENDHEEZHDOIRENARETT,

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. SERISEE GERERRA) RHE Off Base Applicants must submit to:

T238-0011 T238-0011

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

EEE—R Management #1 Section

BEEEE S Phone  046-828-6959

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

10. BB For Official Use

ZEAETRPRIE Y Activity POC : FFR, N92 EE (DSN) 243- 1238
PD No.: CFAY-N92AA-001 PD is accurate and current. Certified by Activity: Ka ‘ HRO (rcvd 9/2) kw

SHEEEZHREZ L TVEWMEE EEORRICHEY FH A, Incomplete applications will not be considered.
RHESNEIEEEMEITHIRL LEHFA Submitted applications will not be returned.

PRIVACY ACT STATEMENT BEAIEREEIZDILVT

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

ES RETTERER S 10450,9397 ; R BAGK - EANFRORECET SR (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.

FEH: NEDLdR, B2, UEORELEBREOEXBOXTEEME LT, BAFERETHRT 545,

R ERIEIETFER. L LJIETITHEIRESNET,

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 CEREGEANEREHEET 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: EAFROFREIERETTL. ERSNEREZRE LG, S-1HE. TOROFHREDHIT, Bh. HAHULIHE
LBEABYET,

Format Rev: 5-30-14




Task List

Purpose of this position is to verify daily cash receipts for all activities in the Morale Welfare and Recreation Department and act as
the central cashier.

Receives, verifies and deposits daily receipts form all MWR Activities to assure accuracy. Maintains a central change fund and a petty
cash fund, Is responsible for the verification and replenishing of these changes funds in both Yen fund as required. Ensures all change
funds are accounted for properly, investigating, and discrepancies and making recommendations to correct such discrepancies, Audits
each activity change fund on a routine basis. Returns all deposit bags to each activity for next day use and keeping and adequate
record of deposit bags issued and number of keys.

Prepares daily cash report and bank deposits in Accordance with NAVAOP-3520 instructions. Monitors all pre-numbered sale slips,
Ensures each sales slips are accordance with NAVSOP-3520. Inquires with each facility cashiers when there are gaps on the control
numbers. Keeps records of all change funds and assures signatures and authorization on each individual activity. Insures temporary
change funds for special events. Receive replenishment checks for change funds or petty cash and issues the cash equivalent of these
checks to the facilities. Performs as a Card holder to execute purchases using the Government NAF Purchase Card. Perform other
related or incidental duties as assigned.

***G0J Ordinary driver’s license(A/T limited is acceptable) is required to drive US government van.
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