P EHRES : CFAY-FR-25-16(A
RARERERLR = |- "
VACANCY ANNOUNCEMENT Closing Date 27 Sep 16
Amended to show required document in 8.12tH3 21D | sma: 7 Sep 16
Application and Associated Documents Date of Issue
1H38 4 Job title (ZF#, Grade _3 /BFEHHK LD 2) EEAH | AFEEEHA Area of Consideration
QO- Of,t t I. X MLC/IHA %8 (ERBXIN)
- ecruitmen Current MLC/IHA Employee within Activity
Cash Accounting Clerk, 36 I1. (<] B MLC/IHA it % B GBS EM)

(ﬁ%ﬂag%:ﬁa) 1 % Current MLC/IHA Employee in commuting distance

. |MLCIHARERB(ETE B RE)
Current MLC/IHA Employee Japan Wide

IV. X 4488 Off Base Applicant

X E=H% L] Hre®R O&®Rx% [OEER
Administrative Blue Collar Trade Security Medical
2. EBEX Activity
Commander Fleet Activities, Yokosuka 5. FADFEEE Type of Employment
Fleet & Family Readiness Department
Administrative Division [] MLC

X IHA CIHPT
X & F Permanent
(] FRZE Limited Term ( Months )

Admin Support Branch

ENFEI5AT Working Place: 178 1 ;AET Tomari-cho, Yokosuka

3. EhFE 0 work Schedule (38 4 O FEREIHI hrww)

£717% 8 Work Days: Monday thru Friday AIEH - £ER

&1 75RERS - /KR Work Hours/Recess 0730-1630 (8 hours/day) / 1 hour (1 Bfs)
L] % #h Night Shift X 7% % Overtime [] H3E Business Travel

6. B #EMZE Duties
See attached task list.

7.EBEHR  BHFEEHE 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.

BEEN English Language Proficiency : DLIZ\EU L None D*ﬂff‘& Basic |X|¢'fﬁ& Intermediate |:|J:ff;& Advanced D*‘#Eﬁ@ﬁgﬁ Exceptional

2 Educational Background : N/A | %5316 T 5 License/Certificate Required : N/A

BRI

8.3=HH9 %+ M Application and Associated Documents Working Condition




*[X] 22 % i 32 FR#& Application for Vacancy Announcement

*X| PR EEE Resume of Specialized Work Experience

*DEBAlL Complete * in [ BAFET Japanese [X] #FBT English [] &5 5 T4 Either
X RiEBENEBXRBEETHHE L TCWDAIK. [HKICET SERE]

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

(1 TEE/SEBAZDE L Copy of Certificate

X EEDREHN EFIBAT 5 £ DD E L Certificate of English Proficiency (Copy)

X80 MEIF AT L. HEEOEBESRS FFT- K& ZEVREMEHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
XBAXEEUND AL, EEH— KRUV/SRAAR— EIED 3 E— For non-Japanese citizen
applicant, copy of Residence Card and Passport/Visa Copy

9. EEZMHIEHAE Office to Submit

REIEEE (B MLC/IHAGERER) EHNBEEE GE%XA8) TR, EEEEREANEVEY ., LREVEREYES
MEXOFLR, EEARELTTEL, EREMBUIBME, 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.

(%) LEEB4FD “BREGE" HH MLC/IHAREXRDADFZE, SHMBEEE GEEXRR) HhoDLHEERTRE
BEBRYETOTTIET 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)|E#BAE A 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #&/Extension 243-8152

KREEHAEEMEMAEFIEHEM 1. BRAANZELGHRETROTORICABICSERD EFECEREE] NEE
LTHYFET, EAFHIO600FLY. FEOB600KETCINHADICEEHDIRHEIAEETT,

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. NABIEEE GERXA) RH%E Off Base Applicants must submit to:

T238-0011 T238-0011

BHE)IEEBAETXRAER 1-6 FHEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
()R EEFHBEFTHEEEREE AL XE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

EiE%E S Phone  046-828-6959

SZATHERE - AEE—EME. 0830-1730 B (AADEBZR<), ERFHEFOIERIEIbLIIEMLEHET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFEMEHR For Official Use

SEEEBRIBY  Activity POC : FFR, N92 & (DSN) 243- 1238
PD No.: CFAY-N92AA-001 PD is accurate and current. Certified by Activity: Ka ‘ HRO (rcvd 9/2) kw9/8 kw

HEBEEZHREZ L TOWENMEE BEDOXRIZHEY FH A, Incomplete applications will not be considered.
RHESINFEIEEEMEITHIRL LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {E AfER{REIDL\T
AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concermning Protection of Personal Information (Law No. 57 of 2003).
R RENTEERSR 10450,9397 ; R BAK - EANERORECET 5:5F (Fp1 5EEFEER+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.

FE: AEDLRR, T2, BECRELEAKREOEEOZTEEMNE 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 CERCENEREZHENT 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.

1EHEFR: EAFROFREIERETTD. ERSINEREZRELGE, S-BE. TOROFHREDHIT, Bh. HAHULIIHE
LEBEABYET,

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.

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



