2 oo LHRES : CFAY-N92-01-15
e A Announcement No.
E&kRA:
VACANCY ANNOUNCEMENT Closing Date 22 Jan 15
#TH:
Date of Issue 9Jan 15
115384 Job title (%#% Grade 3 /FEHFEMH LD 2 ) SEAH | A EEH B Area of Consideration
ggmwnl.&EMMUMAﬁﬁé(%%m)
: Current MLC/IHA Employee within Activity
lerary Clerk’ #386 1 1. X ;] MLC/IHA ¢ % B (B EEB W)
( = I;ﬁm) Current MLC/IHA Employee in commuting distance
= & . X |MLCMHA R 8(2 % B X E)
EZIEA BETES EEEES [ EEZR Current MLC/IHA Employee J_apan Wide
Administrative  Blue Collar Trade Security Medical IV. [] 5488 Off Base Applicant
| .
2. 8B Activity .. Note: First consideration will be given to
Commander Fleet Activities, Yokosuka suitable and qualified current MLC/IHA
Fleet Readiness Department employees of CNFJ, CNRJ, CFAY, CFAS,
Recreation Division CFAO, NAF Atsugi, and NAF Misawa.
. 5. ERDOFELE Type of Employment
CFAY Library Branch Xl MLC
" — e ) IHA HPT
E) #5138 A Working Place: #8528 & T SAMT Tomari-cho, Yokosuka % # F Permanent u
3. ENFEHFRE Work Schedule (3B_40 BEREH] hraw) [] B Limited Term (__» A Months )
£)7& B Work Days: Tuesday thru Saturday, 5 days a week -
ENF5RERT - /K8 Work Hours/Recess Period: 1000-1900/1030-1930/0900-1800
{KE Recess period: 60 min/day
] & &) Night Shift X %% % Overtime  [] H3& Business Travel

6. BN A Duties

Performs a variety of clerical duties in a library requiring the exercise of independent judgment in accordance with
prescribed library procedures. Maintains library materials in proper order; checks material to insure that it is in good
serviceable condition; shelves material returned from circulation desk; reads shelf stocks to locate errors in placement;
prepares and files cards for new material; prepares material for circulation by stamping, lettering and pasting book
pockets and date due slips; makes minor repairs to library material; records and compiles attendance and circulation
statistics; sets up special sections as directed such as newly arrived books and subject matter material of current interest;
conducts periodic inventories and prepares inventory reports. Operates circulation desk; instructs patrons on
membership rules and operating procedures; assists patrons and students in the selection and location of reference
materials and use of card catalogs; takes reserves on material; checks out and receives material; reviews suspense cards
to locate overdue items; answers reference questions of a non-technical nature; performs other clerical and
housekeeping tasks to maintain the library in good working order. Performs other related or incidental duties as
assigned.

78R EH Bi&EH Qualification/Physical Requirements

a. One year of general work experience. If applicant does not have such work experience, completion of 2-year junior
college/2-year technical school or 4-year degree in any field may qualify him/her at 1-3 level.

b. Knowledge of customer service concepts and practices.

c. Knowledge of computerized cataloging/inventory database system.

d. Knowledge of general library procedures including operating circulation desk, instructing patrons on membership
rules and operating procedures, and assisting patrons to select reference materials.

e. Skill in operating office automation hardware and software such as Microsoft Windows Word, Excel, Access,
Outlook, and PowerPoint.

f. Ability to speak, read and write English at average proficiency level (LD-2).

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

BEEE N English Language Proficiency © [ WAE % L None [ ¥R Basic DXIH#K& Intermediate [ | E#& Advanced [ J4FEXDEE S

Exceptional

%2 FE Educational Background : 7/8 #8588 See | SEFEE & T il License/Certificate Required : 7/8 Y5 B See blocks 7 & 8
blocks 7 & 8




BHIR

8.42HtH 9 %+ M Application and Associated Documents Working
Condition
*[X] 22 RE I35 F#R Application for Vacancy Announcement Assigned work
*[ ] PR FE#RESE Resume of Specialized Work Experience schedule is
*MEE A lX Complete * in [] BAFE T Japanese [X] #FET English [] €% 5 T4 Either ZUbJECt to change
X REBENEEREETHHEL LD AR, [HK<ET2EH%] asec on
] - . b . . . operational
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives . i
BER R HFEINE L Copy of Driver's License requirements.
[1:&@#xsmiti Copy -IC BRI, WL
L1 T SIBAZ M E L Copy of Certificate OBEIZEL. BR
X ZEDREHNFBAT 5L DDE L Certificate of English Proficiency (Copy) EESNETS,

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 BAREEZUSNDAIE. TEEH— FRU/NRKR— EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEZEHFIEME Office to Submit

REHEE (B MLCIHARRER) LNABIEESE GEEXRER) TR, RESEREAENEVFET, LRV ERKYMZE
HHEEZOROR, EXARELTTSL, 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. ARMILESE (R MLC/IHAHERR) REE CREERAREMBARAERR (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. FEHOBO00HETCINENDLEEZHDOIRENAARETT,

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. 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—SME. 0830-1730 K (AARDEBHZKR<), ERAFHZFOIERIEIIELITERVLELET 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

TEAETRRIE Y Activity POC : CFAY NO4CA EE (DSN) 243-8148/8143
PD No.: CFAY-N922L-003 PD is accurate and current. Certified by Activity: mm12/17 HRO: (revd: 17) s
- ' ' 1/7 au 1/8 kw 1/8

IEEEEZmZLTULWEWNMEE. BZORRIZEY £ A Incomplete applications will not be considered.
RESNEEEAIIHRL 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 - EANERORECET Hi%F (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.

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
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