4 LHEE :
ﬁ $E E % tm E ﬁ ,E *E Announc;:ent No. CFAY-N934-03-16
HERA:
VACANCY ANNOUNCEMENT Clos_ing Date 9 Feb 16
#iT8: 20Jan 16
Date of Issue
LI Job title ( S Grade - /REPFHRLD 3) SEAH | AFE B Area of Consideration
No. of I. KB MLCIHAREEE (ERBER)

Recruitment Current MLC/IHA Employee within Activity

Housing Inspector, #492 1 [ 3 MLO/IHA 4t % B (BB Em)

(E%ﬁﬁﬂﬂ) 1 £, Current MLC/IHA Employee in commuting distance
Acceptable trainee level ((RFATRERE LVERR): 1-4 . ] BEMLCIHAREE(£TEHXKE)
Current MLC/IHA Employee Japan Wide
X £#% (] &aeHR mEEEES [ EEZR IV. [X] 4+&B Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2. EBBX Activity
Commander Fleet Activities, Yokosuka

Family Housing Operations Department 5. D FEEF Type of Employment
Facilities Management Division % ml'-a\c .
Inspector Branch 5 % A3 Permanent

EhF53BPT Working Place: 1ZE# ™1 SHMET Tomari-cho, Yokosuka-shi [J BR5E Limited Term (_» A Months )

3. EhFE0EE Work Schedule (3B 40  BEREIHI hrww)

£175 B Work Days: Mon thru Fri, 5 days a week

£h75RERE - /KER Work Hours/Recess Period: 0800-1645/1200-1245

] % #h Night Shift X 5% % Overtime  [X] i3k Business Travel

6. B FEAZE Duties
SEE ATTACHED TASK LIST

7.EBEH. BAEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR
completion of 4-year college/university in a related field.

b. Must have a GOJ ordinary driver’s license. (A/T limited is acceptable)

c. Knowledge of family housing maintenance and repair inspection concepts and practices.

d. Knowledge of engineering performance standards related to conducting inspection of housing units.

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

f. Ability to prepare informal estimate of materials required for family housing unit maintenance and repair.

g. Ability to investigate the complaint and validate/ clarify the situation regarding rental family housing facilities.
h. Ability to speak, read and write Japanese language at native language level.

i. Ability to speak, read and write English at advanced proficiency level (LD-3).

* An applicant who does not fully meet the qualification requirements stated above may be considered as a lower grade level
as below;

1-4: a. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-year
college/university in any field.

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

BEEE J7 English Language Proficiency : [ JWAZEZE L None [_|#)#% Basic [ |H#R intermediate [X]_E#& Advanced [ |4FERDEE S

Exceptional

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

BRI
8.12H 9 %+ M Application and Associated Documents Working
Condition




*[X] 22 % i35 F#R Application for Vacancy Announcement

*X] B PR SRR EE Resume of Specialized Work Experience

*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 5 T4 Either

X RiEFBRENEAXRBETEHHELTWLSAIL. THKICET SEREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
NXABAXABRFRTOEEESHERS (ATRED) OFE L Copy of GOJ ordinary driver’s license (AT
limited is acceptable).

L& TEESIBAZDE L Copy of Certificate

X EEBEDREHN ZFFIBAT 5 £ DD E L Certificate of English Proficiency (Copy)

X 82 HUIFZM L. EEDEESRS AT KA ZE UV IRERAHE (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 BAREELUND AL, BB H— FRU/SRFKR— ~EZED 2 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EZEIEMHLE Office to Submit

RRMEEE (B MLC/IHARERER) LABEEE GER%ER) TR, TEEHRREENEBVVET, LRELERHEME
HEEXDFELVE, SERHELTT S, BEMHUBLE,. 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.

GCEE) LREEE4BD “‘BEHEA" KB MLCIHARERBEDADIZEE . NEBEESE GEEXRA) hoOLEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABKEE (B MLC/IHAEXR) RHE CRiBEBRAREMBRAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE)EHEBE AT 1 &Hih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N#R/Extension 243-8152

KEERAEEMEMEFANEB1E. BAANZRELHRETROTOERICASBLESERD EZFLCHRETE] NRE
LTHYFET, EBAFFI06 00 LY. FELO06 00BFETCIDHENDIEEEHDIRENALETT,

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. NEBREE EREER) RHEE Off Base Applicants must submit to:

T238-0011 T238-0011

ME)NEEABETRIER 1-6 FEEL 4R Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EBEEFBHEFTHEEEREEAEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(& Management #1 Section

BEEE S Phone 046-828-6959

SRR - ABE—BE, 0830-1730 B (BANRB K<), ERAKHZOCHEMIZILLICEMLEhETEL,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. LI For Official Use

FLAEIPREY  Activity POC: CFAY NO4CA EE (DSN) 243-8148
. . - —_— HRO: (rcvd
PD No.: CFAY-511-007 PD is accurate and current. Certified by Activity:mm1/15 1/15/16) kw

SHEEEZHREZ L TWEWMEE EEORRICHEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMHEIEHEIRL LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BAER{E#EIZDOLT
AUTHORITY': Executive Order 10450, 9397; and Japan Law Concermning Protection of Personal Information (Law No. 57 of 2003).




B RENTIER S 10450,9397 ; RU BAE - EANFERORECET 552 (Fp1 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. UEORELEBXREOEXBOXTEENE LT, BEAERELRT 54,

FRD 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.
FAEM: FEMOERILELR., B CTERCENEREZHENT 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. ERSINEREZRELGEN S-BE. TOROFHREDHIT, Eh. HAHULIIHE
LEBEABYET,

Format Rev: 5-30-14
Housing Inspector Task List

1. Serves as one housing project assistants in charge of Facilities Management, and assumes the
responsibility of operation and maintenance of approx. 2,600 on-base housing units located in Yokosuka
and Ikego areas including Flag Officer's and Senior Officer's quarters. Conducts the following major
inspection to meet or exceed the maintenance standards of dwelling units and neighborhoods and the
customer's satisfaction.

A. MAKE READY INSPECTION: Ensures that all work performed, whether by station forces or by
contractual services, has been completed satisfactorily and that the quarters are in presentable condition
for viewing and acceptance by prospective occupants. Ascertains that the unit is clean and presentable, all
utilities are functioning properly, furniture is in a good state of repair and equipment is operating properly.
Outside structures and surrounding grounds are also to be in a condition, which the occupant will be
expected to maintain. Documents in writing (customer complaints) each item of work which is not
acceptable (not performed or performed unsatisfactorily) and forwards this list to the contractor if work is
done by contract, or to the maintenance department if done by station forces.

B. CHECK-IN INSPECTION: Completing the Dwelling unit Inspection and Furniture record.

Defining occupant responsibilities regarding maintenance of the dwelling unit, furniture, equipment,
supporting structures, and surrounding grounds. Briefing each occupant on the energy conservation
program, including restrictions on thermostat settings, use of hot water, use of clothes dryers, and interior
and exterior lighting constraints. Also, brief them on command policies. Demonstrates the operations of
electrical and mechanical equipment. Verifying with the occupant that the smoke detector(s) are
functioning properly. Informs the occupant of various programs and services such as self-help, emergency
service, police and fire protection, garbage and trash collections and pest control; informs the occupants
of local regulations with regards to quarters, fence and pet regulations, storage of combustibles, firearms,
etc. Completes Conditions of Occupancy Agreement for Navy Family Housing.

C. PRE-TERMINATION INSPECTION: This inspection must be conducted equitably, and sound
judgment must be exercise by the housing representative in determining deficiencies caused by normal
wear and tear versus deficiencies attributable to occupant negligence or abuse. Mutually discusses the
existing conditions compared with those conditions noted during the check-in inspection. Mutually
schedules the termination inspection and informs the occupant that all occupant-caused deficiencies must
be corrected prior to the termination inspection. Identifies and schedules maintenance work required for
the interior, the exterior, supporting structures, and surrounding grounds. Informs occupants that they are
still responsible for the condition of the unit at final check out inspection. Informs the occupants that they
may arrange with the fiscal officer for payment of any damages to the quarters.




D. TERMINATION INSPECTION: The termination inspection will be conducted jointly and it should
result in a mutual understanding that both the occupant and the Navy have fulfilled their respective
responsibilities defined during check-in and pre-termination inspections. Ensure that

Basic Allowance for Housing (BAH) reinstatement documents is processed.

E. ZONE INSPECTION: Inspects neighborhoods, common areas, picnic and playgrounds, roads,
sidewalks and grounds and appearance of exterior structure including fences to keep the housing area
clean at all times including safety and sanitary issues. Identifies problems and arrange for correction.
Conducts yard inspection and issues discrepancy chit to occupants who do not maintain their yard in
accordance with rules and regulations. Performs daily fire warden inspection to avoid fire hazard,
prepares daily report and submit to supervisor for making a monthly report. Inspects multipurpose room
for High-rise buildings and prepares a charge sheet for individuals who leave the party room in
unsatisfactory condition. Coordinates with fire department and maintenance department to conduct fire
drills on quarterly basis.

2. Plans and schedules maintenance operations to meet the recurring and long range requirements,
including repairs and incidental improvements of government quarters and housing support facilities.
Provides input on proposed repair and maintenance projects. Prepares work orders for change of
occupancy work. Makes spot-checks of maintenance work performed by station forces to ensure
satisfactory performance and completeness of job orders. Assist in identifying and compiling potential
repair, improvement or new construction projects and in developing justification for special projects.
Maintains facility history files for each housing unit. Assists in financial management aspects, where
required. Reviews E/S chits for repetitive items or work which may indicate a problem pointing up the
need for an investigation to establish the cause and a more permanent solution. Provides full
documentation on damages to government property (photographs, cost estimates, memorandums and etc).

3. Performs other related or incidental duties as assigned.

Requirements:
A GOJ ordinary driver's license is required to drive an assigned GOV vehicle to and from inspection site
(s), trainings and meetings. (A/T limited is acceptable)

Japanese language at native level is required to contact/coordinate with Japanese contractors.



