BWAREMZEFELE

VACANCY ANNOUNCEMENT

-Reissue-

LHRES :

CFAY-N934-04-17(R)
Announcement No.

SRR

Closing Date 13 Feb 17

#17H:

Date of Issue 23Jan1i

LI, BE, 65 % Job title, Job No., & Basic Wage Table (BWT): SEAH
No. of
Housing Clerk, #485 reerament
(FE=HE) 14

B2k B REH#R Target Grade & Language Proficiency Level (LPL):
ik Grade-4, FB2FHE IR LPL-2

X £#%BWT-1) [ HEERBWT-2)

Administrative Blue Collar Trade

O] RRZRBWT-3) [] EER(BWT-5,6)
Security Medical

4. 5L EE & F Area of Consideration
I. X MLC/IHAEXEE (BB A)

Current MLC/IHA Employee within Activity

Il. X1 3] MLC/IHA €2 B (EHEN)

Current MLC/IHA Employee in commuting distance

. X BMLCIHARR (B (2ERAXE)
Current MLC/IHA Employee Japan Wide

IV. [X] 4+&B Off Base Applicant

* Those who previously applied for
CFAY-N934-04-17
need not to reapply.

2. EBBX Activity

Commander Fleet Activities, Yokosuka
Family Housing Operations Department
Personnel Support Division

Personnel Support Management Branch

B F5I5GFT Working Place: 1878 % ™ ;ABT Tomari-cho, Yokosuka-shi

3. Bh#%5BEMR Work Schedule (B 40  BFRA%HI hraw)

£)75 8 Work Days: Work Days: Mon thru Fri, 5 days a week
£)7505R - /KB Work Hours/Recess Period: 0800-1645/1200-1245
(] & #h Night Shift

X] &% Overtime [] 438 Business Travel

5.JE A DFELE Type of Employment
Xl MLC
[ ] IHA

X & F Permanent
] BE%E Limited Term (_» B Months)

CIHPT

6. BEFENZ Duties
SEE ATTACHED TASK LIST

R AR ISR Outstanding Working Condition, if any

7. EBE S B&EH Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

HLIEICR SN EBFRABLANIVICHE T SREOEFRNNDEERYET,

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

any field.

Must have GOJ ordinary driver’s license (A/T limited is acceptable).
Knowledge of Family Housing policies and procedures.

Knowledge of customer service concepts and practices.

Knowledge of automated record keeping systems.

@+oaoo0oT

Ability to enter and maintain accurate data in computer systems.

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

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




8429 % ¥ M Application and Associated Documents

*[X] 22 & i B8 AR Application for Vacancy Announcement
*X| B PR 75 $EFEE Resume of Specialized Work Experience
*MEEAlL Complete * in [] BAEE T Japanese X #EET English [] &% 5 T4 Either
X REBENEBRBETHHEL TLSAIK. [HEICET2ERMRK]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
ERERXFLUTOURL LY FA—KTEEXEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN Forms.html
X B AR HTOEEBEBEEERE (A/TREM) O L Copy of GOJ ordinary Driver’s License (AT limited is acceptable)
(116 TEE/3sEBAZ D E L Copy of Certificate
X HEDEENZIIHT 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHIMAIIHEL LTZHFTES,
CGRIATEMEEE L ALCPT 3 7]) ZOHMOFAE., RURERNEATIECREFIFALLGYET., KELHESE
E95H L LEMAZEORENVBETY,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X 2AUF A L. EHEEOEEES FfT K& ZE LV RIEAHE (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 BREZLUNDAIL, EBH—F (@@E) RU/SREKE— kO E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

IEEMIBME Office to Submit

RBLEE EMLCIHARER) LNEEE GEEXRA) TR, REERREANENVEYT, LRVERHYEZSME
ZOENE, BEARHLTTEL, FEFUBLHE, 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.

(X% LEEH4ED “SRHAH" AE MLC/IHAKERDADES., NEBIEEE (EEXR) M oDEEEHIIEMNE
BYFEFFTOTIEE TS, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AMEHEE (B MLCIHARRRA) RHE CRBEMAREBMBERAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
AT EREBEETAET 1 Bith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEHRAREMEMEFNERR 1. BAANZEELHRIETHROTOEICABEEERD EECFIREFAE] NR/ELT
HUYET., BHFRIOB600LY. FEX0600BETCINHADELEEZHORENTEETT,

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. SEEEE GEREXER) REL: Off Base Applicants must submit to:

T238-0011 T238-0011

M) BHEBEEHAHIESE 1-6 FEEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEFBEFFEERBEBEE R (LMO/IAA)  Yokosuka Branch of LMO/IAA

EBE—R Management #1 Section

EELEHS Phone 046-828-6959

SATHEME - AREE—2EE. 0830-17308F (HANDEBHZEKR<). EREFHFOCEMEIbLICEMULVEHET S,  Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of employment.

10. EFEANIEHR For Official Use

SEEEBRIE L Activity POC : CFAY NO4CA % (DSN) 243-8148

HRO: rcvd 11/17, kn
PD No.: CFAY-531-001 PD is accurate and current. Certified by Activity: mm11/17 11/18 kw 11/21,
kn1/20



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

EBEEZEHIZLTLWENMEE EBEZDORRIZHEY EFH A, Incomplete applications will not be considered.
REShEREEHEEHSRL LEE A, Submitted applications will not be returned.

BETLELINDIERENI (LPL) LRLEFTREEIETEL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL (iBT) CASEC EIKEN

. Paper Based Computer Internet Based R
MM Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
FeBrDRE ) B4 5
79’ = Fluent Ef°ﬁ°iency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870~ Pre-1st
WH X IR EST D
2 - Average proficiency 550~729 | 75~89 460~549 | 140~209 50~79 | 560~ 869 2nd
TN % BT
1 - Elementary proficiency 400~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
BRI TRRE 1 BT 5
Pre-1 - Minimal proficiency | 359~ 399 40~ 64 NA NA NA NA 3rd
(M 18R) F/NROBEN 2 ET 5
0 - No language proficiency
FETFHE N H BRI

PRIVACY ACT STATEMENT {EAEREHEICDOLNT

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 5:5F (Fr1 SEXFEER+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.

FEHH: NEDLdR, 2. UEORELAEBXREOEXBOXTEEMNE LT, BAERETRT 54,

FRD ERIEIETFER. L LJFETITHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAER: FEMOEMITRELG, R 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.

RN EANFROFRIERTT A, EBRINERERB LGN SFHE. TORDODFHRZOWHIT. Bh., HHULIHE
ERBEABYET,

Format Rev: 3-8-16




Task List

Performs a broad range of administrative duties related to the assignment and termination of quarters,
tenant complaints, preparation of housing reports, and a variety of similar tasks which include providing
general assistance to the Personnel Support Director. Provides counseling and guidance to military and
civilian of all ranks and to their family members regarding their entitlements. Also, provides information
on local housing policies to all residents.

May perform any combination of the following duties:

1. Counsels applications on the full range of family housing policies and procedures with regards to
rights, privileges, and responsibilities. Describes types of on-base quarters available based on applicant
rank and bedroom requirements. Utilizes photographs, floor plans, and maps to answer questions and to
provide information about location, size, type and condition of on-base quarters. Provides general
information about installation facilities.

2. Greets customers at the front reception desk and records their rank, name, and purpose of visit utilizing
eMH. Assists customers with their needs and/or refers them to appropriate personnel. Also, receives seat
reservation requests for newcomer’s brief.

3. Performs a variety of housing clerical assignments in support of the Personnel Support Division
function which includes housing inventory, assignments, terminations, and off-base referrals. This
includes, but not limited to, checking occupancy information of all Military Family Housing residents on
dependency, Projected Rotation Date (PRD) and five years limit on civilians, and prepares appropriate
documents for the Personnel Support Director as necessary.

4. Keeps track of reimbursable actions for rent and utility for NAF civilians in MFH, and prepares and
formats required letters with proper attachments.

5. Receives and attempts to resolve complaints from residents. Refers unsolved complaints and
controversial problems to higher graded Housing Managers for assistance and resolution.

6. Maintains personal and telephone contacts with the lkego housing site office, facility manager,
Assignment & Termination clerks, and Clerk Interpreters.

7. Utilizes eMH, a software program that provides housing occupant information to Assignment &
Termination clerks, Clerk Interpreters, and Personnel Support Director.

8. Receives, records and reports approved leave requests from MLC employees in the Personnel Support
Division.

9. Performs other related or incidental duties as assigned.

Requirements:

A GOJ ordinary driver's license is required to operate a government vehicle to visit various offices on
board Yokosuka for training/admin/meetings (AT limited is acceptable).



