LHRES :

% E %t&gﬁ mﬁ ;;;;;]mg:t No. CNRJ-N13-004-17

VACANCY ANNOUNCEMENT Closing Date 30 Jan 17

RATH: 10Jan17
Date of Issue

1HA, BE, #4535 Job title, Job No., & Basic Wage Table (BWT): | &A% | 4 BEHF Area of Consideration
No. of I. X8 MLC/IHAE%8  (EBBRM)

Recruitment

Personnel Technician, 461 Current MLC/IHA Employee within Activity
(NEEFE) 1. X 3] MLC/IHA ¢ % 8 (B EHE W)

1 % Current MLC/IHA Employee in commuting distance

I - . X |\MLCIHAREB(REBXRE
BiESE#R. 5 He h#k Target Grade & Language Proficiency Level (LPL): Current MLC/IHA Employee J(apan Wide )

%%& GradE'S, Egiﬁgj]%& LPL'S IV g y*gl" Off Base Appllcant

ERATHRRE VERFEFEE SR Acceptable Trainee level:
F#h Grade-4, ZEFREN#R LPL-3

X E£#HRBWT-1) []HEERBWT-2) []HREZHREBWT-3) [ EEZRBWT-56)

Administrative Blue Collar Trade  Security Medical
2. EBBX Activity 5.EFMFELE Type of Employment
Commander, Navy Region Japan X MLC
Civilian Human Resources Office ] IHA [ JHPT
Employment / Staffing X & FA Permanent

_ ] BE%E Limited Term (_» B Months)
5E AT Working Place: ‘BET™ Z=fAHAT Misumi-machi, lwakuni

3. B) 5B Work Schedule (3B_40 BERIIHI hraw )

£)75 8 Work Days: 5 days a week (Monday thru Friday)
) FERERS - fKE8 Work Hours/Recess Period:; 0800-1645/1200-1245

(] & &h Night Shift X &% Overtime [] H43& Business Travel

6. BEFENZ Duties

See attached list.

7.EBE S B&EH Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
HLIEICREINEBFREIRLUANIVICHET IEEBOBFREIANDELLGY FT,

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

b. Must have GOJ ordinary driver’s license (AT limited is acceptable).

¢. Knowledge of, and skill in applying, an extensive body of Human Resources (HR) rules, procedures, and operations concerning
recruitment and placement of U.S. civil service (USCS) personnel.

d. Knowledge of pertinent provisions of Joint Travel Regulations (JTR) and overseas employment processing.

e. Skill in written and oral communication to provide information and advice on general USCS employment rules and
regulations.

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

* An applicant who does not fully meet the qualification requirements stated above may be considered at 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.

b. Must have GOJ ordinary driver’s license (AT limited is acceptable).

* 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. [HEICET2ERMEKR]
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_resources/MLC IHA HPT Jobs/JN Forms.html
X BELRHFINDEL (A/TBRIER) Copy of Driver's License (AT limited is acceptable)
L1 TEE~EsEBAEDE L Copy of Certificate
X HEDRENZIBAT 5L DDE L, TOEIC, TOEFL, CASEC, #BROA ZHMAIAEZ L L TR HHITET,
CRATEMERBIX ALCPT £ 0]) ZOMOGERE. RURZEEANICET IECHRERFRALLGYEY, RELZAESE
E95A L LEMAZEORENVETY,
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 2AHIFZMMAF L. BREEOBEES T K4 Z2EUVRIEMAHE (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 BAREELUNDAIE, EBH—F (@WE) KRU/IXFK— 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.

QICEEIEIR A Office to Submit

REEEE FEMLC/IHARER) ENBEEE GEREXA) TR, BEEERHANSEVEY ., LREVERHMZEME
AZADENE, BERHLTT S, BEEHUIARME, 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) LiREB4E0 “BE£EHE" AE MLC/IHARKRXBDOADFE. NEBEEE GEHXE) »oOREEEIRM L
BUFETOTITEET S, 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
ME]|EREETRET 1 Fit 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEHBAREMEMEFMEBRM 1B, BRAZEELBIBETEOTORCARESERD TEFEGHEREAE] AHRELT
HYET., BEFHIO600HEY., FEROB600BETINHEADICHZHDIZRHMNAEETT,

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:

T 740-0027 T 740-0027

WO & A E e EET 2-15-35 2-15-35 Nakazumachi, Iwakuni, Yamaguchi
(BB EEFEHEFBEERBEEZE (LMO/IAA) Iwakuni Branch of LMO/IAA

EFEEZ Management Section

EFEES Phone 0827-21-1271

SATHERE - AEE—2EE. 0830-17158F (HADEBZEKR<), EREFHFOCEBEILLICERMLEHET I,
Operating Hours: Mon-Fri, 0830-1715 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFEANIEHR For Official Use

PEAE R Activity POC : N131 % (DSN): 243-8155

PD No.: CNRJ-N131 PD is accurate and current. Certified by Activity: |1_|2F/2202: jrgvd (12/9) kn,



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

EEEZFEHIZLTLWENMEE EBEZDORRIZHEY EFH A Incomplete applications will not be considered.
RESIh-REEHEEHRL LELEA, Submitted applications will not be returned.

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

2016 F 2 A 8 HATL YMRIREA SN ST MLC/IHAREXE T, 2016 F 2 A 8 HATICRITS iz ALCPTRHEHEREHHFL
DEIFE. TORBRBROBERLALN TS0 FT7—H—) S, TOFDHELPLLANILELTERESNET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result
dated prior to 8 February 2016, the attained level will be “grandfathered” and honored as the employee’s current LPL.

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

e Paper Based Computer Internet Based kR
LPL Z&*FRES )k Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
BBROENEET D
3 = Fluent proficiency 730 ~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870~ Pre-1st
ih & I RENEETD
2- Average proficiency 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 2nd
FEIREEN) 2 ET D
1 - Elementary proficiency 400~549 | 6574 430~459 | 120~139 40~49 | 475~559 | Pre-2nd
WIS RRE N 2 T 5
Pre-1 - Minimal proficiency | 350~399 | 40~64 NA NA NA NA 3rd
(Y& 1) B/ NROBES 2 29D
0 - No language proficiency
RRTFRENZE S o

PRIVACY ACT STATEMENT {BAIER{EEIZDL\T

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

ES KETEERS 10450,9397 ; RO BAK - EANFERORECET HEF (F1 5EXZEER+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.

FEWM: ABDEMm. B2, UEORELEBRFEOXREOXTEZEME LT, BARREZLERT 54,

AR RREIEFERX.  LLFERICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABR: FHHOERITHER, S CEEGENEREHET 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.

153RER: EABROFREIERTTD. BRINERERELLGN STBE. TOROFHRZOWHIT, En. HAHULIIFET
LRBEABYET,

Format Rev: 3-8-16




Task List

This position is located at Commander, Navy Region Japan, duty stationed at Iwakuni and serves as the Human Resources
Office (HRO), Operations Division Iwakuni personnel representative. ~Performs a variety of technician work in the functions
not limited to staffing, recruitment, and employment benefits for the serviced United States Civil Service (USCS) employees
by closely communicating with the Region HRO Yokosuka office.

1. Staffing and Recruitment;

Receives and reviews Request for Personnel Action (RPA) for recruitment actions. Explains merit promotion, application
procedures, entitlement/eligibilities, etc. to customers. Receives selection package from Office of Civilian Human Resources
(OCHR) Operations Center, assesses and verifies selectee’s qualification and eligibilities for the selected position and the pay
rate. Coordinates initial pre-employment screenings (e.g. physicals, background checks, etc.) Conducts initial orientation and
assists new employees (CONUS and local hires) in completing required appointment forms ensuring that the forms are
complete and obtains necessary certification. Operates USA Staffing On-Boarding Manager system to release tentative job
offers, in-processing documents that need to be filled out and builds selectee’s profile for noncompetitive recruitment actions.

2. Personnel Administration and Management Support:

Performs a wide variety of duties involved in the overall administration and management of personnel including, but not
limited to:

Receiving, reviewing, and processing all RPAs to OCHR ensuring completeness and accuracy in accordance with the Office of
Personnel Management’s (OPM’s) Guide for Processing Personnel Actions (GPPA) and agency-specific requirements, and
tracking status of personnel actions.

Providing technical support, guidance, and processing in a variety of employee-management matters (e.g. leave, travel,
benefits, allowances, non-temporary storage (NTS), performance management, position classification, etc.). Reviewing
requests, forms, documents submitted by customers for completeness, returning incomplete documents to the initiator for
correction and forwarding complete, accurate documents to the Region HRO Yokosuka office or OCHR for further processing.
Preparing ID card applications and letters of employment, disseminating a variety of information and documents.

Preparing Travel Orders for Permanent Change of Station (PCS)/Renewal Agreement Travel (RAT)/Student Travel including
verifying entitlements and authorizations for travel requests such as restrictions on shipment of personal household goods
(HHGs), transportation of dependents, travel advances including reviewing requestors’ personnel records. For new employees,
reviewing eligibility criteria and pre-determining the amount of overseas allowances authorized prior to appointment,
independently providing advice and guidance to managers and employees on regulatory requirements during the PCS
processing and after arrival. Receiving, verifying, and forwarding SF-1190, etc. documents to HRO Yokosuka for further
processing/input to Defense Civilian Personnel Data System (DCPDS).

Providing trainings, such as on Military Spouse Preference, in-processing briefing and others as needed. Counseling incoming
and outgoing military spouses /civilian family members and completing and forwarding the PPP registration forms to OCHR.
Maintaining folders on each registrant and performing file maintenance.

Researching and interpreting Department of State Standardized Regulations (DSSR), Department of Defense (DoD)
regulations and Joint Travel Regulation (JTR) to provide procedural guidance on authorization and payment of overseas
allowances for eligible employees. Pre-screening eligibility of applicants or employees for allowances, and computing the
amount to be authorized prior to approval. Performing thorough review and analysis of inaccurate or erroneous claims as
needed and liaisong with the employee relations technicians in the Region HRO Yokosuka office for further allowance
processing. Elevating complex cases to supervisor and or the subject matter Specialists in the Region HRO Yokosuka office for
guidance and resolution

3. Performs other duties as assigned or necessary.

* Requires ordinary driver’s license (AT limited is acceptable) to perform mail run duties.



