HMAEEMZELE

VACANCY ANNOUNCEMENT

LHRES :

CNRJ-N13-006-17
Announcement No.

HERUa: 27 Feb 17
Closing Date 1%-cut off: 6 Feb 17
®{78: 17 Jan 17

Date of Issue

114, &, 5.5 % Job title, Job No., & Basic Wage Table (BWT):

Employee Management Relations Technician, #66
(fEk A EEEARARR)

B2k B REH#R Target Grade & Language Proficiency Level (LPL):
%1k Grade-6, ZEF R Sk LPL-3

FATRERE WVFRFEFBE I#) Acceptable Trainee level:
%k Grade-5, ZEFRE Nk LPL-3
%R Grade-4, ZBFHE DR LPL-2

X £#%%BWT-1) [ HEERBWT-2)

Administrative Blue Collar Trade  Security

SEAH
No. of
Recruitment

14

O R&ERBWT-3) [ EEZR(BWT-5,6)
Medical

4. BEEE&iFH Area of Consideration
I. X MLC/IHAEXEE (EB%A)

Current MLC/IHA Employee within Activity

Il. X138 MLC/IHA €2 B (EHEN)

Current MLC/IHA Employee in commuting distance

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

IV. [X] 4+ &8 Off Base Applicant

2. EBBX Activity

Commander Navy Region Japan

Civilian Human Resources Office
Labor/Employee Relations Division (N133)

BYFEIBAT Working Place: #78% M ERT  Tomari-cho, Yokosuka

3. BhFERE R work Schedule (18_40 BERAHI hraw)
&7 H Work Days: 5 days a week (Monday thru Friday)

758 - /KER Work Hours/Recess Period: 0800-1645/1200-1245
(] %%} Night Shift X] #& % Overtime

X H 3Rk Business Travel

5.BEFMFELE Type of Employment
|Z MLC
|:| IHA

X & F Permanent
] R Limited Term (_» B Months)

CIHPT

6. BEFENZ Duties

See attached list.




78BN BEEMHE Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.
HLIBITRENEBRRENBLUANIVICHE T S XEOEFREANDELELRYET,

a. One year of specialized technical, or administrative work experience equivalent at 1-5 level in the related work, OR completion
of Master’s Degree in a related field.

b. Knowledge of full range of MLC/IHA regulations, precedents, and procedures pertaining to employee management relations
program.

c. Skill in researching, gathering, and analyzing pertinent information.

d. Ability to provide advice, guidance, and assistance to MLC/IHA and USCS management officials, supervisors, and employees
and resolve employee management relations issues.

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

f. Ability to speak, read and write Japanese at native language level.

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

1-5: 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.

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.

8.42H 9 %+ M Application and Associated Documents

*[X 22 &5 %K Application for Vacancy Announcement
*[X] PRI 42 B & Resume of Specialized Work Experience
*ME AlL Complete * in [] HAZET Japanese [X] #FET English [] &% 5T Either
X REBENMEARBETHHE L TLSAIE, [HKICETL2ERER]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
FREXEFUTOURL LY FHO—KTEET, Theabove forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC IHA HPT Jobs/JN_Forms.html
(] sB#nse s E L Copy of Driver's License
(& TEE/EsEBAZME L Copy of Certificate
X HEDORENZIIHT 5HDDE L, TOEIC, TOEFL, CASEC, DA EHIAIAEE LTZIHTHET,
CRATEMTEREIX ALCPT £ 7]) ZOMOGERE. RUKZEENICHETIECRERFRALLGYET, RELZAEEE
ETHA L LEMEAEDORENVBETY,
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.

X2 AHIFZMMAF L. BREEOBEERS T K4 ZE UV RIEMAHE (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 BAREZLUNDAIE, EBH—F (@E) KRU/SREK— 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.



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

9. WEEMERME Office to Submit

NELEE EMLCIHARRER) LNEEEE GEERR) TR, SEESERHANSEVEYT., LRLERHYZSME
ZOENE, EEARHLTT SV, FEFBUYBEBE, 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) LEEEB48BD “BEHEA" AR MLC/IHARERDAHDIEE. NBIEESE GEREER) A oOEEHEIIEDE
BYFETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AREHEE (B MLCIHARRR) RHE CRBERAREMBEXANERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
2| BB E AT 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

KEERAREMEMEFMERT 1B, BAAZEELRIETHROTOEICABISEERD EECFRHEFAE] NR/ELT
HUET, BEFAIOB600HLY. FEROB600BETCINHANDICHEHDIRHENTEETT,

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. NEEEE CGEREXA) RHX: Off Base Applicants must submit to:

T238-0011 T238-0011

AEJIRBABTRIEE 1-6 FHEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEHBHEFHEEEMBEAEXE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—% Management #1 Section

EEEHE S Phone 046-828-6959
24T . AEE—SEE. 0830-1730FF (AARADEBZKR), ERFHEZEO BRI I LICIEMLEDLETELY,  Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of employment.

10. EFEANIRHR For Official Use

GHAETIREY  Activity POC : N132 EE (DSN): 243-8150

HRO: (rcvd 1/11)

PD No.: CNRJ-N133-009 PD is accurate and current. Certified by Activity: kw Kw

EEEEHLLTWVEWNMEE EZEZEORRICEY FH A, Incomplete applications will not be considered.
REIhEREZHEEERL LEEFA, Submitted applications will not be returned.

BB TRELINLIERENE (LPL) LRLETEREIET L,

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

2016 €F 2 A 8 HAll & Yt EM SN S MLC/IIHARER A T, 2016 &£ 2 A 8 BHIICHKITS NI ALCPTHERERZHHFL
DAF, TORBRBROBERULALN IS0 T7—H—) Eh, TOFDRLPLLAILELTERESNET,

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

s Paper Based Computer Internet Based kR
LPL ek adi VA Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100~ NA 1st
FrBeDREN BT D
3 —Fluent proficiency 730~ 859 90 ~100 550~599 | 210~ 249 80~99 870~ Pre-1st
Wh X ORENETETD
2 - Average proficiency 550 ~ 729 75~ 89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 2nd
SEYIIRE I B BT 5
1- Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
BRI TIRBE 1 B BT D
Pre-1 —Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(1 4%) e/ NRORE N %2 H D
0 - No language proficiency
FEFERE N B E X0

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

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

S KESTERERS 10450,9397 ; RU BARE - EAFROREICET H5F (FH1 5FEEEERTES)

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.

FEH: NEDEdR, 2. UEORELEBXREOEXBOXRTEENE LT, EAERETRT 54,

AR RREIEFEX.  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.
FIRER: FEMOEMRITHEL, R CERGEANEREHFT 545,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

15HER: EAFEROFREIERETTD. ERSINERERELEGEN ST-BE. TOROFHREDOWHIT, EBh. HAHULIIFE
LEBEABHYET,

Format Rev: 3-8-16
Task List

Advises and assists on the processes and procedures of Administrative remedial actions under the Master Labor Contract
(MLC) and disciplinary actions under the Indirect Hire Agreement (IHA). Counsels on such matters as attendance policies and
procedures, patterns of leave usage, employee misconduct, and grievance procedures under the MLC and IHA, etc.

Advises and assists on standard methods of dealing with poor work performance or conduct problems ranging from in-house
warnings to fines, suspensions, and terminations. Advises on regulatory and other requirements to be considered in effecting
disciplinary and/or performance based actions, removals, fines, suspensions, and/or in resolving grievances. Assists in
preparing and/or prepares necessary correspondence and documentation. Counsels employees in correcting work deficiencies
and in establishing constructive work habits. Provides information on employee rights and obligations.

Analyzes facts from individual actions, reports, and routine advisory services to correct existing employee relations problems
or identify potential problems.

Participates in developing, modifying and/or conducting basic and/or refresher training in employee relations policies and
procedures in such areas as grievances, disciplinary actions, awards, supervisory responsibilities, etc.

Assists in preparing local instructions implementing specific portion(s) of the activity employee relations program.
Reviews past agreements and other records to determine possible LMO requests, recommend initial management responses,

researches and evaluates MLC/IHA and applicable Japanese laws, rules, regulations, and precedents regarding administration
of MLC/IHA.




Performs face-finding on issues arising from activity actions and interpretation of the contracts. Gathers pertinent information
from Yokosuka Labor Management Office, supervisory officials, and makes recommendations as to possible resolutions.

Provides advice on interpretation and application of specific contract provisions and proposes solutions to problems of limited
scope and complexity, e.g., those without significant impact on production or cost to the activity and which do not require
solutions which significantly deviate from established guidelines and precedents, such as grievances with uncomplicated issues.

Provides translation and interpretation services from Japanese to English and from English to Japanese as necessary.

Performs work involved in providing guidance and assistance to MLC/IHA management officials, supervisors, and employees
on Incentive Awards Program, morale, and benefits.

Provides advice and guidance to commands on the requirements of the United States Civil Service (USCS) programs such as
Drug Free Workplace Program (DFWP), Federal Employees’ Compensation Act (FECA), Civilian Employee Assistance
Program (CEAP), overseas allowances and travel, and related programs. Personally performs or oversees the preparation of
actions relative to USCS retirement, incentive awards, injury compensation claims, overseas allowances and travel, or related
paperwork.

Performs other duties as assigned.



