LHES :
A EE T L pavanen .| NPV 00116
ERRRIR:
VACANCY ANNOUNCEMENT Closing Date 220ct15
-Amendment dated 6 Oct 15- #17H: 20t 15
Unmarked “Copy of Certificate” in Item 8. Date of Issue
1EEFE4 Job title ( %4k Grade 6 /FFFEMH LD 4) BEAH | 4 EEHE Area of Consideration
No. of I. X MLCIHAREXE (EBEKR)

Recruitment | crrent MLC/IHA Employee within Activity

Legal Assistant #109-6
. 1. X 3 MLC/IHA ¢ B (GEHER
(;f&m{EM) Current MLC/IHA Employee in corr(1muting dista?lce

Acceptable trainee level (RRTATEER B LVE#R): 1-5 14 . X |MMLCIHARXE(Z2E B K E)
Current MLC/IHA Employee Japan Wide

REBr [OHEs O#®zx OE#ESR IV. D] 446 Off Base Applicant

Administrative  Blue Collar Trade Security Medical * Those who previously applied for VA#
2 ERBE Activity CNFJ-N00J-001-16 need not to reapply.
Commander U.S. Naval Forces, Japan
Force Judge/Staff Advocate (N00J) 5.JE D TE$E Type of Employment
E)FEIB AT Working Place: #7878 ;AT Tomari-cho, Yokosuka % :\|/|—||,_AC LIHPT
3. N FFHFR Work Schedule (3B 40 BRG] hrww ) [X| & F Permanent
£17H Work Days: Monday-Friday AEH-&EH (] BRZE Limited Term (__» A Months)

75HER - /KB Work Hours/Recess Period: 08:00-16:45/12:00-12:45
(] %2 %) Night Shift Xl 5% Overtime  [X] Hi3E Business Travel

6. B FENZ Duties

See attached Task List.

7.8EE W S&&H Qualification/Physical Requirements

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

b. Knowledge of policies, regulations, and procedures pertaining to MLC/IHA, and knowledge of Japanese labor law, regulations,
customs, etc.

c¢. Knowledge of legal terminology and ability to gather, research, and analyze information to prepare legal documents.

d. Skill in operating computer applications such as Word, Excel, PowerPoint, Adobe Acrobat, etc.

e. Ability to liaison with both U.S. and Japanese officials Japan-wide.

f. Ability to simultaneously interpret and translate oral or written statements including technical nature from English into Japanese
or vice versa.

0. Ability to speak, read, and write English at an exceptional proficiency level (LD-4).

h. 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.

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

BEEE N English Language Proficiency © [ WAE % L None [ ##K& Basic [ #% Intermediate [ | E#& Advanced DXI4FEE D RE 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




BRI
8.42HtH 9 %+ M Application and Associated Documents Working
Condition

*[X] 22 /% i 55 AR Application for Vacancy Announcement

*[X] B PARS 7542 FE® Resume of Specialized Work Experience

*MDEEA L Complete * in [] BAEET Japanese [X] £F& T English [] £5 5 T% Either

X RiEFBRENEAXRBETEHHE L TWLSAIL. [HKICET SEREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] 5E#xfe 25 SEDE L Copy of Driver's License

(& TEE/SIBAZMDE L Copy of Certificate

X EEBEDEEAZEIAT 5 HDDE L Certificate of English Proficiency (Copy)

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 BAREEUNDAIE. EEH— FRU/IRK— ~/EFED 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. REIGSEE (R MLC/IHAXR) RS KBERAREMBAAERR (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 (1* 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—SE. 0830-1730 K (AARDEBHZKR<), ERAFHZEFOIERIEIIELITERLELET 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

GEAETRRIE Y Activity POC:  CNRJ Manpower Management Office (N11) FE (DSN) 243-3158
] . . L HRO: (rcvd 9/30)
PD No.: CNFJ-N00J-003 PD is accurate and current. Certified by Activity: hy (9/30/15) kw (10/2) au 10/5

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

Legal Assistant Task List

General

This position works as assistant to the RLSO Force Judge Advocate, other US Legal Officers, senior MLC Legal Advisors and
other subordinate staff of the command. The work requires specialized knowledge of processes, procedures, and practices to
support legal activities.

Major Duties and Responsibilities

1. Assists the senior MLC Legal Advisors to perform legal work in providing legal assistance with regard to Japanese laws,
regulations, customs, contracts, crimes, Status of Forces Agreement between United States of America and Japan and many
other legal matters and procedures; and in the preparation of various legal documents. Advises U. S. representative as to
rulings, procedures, and application of Japanese laws. Studies and researches Japanese civil, criminal and other laws and
legislations and advises on applicable articles, proper interpretation and legality of specific matters. (25%)

2. Assists the senior MLC Legal Advisor in coordinating and preparing legal documentation in support of Government of
Japan (GQJ) for civil litigations filed to Japanese courts against the legal employer GOJ by current or former USFJ
employee(s). Liaison with the applicable command, Foreign Labor Office, Human Resources Office, etc. in collecting
information and/or references pertinent to the case for fact gathering and research. Organizes documents and exhibits for
ongoing cases. Accompanies the senior MLC Legal Advisor in meetings held with GOJ and its defense attorney. Performs
various legal assistant support functions including assistance in conducting interviews with prospective witnesses or other
persons having knowledge of the facts involved in the problem or case. etc. Analyzes data, develops recommendations and
justifications for the senior MLC Legal Advisor or US Legal Officers. Prepares summaries of legal points for superiors as
pertains to the legal problems to receive advice on course of action. Continues to work with the senior MLC Legal Advisor
during the progress of the case, obtaining and developing further evidence and exhibits, providing assistance, and maintaining
custody of exhibits, documents, and files. (50%)

3. Arranges meetings and acts as interpreter for US Legal Officers and Japanese authorities. Translates Japanese legal
documents received from GOJ and defense attorneys in connection with civil litigations, etc. Translates evidential material
obtained through fact gathering from English to Japanese for the senior MLC Legal Advisor’s review to forward to GOJ for
use in the civil litigations. Collects all documents submitted to the court, extracts and translates essential parts of briefings on
evidence and points of argument or decisions in the Japanese courts. (10 %)

4. Maintains calendars and tickler systems, coordinate schedules with the senior MLC Legal Advisor and administrative staff,
reminds the senior MLC Legal Advisor of court appearances and deadlines for submitting various actions or documents, and
notifies witnesses of the applicable command of appearances and of changes resulting from suspensions or settlements; attends
and updates status report of all court proceedings. Develops statistics and tabulations, analyses, to provide supportive data for
case litigation. Prepares charts, graphs, and tables to illustrate results (10 %)

5. Performs other related or incidental duties as assigned. (5%)
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