LRES - FLCY-21-16
ﬁ’ﬁﬁ%t&gﬁr#& Announcement No.
A fosing DaEtle: 28 Jan 16
VACANCY ANNOUNCEMENT 170
Date of Issue 8Jan16
1E3E & Job title (&% Grade_ 5 /FEFEHK LD _3 ) S&E A | A B EEFH Area of Consideration
No. of £ 2 (2[5
General Supply Specialist, #378 RN | it SN Bt i Sty
(— fEi e B S ) ’ 1. X 3] MLC/IHA it £ B (B EBMN)
Acceptable trainee Ievell(u?‘:iﬁﬁl“"‘ﬁ,%' LERR): 14 1 # Current MLC/HA Emploxee In commuting ?i,Stance
p & Rl Re W) . X BMLCIHARR (B (2ERAXE)
X 57 O s O &xs O ERs Current MLC/IHA Employee Japan Wide
R LEES EER X BRR IV. [X] 4+&B Off Base Applicant
Administrative  Blue Collar Trade Security Medical i
2. ERBX Activity
NAVSUP Fleet Logistics Center Yokosuka
Industrial Support Department, Requirement Division 5.8 FA DT Type of Employment
Customer Support Branch (Code 502.1) X MLC
EnF535% P Working Place: #875% i;8RT Tomari-cho, Yokosuka-shi ] IHA [ HPT
3. ENFEEFM work Schedule (3B_40 FFREH hrww) X ‘& F Permanent
&7 B Work Days: Monday thru Friday ] BRZE Limited Term (__» A Months)
EhF5RERS - /KER Work Hours/Recess Period: 0800-1645/1200-1245
L] % &) Night Shift X] 5 % Overtime X t 3k Business Travel

6. #EMNZ Duties
See attached task list.

7.EBEH. FEEH 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. Knowledge of supply and purchase work procedures using automated logistics system such as Advanced Industrial Management
(AIM), NAVY Enterprise Resource Planning (ERP), and Government Purchase Card.

¢. Knowledge of material items for ship repair work and their uses including specialized or unique repair parts and equipment
requiring expedited handling and shipment.

d. Skill in operating a personal computer, including productivity applications such as Microsoft Word, Excel and Access.

e. Ability to manage supply items by coordinating the order/delivery of material to customers and monitoring/tracking delivery
schedules.

f. Ability to research, analyze and determine supply methods considering timeliness and pricing efficiencies.

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

* An applicant who does not fully meet the qualification requirements stated above may be hired at grade 1-4 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

ZFZ Educational Background : 7/8 S H8 See | R EFEE.1E T &L License/Certificate Required : 7/8 #8588 See blocks 7 & 8
blocks 7 & 8




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

*[X] 22 R I35 F#E Application for Vacancy Announcement

*[X] PR #EEEE Resume of Specialized Work Experience

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

X RiEMBRENEAXRBETEHHELTWLSAIE. THKICET SERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] EExu I DS L Copy of Driver's License

L& TEESIBAZDE L Copy of Certificate

X EEDOREAFEAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 HUIFZM L. EEDEESRS FAT- KA ZE UV IR{EAHE (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 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. IEEZHEIRHE Office to Submit

REEEE (B MLC/IHARERER) ENBIEEE (EHR%ER) TR, SEEHERHENENFT, LRELEREYE
PHEBADOENG., FXRHLTTSL., BRMHBUBABE, 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 “‘BEHE" KB MLCIHARERBEDADIFEE . NEBEESE GEEXR) hoOLHEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

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

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

R#R/Extension 243-8152

KEERAEEMEIMEFAEBT1E. BAANZRELHRETROTOERICASBLESERD EFLCHRETE] NRE
LTHYFET., EHFHIOB600K LY., FROB00FETIDHENDIEEEHDRENAETT,

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 (1st 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
(BB EEFBHEFTHEEEREEAEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BEEE S Phone 046-828-6959

2R - AIE—EBE. 0830-1730 K (AADERZEMKR<). EREFHFOCEREILLIIEELELET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EFENIEF For Official Use

TEEETRIRIE Y Activity POC: FLCY C323 B (DSN) 243-8495/9823
PD No.: FLCY-502.1-010 PD is accurate and current. Certified by Activity: kt T/I;%S(;%d: 1/6) js

SHEEEZHRZ LTVWEWMES EEORRICHEY EFH A, Incomplete applications will not be considered.
RHESNEIEEEMEIEEIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT B AE3REEI= DLV T

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

ERRETEER S 10450,9397 ; RU BEE - EABHBROREICET 5iEF (FR1 SEEFFER+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, UEORELAEBXREOEXBOXTEENE LT, BEAERELRT 54,

R 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.
FRABEM: TEMOZERICLER., RFCTE#GEANGREZHET 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.

1EHREFR: EANFRORRIIEETI N, BERSNBEREZIRELGEH S1EE. TORODFHREDHIT. Bh., HDHUETHER
LEBEABYET,

Format Rev: 5-30-14

Is responsible for the customer material requisitioning process. Screens, reviews for completeness and corrects all customer supply orders
prior to entry into the supply system, via the Advanced Industrial Management System (AIMS), Navy ERP, DOD EMALL (Electronic Mall),
and One-Touch computer systems. Is responsible to complete the procurement documents in accordance with Department of Defense (DOD),
Defense Logistics Agency (DLA), and NAVSUP MILSTRIP/MILSTRP procedures. Prepares Non-standard procurement documentation for
contracting using Standard Procurement System (SPS). Monitors, tracks and expedites the requisitions to fill required delivery times of the
SRF-JRMC workshops and ships Selected Restricted Availability (SRA) schedule.

Uses extensive knowledge of local material requirements and SRF-JRMC work processes to ensure appropriate supply support for overhaul,
repair, or other production jobs requiring expedited handling. Maintains constant contact with project team and other maintenance customers
to ensure all requirements for critical shortage and other urgently needed material is immediately sourced and requisitioned. Reviews all Job
Material Lists (JML) and supporting technical reference documents to determine priority supply actions required. Status of actions and
changes in requirements are communicated through correspondence and follow-up to inventory control points, contracting officers, and other
material support organizations, including transportation units.

Actions may deviate from established procedures, such as material support responses to engineering driven Departure From Specifications
(DFS) maintenance actions. Provides supply operations support for the largest ship’s maintenance and industrial activity in the Seventh Fleet
Area of Responsibility (AOR), involving acquisition and procurement of many specialized or unique repair parts and equipment requiring
expedited handling and shipment. Due to ongoing process improvement initiatives and development of business procedures supporting the
transition to a matrix, project team organizational structure, actions are not standardized. Due to operationally driven schedule, modification
and resultant supply management revision required.

Makes the determination of procurement method by screening the material for purchase, and locating the material in the supply system via
worldwide research, and contacting cognizant item Managers in order to discern if material will support milestone and key events. Reviews
all incoming work packages from Work Package Control (WPC) and associated material requisition status to conduct an analysis based on
the job scheduled release date and material ESD to determine if the work package can be released. Reviews requisition status from various
supply and maintenance listings and determines appropriate MILSTRIP follow-up action based on production shop schedules and project
milestones. Updates Material Outstanding Listings with most current supply data for briefings with project team/production shops.

As a member of the Core Project Team, undertakes the role of liaison/coordinator between planning, type desk, ships, superintendent shop
planners, and the project officer & project team manager regarding various supply matters related to procurement, supply support, logistics,
technical support and problem solving in areas of supply logistics chain.

Initiates credit card purchase actions including compiling data, negotiating the price/final determination of price, evaluating the quality of the
material, shipping arrangement, tracking and ensuring timely delivery based on repair schedule. Uses the purchase card to procure non-NSN
material to assist in expediting the repair of equipment by immediate purchase and expedient deliveries. Completes monthly Citi Bank
reconciliation and ensures that all purchases are in accordance with NAVSUP Instructions and internal procedures.

Collects, summarizes, prepares, and reviews weekly/monthly status reports on material availability for required SRF-JRMC shops and ships
repair schedules. Updates requisition and contract status within the project Daily Production Listing and takes action on reported items that
are not within correct times, by preparing supply assist emails, phone calls, and messages. Provides a detailed listing of project related
material concerns based on potential milestone or key event impact for incorporation into the command level weekly progress briefing.
Provides information regarding local availability of material and expected arrival data of due-in to customers.

Performs other related or incidental duties as required.




