LHES : ELCY-22-16

BMAEEMZE LR e

Closing Date
VACANCY ANNOUNCEMENT %178
Date of Issue 22Jan16
1.E53E 4 Job title (54K Grade_4 /FBFEHK LD _2 ) SEAH | 4B H B Area of Consideration
No. of I. [X] I8 MLC/IHA #t % & (ERBX M)

Recruitment Current MLC/IHA Employee within Activity

Stock Control Clerk, #342 i T3 8 MLG/IHA 4 3 B (B 1R

(FriEum EEEHR) 2 £ Current MLC/IHA Employee in commuting distance
Acceptable trainee level ((RFAATEERE LVERR): 1-3 . X B MLCIHAREB(2TEHXKE)
Current MLC/IHA Employee Japan Wide
X E%% L] &R HESE L E&R IV. [X] 41#B Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2. EBEX Activity
NAVSUP Fleet Logistics Center Yokosuka, Industrial Support Department

Requirement Division, Customer Support Branch (C502.1) = P

B) 7515 AT Working Place: #7858 8T Tomari-cho, Yokosuka-shi %Eﬂ?ﬁ%ﬁ Type of Employment

3. BhFE 0 work Schedule (3840 BRI hraw) ] IHA [IHPT
)7 B Work Days: Mon thru Fri |Z| & F3 Permanent

758 - /KER Work Hours/Recess Period: 0800-1645/1200-1245 ] B3 Limited Term (__» & Months )
] & &) Night Shift X 5% % Overtime  [X] tH3R Business Travel

6. BFA A Duties

See attached task list.

7.8EE . Z&%&H Qualification/Physical Requirements

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

b. Knowledge of rules, regulations, and procedures regarding supply control and procurement by Government Purchase
Card.

¢. Knowledge of supply items required by ship repair work and their uses.

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

e. Ability to speak read and write English at average proficiency level. (LD-2)

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

1-3: a. One year of general work experience, OR completion of 2-year junior college/2-year of technical school or 4-year
degree in any field.

* A handicapped applicant may be accepted, depending on the degree and kind of disability.

BEEE N English Language Proficiency : [ WAE % L None [ ¥ Basic DX #% Intermediate [ | E#& Advanced [ J4FERDEE S

Exceptional
= Educational Background : N/A | $a875E 18 T 5 License/Certificate Required : 7/8 #§5H8 See blocks 7 & 8
BRI
8.42HtH 9 % ¥ M Application and Associated Documents Working
Condition

*[X] 22 RE > 55 F#E Application for Vacancy Announcement

*[X] B PARS 7542 FE 2 Resume of Specialized Work Experience

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

X RiEBENEBXRBEETHHE L TWLDAIK. [HKICET SERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] 5E#xtez5SEDE L Copy of Driver's License

(11&TEE/SEBAZMDE L Copy of Certificate

X EEDEEANZEIIAT 51 DDE L Certificate of English Proficiency (Copy)

X 82 AtIF ZRhft L. EEHEOEESRS -FFT- KR F#E 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. WEEFEIEHL Office to Submit

RNELEE (B MLC/IHARRR) ENEBEHESE (FHEXR) TR, SESERHENEBVEY, LEXLERNYE
HEBZDOENME. FERHLTTSL, BEMIBLE. 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) LRREBE4ED “BEHHA" AR MLC/IHAREXROADIGZE . NEGEE GEEXA) 1A oOREEHEI
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 CKBERAREMBAAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ARNIEEBEETRET 1 Fih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KREEHATEMEMEFAIEHM 1. BRAANZEELGHRIETROTORICABECSERD EFECHEREE] ME&
BELTHYET, EAFHIO0O600HLY. FERO600HETCINHENDICEEHDIREITEETT .

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. NBEEE (Ei%(E) RHE Off Base Applicants must submit to:
T238-0011 T238-0011

ARNNBEEBABERRIER 1-6 FEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
BB EFHEHEFFEERBEBAE XA (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(R Management #1 Section

BEEEE S Phone  046-828-6959

ST - ABE—SE. 0830-1730 K (HARDEBHZKR<), ERAFHZEFOIERIEIELITERLELET I,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFEANIBF For Official Use

FEAETIRIE Y Activity POC: FLCY Code 323 &FE (DSN) 243-8495/9823

_ . . L HRO: (rcvd: 1/19) js
PD No.: FLCY-502.1-008 PD is accurate and current. Certified by Activity: kt 1/20 ms 1/20

IEEEEZHZLTULWEWNMEE. BEZORRIZHEY £ A Incomplete applications will not be considered.
RESNEEEAIHRL LEFEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BEAfEREEIZDOLNT

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

ES RETTEER S 10450,9397 ; R BAK - EANERORECET SR (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, HEORELEBRFEOEBEOXTEZEME LT, BEARRELRT 54,

IR ERIEIETFER. L LJIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIABR: TEMOERITVER. B CERGENEBREHET 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: EAFRORRIERETTD. BERSNEREZRE LG, ST-1HE. ZOROFHREDHIT, Bh. HAHUIHE
LRBEABYET,

Format Rev: 5-30-14




Task List

1. Reviews all outstanding requisitions for accuracy, completeness (i.e. stock numbers, nomenclature,
authorized substitutes, etc.) and status from various supply listings. Expedites/updates requisition
priorities to meet the ship's work schedule and progress. Determines supply sources for a requested
material, estimates delivery times of material to meet production shop schedules and project milestone.
Updates Material Outstanding Listings with most current supply data for briefings with project
team/production shops. Is required to edit and process high dollar value industrial support DLR (Depot
Level Repairable) components utilized in ship repair such as ship's shafts, propellers, sonar domes,
antennas, HPAC Motors, catapult and arresting gear, all examples.

2. Reviews incoming Job Material List (JML) and processes procurement actions for National Stock
Number/Non-standard items to FLC Puget Sound, or FLC Yokosuka, via Government Purchase Card.
Ensures the accuracy of all data fields and prepares supporting documentation such as sole source and
urgency statements.

3. Procures material purchases that are in accordance with NAVSUP Instructions and internal operating
procedures. Responsible for compliance with all regulations and guidance, ensures purchases and dollar
amounts fall within authorized limit. On the Non-standard items that are batched and processed to
contracting the aggregate dollar value is typically greater than $25K especially for ships habitability items.
Also, the integrity that person must have is essential in ensuring compliance with all ethics standards.

4. Initiates and ensures that Supply Discrepancy Reports (SDR) and Quality Deficiency Report (QDR) are
submitted to appropriate agency for items received with shortages, or incorrect items and damage to
improve the supply operations.

5. Provides information regarding availability of ship repair items, expected arrival data of due-in to
customers and perform every supply transaction IAW supply regulation, instruction and guidance (i.e.
NAVSUP instruction, DoD instruction, etc).

6. Reviews project job material listing and takes appropriate supply action based on status of job such as
cancellation, modification, or follow up action.

7. Performs other related or incidental duties as assigned.
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