BWAREMZ LR

VACANCY ANNOUNCEMENT

LHES FLCY-33-16L
Announcement No.

B&RHIA:

Closing Date 18 May 16
#178:

Date of Issue 28 Apr 16

SEAH
No. of
Recruitment

114, &, 455 Job title, Job No., & Basic Wage Table (BWT):

Stock Control Clerk, #342
(TR B EEISH)

Bi1Z%EHk B REN#R Target Grade & Language Proficiency Level (LPL):
%k Grade-4, B BEN R LPL-2

FATRERE LVFRFEFBE ) Acceptable Trainee level:
%4k Grade-3, EE¥BE IR LPL-2

14

X E=HREWT-1) [ HEERBWT-2)

Administrative Blue Collar Trade

O RLHRBWT-3) [] EER(BWT-56)
Security Medical

4. 5L EE & F Area of Consideration
I. X 3] MLC/IHA ¢ % 8 (ERBR )
Current MLC/IHA Employee within Activity

Il. X1 3] MLC/IHA €2 B (EHEN)

Current MLC/IHA Employee in commuting distance

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

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

2. EREX Activity

NAVSUP Fleet Logistics Center, Yokosuka

Industrial Support Department, Physical Distribution Division,
Receiving Branch (501.1)

ENFEIBmAR Working Place: #ZE & 7B Tomari-cho, Yokosuka-shi

3. Bh 7R work Schedule (1840 FFREIH hraw)

&7 B Work Days: Mon-Fri

&1 75RERS - /KER Work Hours/Recess Period: 0800-1645/1200-1245

L] % &) Night Shift X 7% Overtime X] Hi3k Business Travel

5. R DTELE Type of Employment
X MLC
] IHA
(X % R Permanent
L] BRE Limited Term (__» A Months)

O HPT

6. FEARIAE Duties
See attached task list.

Rl AR FERIR  Outstanding Working Condition, if any.

7.EBEH  BHEHE Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

#LIAICRESNFEFRAMLUANIVICHYE T SREBEOFBFRNNDBELLY TS,

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

field.
. Knowledge of supply clerical and administrative transactions and process flow.

o o0 o

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

Knowledge of Automated Supply Data Processing System to process supply transactions.
. Skill in operating personal computer applications such as Microsoft Word, Excel and Access.
Ability to coordinate with customers and related office liaisons for material distribution.

* 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.

* 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 FIoA—RKTEEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN Forms.html

(] 5B#xse 3D E L Copy of Driver's License

(116 TEE/3sEBAZ D E L Copy of Certificate

X HEDEENZIIHT 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHIMAIIHEL LTZHFTES,
CRIATEMEE B L ALCPT 3, 7]) ZDHMODEIAE. RURERENICETIEEHEIFAELYET, RELZEESE
E95H L LEMAZEORENVBETY,
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. BREEOBEERS T K4 Z2E 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 BAREELUNDAIE, EBH—F (@@E) KRU/SXFK— 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.

9. IEEMIEHIE Office to Submit

REEEE BEH MLC/IHARER) ENEEHEE GEE¥R) TR, SEEERHANSEVET., LRELERHME HEE
ADEVE, BEARHLTT S, EEHYBEME., 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.

GER) LRREB4ED “BEHEEA" AR MLC/IHAKEZROADHE. NEEEE GEHER) »oORBEEIRM L
BYFETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AMBEE (B MLCIHAHERR) RHE CRBERREEMBAXAEMAR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T238-0001
HE)IERBBEE TAET 1 Bit 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

RKEERAREMEMAEFMERR 1B, BAAZEELHRIETHROTOEICABSEERD EECFIREFAE] NR/ELT
HUYET., BHFRIOB6 00 LY. FEX0600BETCINHADEEEZHORENTEETT,

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. SEEEE GEREXER) REL: Off Base Applicants must submit to:
T238-0011 T238-0011

M) BHEBEEHAHIESE 1-6 FEEEIL 46 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEFBEFFEERBEEE R (LMO/IAA)  Yokosuka Branch of LMO/IAA

EBE—R Management #1 Section

EEEE S Phone 046-828-6959
SATEFMHE - ARE—£ME, 0830-1730 8 (HADERZKR). ERAFHZEOZERME I 5ICEBELEHLE TS, Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of employment.

10. BFENERH For Official Use

FEAETRRE Y Activity POC: FLCY C323 FE (DSN) 243-8495/9823
. . - N HRO: (rcvd: 4/25) js
PD No.: FLCY-501.1-007 PD is accurate and current. Certified by Activity: kt 4125 ms 4/25



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

EBREEZEHIZLTOLWENMEE BEZDORRIZEY EFH A, Incomplete applications will not be considered.
REShEREEHEEHSRL LEE A, Submitted applications will not be returned.

BB TRHELINDEEENEK (LPL) LRALETRESET S,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

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

e Paper Based Computer Internet Based kR
LPL F&*%RE ik Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250 ~ 100~ NA 1st
FEORNEET S
3 —Fluent proficiency 730 ~ 859 90 ~100 550~599 | 210~ 249 80~99 870 ~ Pre-1st
MH LI RENEETD
2 - Average proficiency 550 ~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 2nd
FHEINRE ) B ET D
1 - Elementary proficiency 400 ~ 549 65~ 74 430~459 | 120~139 40~49 | 475~559 | Pre-2nd
W72 BT 5
Pre-1-Minimal proficiency | 350~399 | 40~64 NA NA NA NA 3rd
(Y1 #%) I/ NROBENZES D
O — No language proficiency
FETREN R E SRV

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

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

S KEITEERS 10450,9397 ; R BARE - EANFROREICET 5E# (PR 5SEEEER+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: ABIDEd., T2, MEORELEBXEOEHFDZTEEHME LT, BAFEREZRERIT 54,

AR EREETFER. L LAEEEICTHREICRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAB/: TEMDOERICLER., BRI CERGENBRZHERT 4.

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

1REREIR: EANERORRIIERTT N, BRINFFEREIRBLED STIGE. TOROFREZOHIT. Bh, HEHUIHER
ERBEABYET,

Format Rev: 3-8-16




Task List

1. Performs responsible clerical work involved in the documentary control of the receipt, storage, transfer,
replenishment, adjustment and issue of stock or property items, requiring independent selection, interpretation and
application of complex procedures, instructions and reference materials regarding property and supply control.

2. Determines reorder points and quantities, and priority designators for high cost and fast moving items in one or
more commodity categories which require comprehensive analysis of such factors as the fund limitations,
experienced lead time, trend of demands and issues, and requesting activities.

3. Investigates and determines the causes of warehouse refusals. Provides information regarding availability of
items, expected arrival dates of due-in material, etc.

4. Conducts investigations of history and record balances not agreeing with inventory counts of items. Checks
issues receipt and other documents relevant to the discrepancies to determine proof of delivery and receipt.
Resolves errors detected during investigations.

5. Reviews unmatched inspection, receiving and other documents for discrepancies as to incomplete shipments,
guantities, cancelled orders, loss in shipment, etc. Determines subsequent corrective or authorization actions.
Initiates follow-up, tracer or survey actions as necessary.

6. Responsible for receipt and issue control, material verification, receipt posting, material discrepancy reports and
ensuring proper transportation management concerning U.S., Japanese, and other customers’ requirements. Liaises
with C502 for issues involving receipt control management and the coordination of all incoming shipments.
Coordinates with SRF-JRMC shops and codes for incoming material delivery. Coordinates out-going material
shipments, generation shipping documentation and coordinating with DDYJ and SRF-JRMC shops.

7. Responsible for the preparation of Product Quality Deficiency Reports (P-QDR), Reports of Discrepancy (ROD)
and Quality Deficiency Reports (QDR) following established directives and instructions concerning the delivery of
incorrect material, damaged material or incorrect quantity of material. Responsible for the receipt and issue of
Government Furnished Equipment (GFE) and Contractor Furnishes Equipment (CFE).

8. Generates and tracks supply reports and matrices to track performance and efficiency in order to assist
management in decision making. Assists the Receipt Control Section Leader with the performance of his duties
and assumes the additional supervisory role of Receipt Control Section leader in cases of his/her absence.

Performs other related or incidental duties as assigned.



