HMAEEMEREILR

LBRES :

Announcement No.

FLCY-34-16L(R2)

BSeHrLIA:

Closing Date 7Jul 16

#17H:
Date of Issue

24 Jun 16

VACANCY ANNOUNCEMENT
-Reissue-
Added Acceptable trainee level (£ H Al 6E 738 WEE#K): 1-4.
1184, B, #5553 Job title, Job No., & Basic Wage Table (BWT): | Z&EA#K
No. of

Recruitment

Management Analyst #118
(B HTH)

BiESH#R. 558 h#k Target Grade & Language Proficiency Level (LPL):
%1k Grade-5, FEFHEH#R LPL-3

FATRERE LVFRFEFBEIH) Acceptable Trainee level:
ZF1#k Grade-4, FBFRENHR LPL-2

14

X £#%ZBWT-1) [ HEEZRBWT-2)

Administrative Blue Collar Trade

L] &&kREwT-3) []ERRBWTSS)
Security Medical

4. B F0BH Area of Consideration

I. X3 MLC/IHA 5% B (ERBX M)
Current MLC/IHA Employee within Activity

1. X 3| MLC/IHA £ 8 (B EEB W)

Current MLC/IHA Employee in commuting distance

. ] |EMLCIHAREB(£TEHXE)
Current MLC/IHA Employee Japan Wide

IV. [] 4}&B Off Base Applicant

* Those who applied for VA:
FLCY-34-16L/(R) need not to

reapply

2. EBEX Activity

NAVSUP Fleet Logistics Center Yokosuka
Support Services Department

Personnel Management Division (Code 323)

) #53B PR Working Place: #%7A% 8T Tomari-cho, Yokosuka

3. ENFERFR work Schedule (38 _40 FFREH hraw)

£)75 8 Work Days: Mon-Fri

75HER - /KB Work Hours/Recess Period: 0800-1645/1200-1245

(] %2 %) Night Shift Xl 5% Overtime  [X] Hi3E Business Travel

5. A DF&EYE Type of Employment
X MLC

L]IHA

X # B Permanent
] BB Limited Term (__» A Months)

L] HPT

6. B AR Duties
See attached task list.

BRI ZEERR  Outstanding Working Condition, if any.

7.EREH  BiEEH Qualification/Physical Requirements

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

HLIBICRENBFREABLUANIVICHET SRBOBLENNIDEERYET,

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does
not have such work experience, completion of 4 years college/university in a related field may qualify him/her at 1-5 level.

b. Knowledge of reviewing and reporting on manpower requirements for USCS, MLC or Foreign National positions.

c. Knowledge of analytical and evaluative methods applicable to study of organizational structures, new position determinations,

and distribution of USCS, MLC, and Foreign National positions, etc.

d. Knowledge of rules, regulations and procedures of position management and personnel programs affecting MLC and USCS

personnel.

e. Skill in operating personal computer such as Total Workforce Management Systems (TWMS), JAS, DCPDS, Microsoft Word,

Excel and PowerPoint.

f. Ability to develop and administer internal procedures for USCS and MLC personnel matters.

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

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




8.12H9 %+ M Application and Associated Documents

*[X] 22 R I35 FA#E Application for Vacancy Announcement
*X] BB EE Resume of Specialized Work Experience
*MFEAlL Complete * in [] BAEE T Japanese X #EET English [] &5 5 T4 Either
X RE/BENEBXRBETHHEL CLIAIK. [HKICET 2EME]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
EFREXFLUTOURLEY A oO—KFTEEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN_Forms.html
(] sB#x$e2FsEDE L Copy of Driver's License
(1 TEE/sEBAZME L Copy of Certificate
X HEDRENZFAT 5L DDE L, TOEIC, TOEFL, CASEC, £EROA #HMNLIAE L L TR HHITET,
CRIATEMGERBIX ALCPT £ 7)) TDMOEIAE. RURFBENCHTIEBCHEFIFAELYES ., REFEZHESTHE
LT 5HL LEAAEDRRENBETT,
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.

p=111}

X 82 HEIF BT L. REFOEHEERS -FT- KA ZE UV RIEAHE (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 BAREELSNDOAIL, £#BAH—F (@@ KRU/SX7KR— ko3 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. IEFESEIRHL Office to Submit

RELEE GEMLCIHARERER) LNEEEE CGEERR) TR, TEERRHANSENEYT, LRLERHMZHSME
ZOENE, BEMEHLTT S, HEMHYIALE, 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 VVacancy Announcement.

GE®) LREBH4FED “‘FHREHEA" NEMLC/IHARERAEDOADF/E. NEBLEE (FHXR) M oDEFRBITRIM &
BYFTOTIEET SN, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AEIEHEE (R MLCIHARERR) RHE CRBERAREMBEXANERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
HENEBEETAET 1 Fit 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

AI#R/Extension 243-8152

KEEHAEEMEMEFMEBM 1. BRANEELRIBETROTORICANBICEERD IEFLCEREAE] NARELT
HYET., BEFHO0600HLY., FEROB600BFETINHEADICHEZHEDIRHMNAEETT,

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. NERIEEE GEREER) RHE Off Base Applicants must submit to:
T238-0011 T238-0011

HER)IRBBABERRHIESE 1-6 FHHEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEFEHEFFEEMBEEE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

BEE—{& Management #1 Section

EFEES Phone 046-828-6959
SATEFRE - ABE—SME. 0830-1730 B (HADRAZKR<), ERAFHEOCEMEIZHLITEMULVEHLETELY,  Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of employment.

10. EFATEHR For Official Use

SEAEHIRRIEY  Activity POC: FLCY C323 & (DSN) 243-8495/9823

HRO: (rcvd: 4/27) js
PD No.: FLCY-323-010 PD is accurate and current. Certified by Activity: kt 4/27 ms 4/27 (6/1) js
6/2 (6/23) js 6/23



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

REEREZELLTVEWNMES BEORRIZAY FH A, Incomplete applications will not be considered.
REShEREEHEESRL LEEA, Submitted applications will not be returned.

BHECTLELINDIEREIE (LPL) LRLETREZETIL,
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
. Paper Based Computer Internet Based B
LPL FEZ8EH#% 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 kI RENEESTD
2- Average proficiency 550 ~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560 ~ 869 2nd
FHEINRE ) B BT D
1 ‘AE'emf”tarV proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 Pre-2nd
WIB RN EET D
I?re-{l — Minimal proficiency 350~ 399 40~ 64 NA NA NA NA 3rd
(M8 18%) e/ NRORENZET D
0 - No language proficiency
FEFRE N A S T\
PRIVACY ACT STATEMENT {BLAEIREEI= DLV T

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

EDREITEEN S 10450,9397 ; B U BAE - EANEROREICEHT 5% (F1 SEEEERHES)

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.

T ANHDER, B2, MEORELARXEDEBOZTEZEME LT, BABRELRT 54,

AR EREAEFER. 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.
FIABM: TEMOERICDER., RFCIEEGEANEREHFT 548,

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

FHRFER AANERORREIERTIA, BERSNBERERELGNS1I5E, TORDFHREOWHIT, B, $H5UEHET
ERBENHYET,

Format Rev: 3-8-16




Management Analyst #118-5

1. Assists in the review and study of current/proposed organizational structures, new position
determinations, revision of positions and organizational structures, and distribution of both USCS, MLC,
and FND positions within the NAVSUP Fleet Logistics Yokosuka area of responsibility. Performs
research and advises leadership on various difficult position issues by conducting audits to gather and
analyze data, discussing problems with supervisors and specialists in order to validate the need for
positions and makes recommendations on the most efficient position structure. Responsible for
administration/development of internal procedures for processing/tracking personnel programs affecting
USCS and MLC personnel. Receives, reviews, processes paperwork requests for organizational studies
and realignment issues and submits to the Division Director for review and recommendations up the chain
of command. Responsible for coordinating billet change requests to Global Logistics Support Command
and tracking requests to ensure actions are completed in a timely manner. Employee will be required to
use Microsoft Office as the position requires extensive use of Microsoft Excel and PowerPoint.

2. Responsible for maintaining case files on realignment actions, position studies. Updates and maintains
records in Excel and Access. Maintains and keeps abreast of all data regarding positions and personnel
information, making changes, as required in TWMS. Produces command organizational charts, advises
on placement of positions within the organization and the potential impact to grades and series for
existing positions and personnel.

3. This position may provide direct support in performing the duties and responsibilities on payroll
functions that include but not limited to: collection of monthly timesheets throughout FLCY'; reviewing

& preparing leave reports; overtime reporting; consolidating and submitting timesheets and related payroll
documentations to CNFJ Payroll. Process PAR for all AWS requests and work schedules, and provides
assistance on processing documents ICW extended leave monitoring and other payroll matters.

4. Assists existing analysts with emergent work requests which requires the analyst to independently
perform work involved in the processing actions affecting USCS and MLC personnel. This function
includes reviewing and processing internal Personnel Action Requests (PARS) and effecting changes
through the use of the Japanese Automation System for MLC personnel, and DCPDS for processing
recruitments, retirements, transfers, etc. Interprets all applicable regulations, instructions, policies,
procedures, and precedents concerning USCS/MLC personnel issues and provides advice and technical
assistance to employees and approving officials on various personnel problems. Contacts are frequent
with Department/Division Managers and Supervisors, HROs and FLO, and other DoD agencies in Japan.

5. Performs other related or incidental duties as assigned.
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