HMAEEMZELE

VACANCY ANNOUNCEMENT

LHRES :

NCTSFE-005-16
Announcement No.

SRR

Closing Date 16 Feb 16

#17H:

Date of Issue 25Jan16

1EEFE4 Job title ( %4k Grade 4 /FE¥S#HK LD 2 ) SEAH

No. of
Recruitment

Administrative Specialist, #9

EIEMR
Acceptable trainee level (FRFAATEER B LVEHR): N/A 14
X E=H% L] Hee®R LI R&Z% L E=E&E®R
Administrative  Blue Collar Trade Security Medical

2. ERER Activity
NAVCOMTELSTA FAR EAST
Administrative Department (N1)
Travel Support Division (N15)

B #5135 AT Working Place: 178 754RT Tomari-cho, Yokosuka

4. 5L EE & F Area of Consideration
I. X MLC/IHAEXEE (BB A)

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

3. B 5B Work Schedule (B__ 40 BFREIH hraw)

£)7%5 8 Work Days: 5 days a week (Monday thru Friday)

£h 7SRRI - /KER Work Hours/Recess Period: 0800 — 1645/1200 - 1245
] % #h Night Shift X 5% % Overtime  [] tH3R Business Travel

5.BFAMELE Type of Employment
|Z MLC
[] IHA
X & FH Permanent
L] BRE Limited Term (__» A Months)

L1HPT

6. B FEAN A Duties
Please see the attached duties.

7.EBEH  BHEHE 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. Must have GOJ ordinary driver’s license. (A/T limited is acceptable)
¢. Knowledge of the Defense Travel Systems (Government Travel) program.

d. Knowledge of Navy correspondence, travel regulations and instructions for Military, USCS/MLC and Joint Federal Travel

Regulations.
e. Knowledge of US Government Supply System and NAVSUP instruction.

f Skill in operating Microsoft Office Programs (Word, Excel, Power Point, Access and Outlook).

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

h. Ability to perform job in good/close coordination with co-worker (USCS, Military and JN).

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

[ EL L None [ #0#k Basic XIH#R& intermediate [ ]E#% Advanced [ |#FERDEES

Exceptional

% EFEE. /18 T & License/Certificate Required : 7/8 ¥5 BB See blocks 7 & 8

8.42HtH 9 %+ M Application and Associated Documents

R AR
Working
Condition




*[X] 22 % i35 F#R Application for Vacancy Announcement

*X] B PR SRR EE Resume of Specialized Work Experience

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

X REFENEBRBETHELTWLDAE. [HERCEATIERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X iEER e EFEEME L Copy of Driver's License (A/T limited is acceptable)

[ 1&TEESIBAZDE L Copy of Certificate

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

X 82AYFZMMFL. EEEOBERES I - KA ZE LV REMAHFHE (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 BREELUND AL, BB H— FRU/SRFKR— ~EZED 2 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EZEIEMHLE Office to Submit

REBGEE (B MLC/IHARRE) ENABIEEE GEEXER) TR, BEEERHENSEVEY., LRELEREYE
HEEXDFELVE, SERHLTT S, BEMHUBLE,. 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 “‘BEHEA" KB MLC/IHARERBEDADIFEE . NEBEESE GEEXA) hoOLEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABKEE (B MLC/IHAEXR) RHE CRBEBRAREMBRANERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
HE)EHEBE 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

KEEHEEEMEMEFANEZER 1. BARAZELBRIETROTORICATCSERD EFECEIREE] NERE
LTHhYET. BEFAO0O600HLY. FELO0600BETINHE~NDEEEHDIREMNARETT,

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. NBIEEE GEREXAR) RHL Off Base Applicants must submit to:

T238-0011 T238-0011

BB EBAETRAER 1-6 F3EEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
REIBESEHBEFTHFEEREMAEEXZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BiEE S Phone 046-828-6959

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

10. EFENER For Official Use

BAEEI%$E Y Activity POC : NCTS FE, N11 E T (DSN) 243-5808/8252
PD No.: NCTSEE-N15-010 E/li;/sl%ccurate and current. Certified by Activity: NCTS FE, my ?/Iz?i) (rcvd 1/20) kw

SHEEEZHREZ L TOWEWNMEE EEORRICHEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMHEIEEIRL LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BAER{E#EIZDOLT
AUTHORITY': Executive Order 10450, 9397; and Japan Law Concermning Protection of Personal Information (Law No. 57 of 2003).




B RENTIER S 10450,9397 ; RU BAE - EANFERORECET 552 (Fp1 5EXFEER+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. UEORELEBXREOEXBOXTEENE LT, BEAERELRT 54,

FRD 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.
FAEM: FEMOERILELR., B CTERCENEREZHENT 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.

EHFR: EAANFROFRIERTI A, BRSNFERERU LGN O-HE. TORDFHREOWIT, Bh, H5HUETHHE
LEBEABYET,

Format Rev: 5-30-14

Task List

This position is located in the Administrative Department, U.S. Naval Computer and Telecommunications Station, Far
East (NCTS FE). Services as Command Travel coordinator providing administrative support to military personnel, U.S.
Civil Service employee, Offshore Philippine General (OG) employees and Master Labor Contract (MLC) employees for
all of NCTS FE and the outlying detachments in the Far East AOR (Singapore, Chinhae, Okinawa, Sasebo, lwakuni,
Atsugi, Misawa and Diego Garcia).

1. Prepares Travel arrangement. 70%
a. Coordinates travel, researches requirements as required.

(1) Reviews TAD requests in Defense Travel System (DTS) and helps travelers to arrange travel in DTS including
flight and lodging reservations and prepare for liquidation upon return. Prepare DD form 1610 Request and
Authorization and other required travel documents Travel for Master Labor Contract (MLC) employees. Ensure
compliance to travel regulations and funds availability with no anti deficiency violation.

(2) Maintains Japanese Personnel Travel Authorization (JPTA) on all NCTSFE, maintains all records and master
files.

(3) Reviews and arrange entitlement travel such as Renewal Agreement Travel, Student Travels, Funded
Environmental and Morale Leave (FEML), Environmental and Morale Leave (EML), Emergency Travel and PCS
transfer for USCS civilian. Coordinates with Civilian Administrative Support Division to Human Resources Office for
final process as necessary.

(4) Submits and process all requests to the Comptroller, NCTAMSPAC through PRF for approval.

2. Prepares official Naval correspondence to PSD Yokosuka and other commands to adjust Travel cost and requirements,
i.e. per diem, additional site visit, official contractor visits. 10%

3. Serves as the Command Agency Program Coordinator (APC) for DOD Government Travel Card Program.
Establishes and maintains all personnel government travel card accounts. Provides training and guidance on the
regulations and proper use of government travel cards. Reports to the Administrative Officer to take necessary action to
clear member travel card accounts if delinquent. 20%

4. Performs other related or incidental duties as assigned.

Operates government ordinary vehicle to make deliveries/pick-ups of port calls and all travel related paperwork as
required. License requirement: Ordinary Driver’s license is required.




