LES : DDYJ-002-16

Announcement No.

ﬁ?ﬁﬁ%ﬂbgﬁ FE#& BSIIR: 1st Ct?t-'l/flgrzg-gan 16

Closing Date

VACANCY ANNOUNCEMENT _ 2nd Cut-off: 17 Feb 16
T8 7Jan16
Date of Issue
LEgTEA Job title (¥4} Grade_5 /FEFH#MLD_3 ) SEAH | 4K Area of Consideration
No. of I. [X] IR MLC/IHA Ht % B (38X )

Recruitment Current MLC/IHA Employee within Activity

Training Instructor 1. (X1 ] MLC/IHA it X E (R EEM)

(Materlal Handllng EqUIpment); #445 1 2, Current MLC/IHA Employee in commuting distance
[FIfR%ETRE (D +—2 ) 7 F&TE)] . X BHMLCNMHAREE(£EHXE)
Acceptable Trainee Level ((RRARTEERE LVEHR) : 14 Current MLC/IHA Employee Japan Wide
IV. [X] 4+&B Off Base Applicant
X =% % L] &aER L RE%R L] EER
Administrative  Blue Collar Trade Security Medical
2. EREX Activity
DLA Distribution Yokosuka, Japan, Logistics Operations department, 5. A DFELR Type of Employment
Motor Vehicle Support Division (J3M) X MLC
B) 7518 A Working Place: #8787 v3AMT Tomari-cho, Yokosuka ] IHA [ ] HPT
3. BhFEHERE work Schedule (3840 BEREAHI hrww) X & F Permanent
7B Work Days: Mon-Fri (] BRE Limited Term (__» A Months)

7SR - /KB Work Hours/Recess Period: 0730-1615/1200-1245
L] % &) Night Shift X 7% Overtime X] Hi3E Business Travel

6.BEFFEMZ Duties
See the attachment.

7.EBEH. BAEEH Qualification/Physical Requirements

a. Must have GOJ ordinary driver’s license (AT limited is NOT acceptable), GOJ large-sized special purpose driver’s license, and
GOJ certificate of completion of training course for forklift operator.

b. 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.

Knowledge of MHE (Material Handling Equipment, i.e. forklifts) safety operations.

. Skill in planning, developing, and conducting forklift training classes in English and Japanese.

Ability to evaluate and maintain training results, and monitor development of students.

Skill in operating personal computer such as MS Excel, Word, Outlook, Power point, Publisher, etc.

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

. Ability to speak, read and write Japanese at native language level.

SQ o oo

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

below.

1-4: a. Must have GOJ ordinary driver’s license (AT limited is NOT acceptable). GOJ large sized special purpose driver’s license,
and GOJ certificate of completion of training course for forklift operator.
b. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-year college/university
in any field.

* The selectee will be required to complete designated training for MHE instructor/certifying official per DLA instructions
and pass the certification examination.

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

FEE H7 English Language Proficiency :  [_|WAZE 7L L None [_|#)#%& Basic |5 #% intermediate [X]_E#& Advanced [ 4FERX D HE

Exceptional

=2 B Educational Background : N/A | $a555E. /18 T 5 License/Certificate Required : 7/8 {158 See blocks 7 & 8




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

*[<] 22 & ki 35 ¥R Application for Vacancy Announcement

*[<| B PR TSR Resume of Specialized Work Experience

*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 5 T4 Either
X REFBENEBXRBETHH L TS AIL. [HEICET2EMRKR]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”

X BRABHRTOTEEREERRFIE (ATRERFA) | RKOXBRBEHERRFILEDE L Copy
of GOJ ordinary vehicle driver’s license (AT limited is NOT acceptable) and GOJ large-sized special purpose driver’s
license

X 24—9 1 7 FMEEREEEEZE TIEDE L Copy of Certificate of completion of training course for Forklift
Operator.

X HEDREAH ZFIAT 5 H DDE L Certificate of English Proficiency (Copy)

X2 BUIF £ L. CEEOBEERES - KA2FE UV REAHE (12cm x 23.5cm)
12c¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BXREFLSNDOAIX, EEH— FRUT/IREK— F/EIED 2 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEEERHS% Office to Submit

RNEBGEE (B MLC/IHARRR) LNBIEEE GEEXR) TR, REEERHENSEVEY., LELXERNYE
FHEBADENME, BXREHLTTEL., EEMIASE, 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.

(G¥%) LREB4ED “BR&EGH" BB MLC/IHAREEDADIFA. NEBIEHEE GEEXE) M o0EEEEE
EHMERYVETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABIEHEE (B MLC/IIHAGERE) RHE CREERAREMBARAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE||E#BAE A 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KEERAEEMEMEFAEBT1E. BAANZRELHRETHROTOERICASBLESERD EFLCHERETE] NRE
LTHYFET, EHFRO0600HLY. FRO600BETCINENDICHEEHDIRHEMNAETT,

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

EEE—(& Management #1 Section

BEEEE S Phone 046-828-6959

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

10. EIEMEF For Official Use

FEAEHIBRE Y Activity POC: Command Office EE (DSN) 243-6487
] . - —_— HRO: (rcvd: 10/23)
PD No.: DDYJ-J3M-005 PD is accurate and current. Certified by Activity: mt is 1/5 jo1/6

IEEEEZHZLTULWEWNMEE. BZORRIZEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMHEIEHEIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BAER{E#EIZDOLT

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

EE RETTEERS 10450,9397 ; RO BAE - EANFRORECET 5:EF (Fr1 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, 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.
FAEM: FEMOERILELR., B CERGCENEREZHNT 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.

EHRET:. AAFROBRRIERETIN, BREINIERERYL LGN 015G, TORDFHRZOHIT. Eh. HHULIEHET
ERBENHYET,

Format Rev: 5-30-14

Task List
General: This position is located in the Motor Vehicle Support Division, Logistics Operations Department, DLA Distribution
Yokosuka Japan.

1. Reviews pertinent (American and Japanese) laws, instructions, standard operating procedures, results from accident
investigations, and guidance from the Equipment Program Manager to determine training objectives for the Material Handling
Equipment (MHE) training and licensing program. Develops and maintains the activity’s MHE Training, Testing, and
Licensing Program. By applying expert knowledge of MHE operations, manufacturer publications and applicable safety,
statutory, and regulatory instructions, the MHE Training Coordinator/Lead Instructor develops or periodically revises MHE
lesson guides, training aids, other course materials in English and Japanese, and estimates training hours needed for each type
of MHE. Develops and evaluates course plans, instructional aids, and test questions. Administers written and practical tests.
After all training requirements are met, the MHE Training Coordinator/Lead Instructor issues and signs the MHE Operator
Certification card (OF-346). Develops specialized training for employees who are qualified but need reasonable
accommodations to overcome a disability. Communicates with supervisors (MLC 1-6 or GS-11) on any reasonable
accommodations for disabilities that need to be implemented in the work environment. Teaches MHE classes in English and
Japanese for each type of MHE present at DDYJ.

2. Maintains and updates training and certification records on all MHE licensed employees. Prepares and distributes training
schedules to students and coordinates with the other MHE instructors to ensure every class is covered and each instructor’s
qualifications remain current. Coordinates all training with supervisors (MLC 1-6 and GS-11) to ensure all employees are
certified/recertified before they operate MHE. Manages the MHE Training database to ensure that all training, testing, and
licensing is tracked to facilitate efficient and effective management of the MHE Training, Testing, and Licensing Program.
Maintains all MHE instructor training, testing, and certifications records and provides this information to DLA Headquarters
Installation Support Office. Maintains the central repository for all employee MHE training and licensing records. The records
will be kept in individual folders to provide evidentiary matter that all MHE licensing requirements were met for each
individual.

3. Participates as a non-voting member on the After Accident Action Review Board (AAARB) to supply expert knowledge of
the MHE Licensing Program, and to help identify accident circumstances that may indicate deficiencies/gaps in the MHE
training program.

4. Ensures that adequate supplies, equipment, and space are provided to maintain an environment that is conducive to learning.
5. Periodically meets with the Equipment Program Manager and Safety Officer to discuss safety violation trends to determine
if changes need to be made in the MHE training curriculum. Solicits input from students through end-of-course surveys to
determine if changes need to be made in curriculum or presentation methods.

6. Communicates with supervisors (MLC 1-6 or GS-11) on student performance during training, such as: employees unable to
meet course demand, employees responsible for unsafe or reckless operation during training, or employees suspected of being
under the influence.

Performs other duties as assigned.




Training (Certification) requirements: The incumbent must be able to complete designated training for MHE
instructor/certifying official per DLA instructions, and must maintain a current license for each type of MHE operated
at DLA Distribution Yokosuka, Japan. The incumbent is responsible for performing all duties prescribed in DLA
instructions governing DLA MHE training requirements.

License requirement: Must have GOJ ordinary vehicle driver’s license (AT limited is not acceptable), GOJ large-sized
special purpose driver’s license and copy of Certificate of completion of training course for Forklift Operator.



