LES : DDYJ-005-16

Announcement No.

*ﬁgﬁﬁ Eﬂﬂgﬁ r‘E#E BSHEIE: 1st Cu2t-ff$:b2:jll-el‘)3ec 15

Closing Date

VACANCY ANNOUNCEMENT _ 2nd Cut-off: 12 Jan 16
SR 1Dec15
Date of Issue
1H538 4 Job title (Z#k Grade_6 /EEFHEHK LD _3 ) SE A | 4 ZEEEH Area of Consideration
No. of I. X3 MLC/IHA ¢ £ B (ZPRE M)

Recruitment Current MLC/IHA Employee within Activity

Management Analyst, #119 1. (X1 ] MLC/IHA it X E (R EEM)

(%:IE%\*EH%) 1 £ Current MLC/IHA Employee in commuting distance
Acceptable trainee level (A EER E LVEK): 1-5 . X IHMLCIHARXE (£ B XKE)
Current MLC/IHA Employee Japan Wide
EEXER (] Hee®R LI RE®R LI EER IV. X #+&B Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2. EREX Activity
DLA Distribution Yokosuka, Japan

Assistant to the Commander (DA) 5. B DTS Type of Employment
En#%535 AT Working Place: #78% 158 ET Tomari-cho, Yokosuka X MLC

3. B FEBER Work Schedule (B__40 BFREHI hraw) [ IHA (] HPT
£)7% 8 Work Days: Mon-Fri X & F Permanent

ENFERERT - 4KER Work Hours/Recess Period: 0730-1615/1200-1245 (] BRSE Limited Term (__» A Months)

(] %%} Night Shift X %% % Overtime X H3E Business Travel

6. B #EMZE Duties
See the attachment.

7.8 EH BEEHE Qualification/Physical Requirements

a. One year of specialized technical, or administrative work experience equivalent at 1-5 level in the related work, OR completion
of Master’s Degree in a related field.

b. Knowledge of a wide range of methods, principles, and practices commonly used in the MLC/IHA recruitment, placement
process, and position management.

¢. Knowledge of organization, programs, and missions to identify, analyze, and recommend solutions to problems in position and
human resources management prospect.

d. Knowledge of supply and distribution system.

e. Skill in gathering position information to analyze and determine proper classification.

f. Skill in operating Microsoft applications (i.e., Word, Excel, and PowerPoint) to prepare reports, statistics, and briefing slides.

g. Ability to prepare position description based on function requirements.

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

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

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

1-5: a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR completion
of 4-years college/university in a related field.

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

FEE J7 English Language Proficiency : [ _|JWAZE7E L None [_|#)#& Basic [_|5#R& intermediate [X]_E#&k Advanced [ J4FERDHEE S

Exceptional

= Educational Background : N/A | %8556 T 5 License/Certificate Required : 7/8 #1Z:H8 See blocks 7 & 8




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

*[X] 22 % i 55 %R Application for Vacancy Announcement

*[X] PR #EEEE Resume of Specialized Work Experience

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

N REFEENEBXBETHE LTV AL, [BKRICEYT 28RM%E]

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

L& TEESIBAZDE L Copy of Certificate

X XFEDEEH ZTBT 3 L DDE L Certificate of English Proficiency (Copy)

X e2HOF £ L. BEEOHEES -Fi- K& ZEVRIEAHE (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 BEREZUSNDOFEIX, EEH— FRU/SRKR— F/EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EZEIEMHLE Office to Submit

ABEEE (F MLC/IHARERER) LGRS GER%XE) TR, CEEEREEN BV FET, LRLERHEYE
HEEXDFELVE, SERHELTT SV, BEMHYBLE. 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 “‘BEHE" KB MLCIHARERBEDADIFEE . NEBEESE GEEXR) hoOLHEEHEE
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/IHAGEXRR) RHE CRBEBRAREMBRAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE|EEBEE AT 1 & 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEERAEEMEIMEFAEBT1E. BAANZRELHRETROTOERICASBLESERD EFLCHRETE] NRE
LTHhYET. BEFRIO600HLY. FEROB00BETINHENDEEEHEDIREMNTARETT,

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

T238-0011 T238-0011

AENNEEBEEHRIESR 1-6 FHEEL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EBEEFBHESHEEMBIEAE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BiEE S Phone 046-828-6959

2R - 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. EEFEALEHE For Official Use

ZEAEIIR$E Y Activity POC: DLA Distribution Yokosuka, Japan FE (DSN) 243-6487
. . - —_— HRO: (rcvd: 11/24)
PD No.: DDYJ-DA-002 PD is accurate and current. Certified by Activity: mt js 11/25 kw 11/27

REZEEZHEZLTOWEWEE BEORRIZAY FH A, Incomplete applications will not be considered.
RHESINFEIEEEMHEIEEIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {EAIGHREEIZDLVT

AUTHORITY': Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).
ESKEITEER S 10450,9397 ; RU BAE - EABROREICET 5iEF (FR1 SEEFEFER+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.

FHE: ABIDLS. T2, MEORELERREOEHFDZITEEME LT, BEABERERET 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.
FRABEM: TEMOZERICLER., RFCTE#GEANGREZHET 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.

1EHREFR: EANERORRIIEETT N, ERSNBEREZIRE LGOS TEE. TORODFHREDHIT. Bh., HDHUIHER
LEBEABYET,

Format Rev: 5-30-14

Task List:

The position is located in the Command Office, DLA Distribution Yokosuka, Japan. Reporting directly to the Assistant to the
Commander/Master Labor Contract (MLC) Advisor. Performs manpower reviews and studies, current proposed organizational
structures/functions, and personnel actions for USCS and MLC positions.

(1) Performs organizational and positional studies for Position Management (PM) for USCS and MLC positions in the command.
Researches and collects data required, conducts workload measurement studies, analyzes and evaluates documentations, and makes
recommendations to the Assistant to the Commander/MLC Advisor, DA on establishing new positions, modifying positions, or
disestablishing positions. Reviews DLA Distribution Yokosuka, Japan organizational units to ensure compliance with Defense
Logistics Agency PM standards and policies on resource management. For MLC employees, ensures compliance with Master Labor
Contract policies, standards processes and procedures. Prepares reports and recommendations for optimum position structure,
distribution of functions, and organizational effectiveness. Conducts internal PM surveys and research projects. Works with
departmental and division personnel to solve problems, to improve methods and procedures, and to ensure there are no negative
impacts/overlaps of responsibility for USCS/MLC positions in the command as needed. Assignments include organization and
function studies that present complex problems due to several inter-related operating programs, two or more installations with
overlapping functions, or operations involving technical or professional work/functions. Provides assistance to supervisors and
managers in reviewing and studying organization structures and functions that present complex problems.

(2) Conducts personnel liaison functions in the areas of personnel and employee relations for USCS and MLC employees. Position
requires knowledge and use of Japanese Automated System (JAS) for preparing personnel action requests for MLC personnel as well
as use of online PD for generating and submitting standardized format requests for USCS personnel actions. Liaisons with
appropriate HRO’s including Satellite Offices personnel for clarification and regulatory guidance. Prepares monthly reports on
manpower requirements, personnel actions status, and on-board data. Prepares personnel information and manpower reports for
Personnel Management Board (PMB) and prepares data, reports, analyses associated with personnel and organization management
when requested.

(3) Reviews and updates reports on position management and personnel management issues. Analyzes and interprets a variety of
policies, instructions and procedures, and provides technical advice and guidance to management and employees on personnel issues.
Provides recommendations to supervisors for internal personnel assignments. Coordinates special projects when requested.

(4) Provides advice and guidance to operating supervisors as well as employees on requirements for processing USCS and MLC
personnel recruitment, classification, employment, and other personnel action requests.

(5) Assumes responsibility for administrative programs, procedures and record maintenance to include clerical function supports,
preparation of personnel action requests, payroll inputs, time attendance sheet preparations, automated information system equipment
requests, identification card (Common Access Card/Defense Biometric Identification System Card) requests, office automation
system help desk reporting assistance, facility repair work order requests, travel order requests, and inventory and ordering of offices
supplies. Applies relevant administrative instructions, directives and regulations, and ensures that internal administrative procedures
and controls are updated and in compliance with associated regulations and directives. Ensures manuals and instructions maintained
in the library are updated and organized. Assists Assistant to the Commander/Master Labor Contract (MLC) Advisor on
administrative procedures to include preparation of correspondences; maintaining filing system; use of office equipment to include
facsimile, printers, video teleconference equipment, personal computers and the applications; and clerical methods. Prepares
memorandums, notices, and various types of correspondences. Collects administrative information and data for recordkeeping
purposes. Translates correspondence, instructions, directives and other necessary information from English into Japanese or vice
Versa.

(6) Performs other related or incidental duties as assigned.




