HMAEEMEREILR

LRHES : DDYJ-012-15
Announcement No.

HEEfrua:

Closing Date 13 Jul 15
#178:

Date of Issue 23Jun15

VACANCY ANNOUNCEMENT
1.REFE4 Jobtitle ( %4k Grade 4 /FE¥EM LD 2 ) BEAH
No. of
Stock Control Clerk, # 342 Recratment
(BT B E M)
Acceptable trainee level (BRFRTEER B LVERR): N/A 14

X E=#H% [ $keE&R L] RE &R L] EE &R
Administrative  Blue Collar Trade Security Medical

2.EBBX Activity

DLA Distribution Yokosuka, Japan, Logistics Operations Department,
Storage Division, Storage Management Office (J3W.5)

G Working Place: Tomari-cho, Yokosuka-shi 1§78 %E rralT

4. B EF0BH Area of Consideration
I. X8 MLC/IHAEXE (E%A)
Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA E £ 8 (B EEB W)

Current MLC/IHA Employee in commuting distance

. X HMLCIHAR( % B(£TEHXKE)
Current MLC/IHA Employee Japan Wide

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

3. ENFEBFRE Work Schedule (3B_40 BFREHI hrww )

£)75 8 Work Days: Mon-Fri

£)7505R - /KE2 Work Hours/Recess Period: 0730-1615/1200-1245

(] %%} Night Shift X 5% % Overtime  [X] ti3E Business Travel

5. A DF&ELE Type of Employment
X MLC
L] IHA

] ‘& A Permanent
X BB Limited Term (_6_#» B Months )

L] HPT

*The employment may or may not be
renewed or may be terminated prior to the
not to exceed date.

6. B AR Duties
Please see the attached.

78R EH Bi&EH 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.

Ability to lift heavy item (10kg).
Ability to speak, read and write English at average proficiency level (LD-2).
Ability to speak, read and write Japanese at advanced proficiency level.

—~ooo0o

Knowledge of standardized supply regulations or procedures relating to storage operations.
Skill in operating personal computer application such as MS Excel, Word and Outlook.

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

HEEH English Language Proficiency :

LI ZE % L None [ #0#k Basic XA #K Intermediate [_]-E#& Advanced [ 45FEX D EE

Exceptional

=2 ¥ Educational Background : N/A

| a8F5E. 16 T 5 License/Certificate Required : 7/8 #1588 See blocks 7 & 8

8.12H9 % 4+ M Application and Associated Documents

KR
Working
Condition

*X] 22 IS5 R Application for Vacancy Announcement
*X] & PR #EFE S Resume of Specialized Work Experience

*MEBAlL Complete * in [] BAZE T Japanese [X] #EET English [] &5 5 T4 Either

X RiEFENEARBETHHE L TCLDAR. [HEICET 2ERR]

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

L1 1&8 T SIBAZ D E L Copy of Certificate
X HKEBEOHAZIAT 5 HDDE L Certificate of English Proficiency (Copy)

X 82 \UIFZBF L. BHEEDEHEES -ERT- KL ZE LV IRIEAHE (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 BAEEUND AL, EEBH— FRU/SRKR— MEIED 2 E— For non-Japanese citizen applicant,

copy of Residence Card and Passport/Visa Copy




9. EEFEIEHSL Office to Submit

RNELEE (B MLC/IHARRR) ENEBEHESE (FHXR) TR, SESERHENBVEY, LEXERNYE
HEBZAOE MR, FERHLTTSL, BEMIBLE. 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.

C¥®) LRREB4ED “SREF" HE MLC/IHARERDHDBS, SHREEE GEERR) M oORFEHR
WMMEBYFETOTITEETELY, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABIEEE (B MLC/IHA#E¥A8) RIHE KBERREEMBAXAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
ME)|EHEBEE ™A 1 i 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#8/Extension 243-8152

KEEERAEEMEMEFIIEZER 1. BRAZELRETROTORICATLCSERD EFCHERHEAE] NERE
LTHYET., EAFHI06 00 LY. FEXOB6 00K ETCINHE~NDICEEHDIRENTRETT,

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. NBEEE (Ei%(E) RHE Off Base Applicants must submit to:

T238-0011 T238-0011

ARNNEEBABETRIER 1-6 FEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EFFEHEFFEERBEBAE XA (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management #1 Section

BEEE S Phone 046-828-6959

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

10. ZEFENELR For Official Use

TEAETRIRIE Y Activity POC : DLA Distribution Yokosuka, Japan Command Office EE (DSN) 243-6487
PD No.: DDYJ-J3W.5-008-LT PD is accurate and current. Certified by Activity: mt :hRgégCVd: 6/19)

SHEEEZHRZ L TVEWMEE EEORRICHEY FH A, Incomplete applications will not be considered.
RHESNEIEEEMEITHIRL LEE A Submitted applications will not be returned.

PRIVACY ACT STATEMENT {EAEREEIZDL\T

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

ES RETTEERS 10450,9397 ; R U BAK - EANFRORECET HiEF (Tp1 5FEEEERHES)

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.

TEH: ABDLS, T2, UEORELEBREOEBOXITEENE LT, BEABRERET 54,

FED  RRIEIBEFEX. L LFEAITHEICZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIRER: FEMOEMRITHER, R CEEGEANEREHFT 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.

1FHFR: EANFROFRIERTT A, ERSNERERB LGN OGS, TORODFHRZOWHIT. Bh, H5HUIHE
ERBENHYET,

Format Rev: 5-30-14




Task List

1. Performs responsible clerical work involved in the documentary control of the receipt, storage, transfer, 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. Incumbent performs any one or
combination of the following duties listed below.

Care of Supplies in Storage: Establishes and maintains cyclic and special inspection of materials/stock in storage.
Reviews multiple DSS (Distribution Standard System) reports and stock screening request, performs physical inspection
to validate the physical condition of the material and reconciles the records into DSS to reflect correct stock management
data of that particular material to include proper identification, classification, and validation of correct packaging of
material at the time of receipt.

Check stocks for deterioration and for effective compliance with special practices; determines extent of repair or
reconditioning required for maintaining material in usable condition.

Performs Material Safety Data Sheet (MSDS) code update to determine MSDS code by verifying contract number, cage
code and company name using the Hazardous Materials Information Resource System (HMIRS).

2. Discrepancy reporting: Prepares and submits material discrepancies reports using the appropriate forms to include the
Standard Form 364 Supply Discrepancy Report (SDR) and DD Form 1225 Storage Quality Control Reports (SQCR).
Monitor and track the status of suspended stock material items and initiate correspondence emails and letters to perform
follow-up information on over aged SDR and SQCR forms with vague disposition or without dispositions using the
WEBSRDR or email correspondence with Item Managers. Enters recommended actions and most expedient solution in
the reporting system to item managers by evaluating the cause of discrepancies.

3. Processing disposed materials: Follows organizational guidelines and policies in processing the disposition of
materials identified as out of service, excess, or obsolete. Researches, validates and verifies the disposition instructions
provided for by the Item Managers to ensure the organization is certified and qualified to follow the procedures in
accordance with the local policies. Recommends appropriate disposition methods or procedures based on the evaluation
of such factors as storage and material characteristics.

4. Late line report: Monitors the daily late line report and notifies respective supervisor to track open MROs and
manifest, performs causative research to resolve over 4 days old items on the list. Reports findings and recommends
solutions to supervisor and upper management. Resolves errors or discrepancies based on the circumstances of each
individual case.

Must be able to speak, read, and write in both English and Japanese to communicate with US and Japanese personnel and
customers to carry out daily operations.

May require to lift heavy items up to 10kg to handle and inspect materials and supplies in the warehouse environment.
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