HMAEEMZELE

VACANCY ANNOUNCEMENT

-Reissue-
Expanded Area of Consideration from 1to | & II.

LHRES :

Announcement No.

NEX-662-16(R)

HEEHIE:

Closing Date 16 May 16

#17H:

Date of Issue

3May 16

1EEME A Job title (%#k Grade_4 /FE¥EH#{ LD_2 )

Procurement Clerk, #219

(FRESEFHH)
X =% % L] Bae®R L &R&% L] =& R
Administrative  Blue Collar Trade Security Medical

SEAH
No. of
Recruitment

14

4. BEEE&iFH Area of Consideration
I. X3} MLC/IHA fi¢ % & (EBRBR )

Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA ¢ £ B (BEHEN)

Current MLC/IHA Employee in commuting distance

. ] WMLCIHARRXEEB(RTEBRE)
Current MLC/IHA Employee Japan Wide

IV. [] #+&B Off Base Applicant

2. EREX Activity
Navy Exchange, Yokosuka
Service Operations Department

* Those who previously applied for
NEX-662-16 need not to reapply.

B #5518 A Working Place: #7824 1;HBT Tomari-cho, Yokosuka LIMLC

X IHA

3. B 5B Work Schedule (3B_40  BEREHI hrww) I3 % F Permanent

£175H Work Days: 5 days/week
) FE RS Work Hours: 0730-1630/0800-1700
{AE8 Recess Period: 60 min/day

] %2 %h Night Shift X #& % Overtime [] Hi3E Business Travel

5.E A DFEL Type of Employment

O HPT

(] BR%E Limited Term (__» A Months)

6. #EMNZ Duties
See the attached task list.

7.EBEH. BAEEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent in any field OR completion of 4-year

college/university in any field.
. Knowledge of procurement policies and regulations.
Knowledge of customer service concepts and practices.
. Skill in operating automated software and personal computer such as MS Excel and Word.
Ability to establish and maintain stock records and etc.
Ability to make mathematical computations and operate a 10 key calculator.
. Ability to perform a wide variety of clerical work.
. Ability to speak, read, and write English at average proficiency level. (LD-2)
Ability to speak, read, and write Japanese at fluent level.

D KQ o o 0T

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

BEEN English Language Proficiency : DLIZ\EE L None D*ﬂff‘& Basic |X|¢'fﬁ& Intermediate |:|J:ff;& Advanced D##Eﬁo)ﬁléjj Exceptional

2P Educational Background : N/A

| %8536 T 5 License/Certificate Required : 7/8 1 Z:H8 See blocks 7 & 8

8.32H 9%+ M Application and Associated Documents Working
Condition
*[X] 22 /% i 55 A#R Application for Vacancy Announcement Works on
*X] B PR FE 4R B Resume of Specialized Work Experience weekends/
*MEL AL Complete * in[] BAZE T Japanese [X] ®EET English [] &% 5 T4 Either holidays and

X REBENEBRBEETHELTCWLWDAIK. [HKICET LERE]

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

[ #& T/ SEBAZEDE L Copy of Certificate

X EEDREHN ZFEBAT 5 £ DD E L Certificate of English Proficiency (Copy)

X e2AFEF L. BHEEDOHBEES EAT- KEEEREAHE (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 BAREEZUSNDAIE. EEH— FRU/NRKR— /EEEO 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

irregular schedule
if needed.




9. HEEFEIEHSL Office to Submit

RNEHEE (BEMLCIHARRR) ENABIEEE GEEXR) TH. REEERHANEVEY., LREXERHKME
HEEZDENME, BERHLTTSL, BEMHYBSLE. 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.

GXB) LRBEB4ED “BEREGH" B MLC/IHAREEDADIF/E . NEBIEHEE GEEXE) Ho0REEHRE
EBHELRYETOTITIET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABBEE (B MLCIHAHERR) REE CRKBEMAREMBAXAERAR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
AE)IEEAETAE 1 Fih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KBEHATEMEMEFANEHR 1. BAAZEFELGRIBTROTORICAREEERD IERCHREAE] NRE
LTHYET., EHFRO0600H&LY. FRO600BETINHEANDGEEHDIRENALETT,

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. NEBEEE (EREE) RBHE: Off Base Applicants must submit to:
T238-0011 T238-0011

ARNNBEEBEEHRIER 1-6 FEHEL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
R)EIBESHBHEFFESEMEBEAEE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management #1 Section

EiE%E S Phone 046-828-6959

SATEER - AEE—SME. 0830-1730BF (AADRBZKR<), ERAFHZFOZERIEIbLITEBLEhETEL,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EBEFHWIEHE For Official Use

SEHTRE S Activity POC: NEX Personnel EE (DSN): 243-5149

PD No.: NEX-SOD-002 PD is accurate and current. Certified by Activity: mk ‘ HRO: (rcvd: 4/18) js 4/19 jo 4/20 (5/2) js 5/2

IEHEEEZHEZLTVWEWNEE EBZORRICTEY FH A, Incomplete applications will not be considered.
RHESINF-ICEEZEREIEHIR L LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT EAJFREREICDOLNT

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

E KETEERT 10450,9397 ; XU BAEL - EANIEHRORECET 5E=F (A1 sEXFEFER+ES)

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.

TR NEDLER. T2, MEORELAEBXEOEXHDZTEZEME LT, BANBEREZERT 54,

FED  BREIBEFEX. L LIEAITHEICZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAB/: TEMDOERICDEL, KHTERGMEANBRZHITT 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.

EHRER EABROBRRIEERTTN, EBRINERERB LG o5HE. TOROFHREDYIT, Bh. HHULNIHE
LRBENHYET,

Format Rev: 5-30-14




TASK LIST
PROCUREMENT CLERK, IHA 1-4

Performs non-professional accounting work in maintaining a prescribed accounting system which is
operated on a double-entry basis and which includes asset, liability, income, expense, capital or ownership
and budgetary accounts. Typical duties include coding, checking and processing of documents, posting to
books or reports of original entry and other work which requires working knowledge of that segment of
the accounting system to which assigned. Jobs typical of this level are those of clerks assigned to the cash
receipts ledger, accounts payable journal or labor costs reporting section where the scope of work is
restricted as to the skills and knowledge required of the incumbent. These positions work under general
supervision and receive technical advice on difficult problems, especially those which concern processes
outside their immediate area of assignment. (75%)

Performs a variety of clerical tasks involved in the procurement of supplies, equipment, commodities or
services which require a thorough knowledge of general procurement practices policies and regulations.
Duties are of a recurring nature but frequently present problems which are not covered by existing
precedents, regulations or instructions and the incumbent must exercise experienced judgment in their
resolution. Performs the full range of clerical duties, to include document preparation and files
maintenance and in addition, initiates procurement from a number of inter-organizational or commercial
sources which are authorized and pre-determined. Considers such elements as delivery dates, economy of
price, possibility of substituting items, and compliance with specifications. Incumbent is responsible for
the technical and procedural adequacy of his work, referring legal or highly controversial problems to
supervisor for solution. (25%)

Performs other related or incidental duties as assigned.



