RHEES : NEX-682-16

Announcement No.

E;EE Eﬂl_’,?ﬁjﬁ miﬁ BERAIIE: 1st Cﬁiocf)f?ig-gep 16

Closing Date

VACANCY ANNOUNCEMENT e 2nd Cut-off: 3 Oct 16
?‘T H: 23 Aug 16
ate of Issue
115384 Job title (%#% Grade_3 /BEFEH LD _2 ) SEAH | 4B EHBH Area of Consideration
No. of I. [XI 3R MLC/IHA §¢ % & (5B )

Recruitment Current MLC/IHA Employee within Activity

Work Order Clerk, #280 . X1 3 MLC/IHA §t % B (B EIER)

('ﬂE %ﬁ’%%i’%ﬁ) 1 % Current MLC/IHA Employee in commuting distance
. WMLCIHARXB(2TEBRE)
X =#%% R [1B&&% (D EER Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade Security Medical IV. [X] 41#% Off Base Applicant

2. EBEX Activity
Navy Exchange, Yokosuka

Services Operations Department 5. B FADIEEE Type of Employment
Auto Service Center [IMLC
Service Counter X IHA CIHPT

X & F Permanent

- _ 7E Limited Term Months
B #5138 A Working Place: #7825 1;8BT Tomari-cho, Yokosuka [IRE (»A )

3. B FEMERE Work Schedule (3B__40  BEREHI hrww)
£)75 8 Work Days: 5 days/week

£)75BERT Work Hours: 0615-1515/0830-1730
{KE8 Recess Period: 60 min/day

] & & Night Shift X 7% Overtime  [] 113K Business Travel

6. BN A Duties

Tasks work request from customers and translates to Japanese for Japanese mechanics, dispatches towing/road services to the
mechanics, and translates information from Japanese mechanics in Japanese to English for the customers then explains to
customers. Also advises and gives some recommendations to customers by automotive knowledge and/or information from
mechanics to make customer’s vehicles in proper conditions. Gets parts estimate for repair job from local parts vendors by fax
and/or phone, then makes special orders for customers to the local parts vendors. Receives special order parts from vendors, order
“stock parts,” and tires, as needed. Inventories them every month, and assists supervisor for zero out parts, which are unable to use.
Receives phone calls from customers for the status of the work, status of parts ordering, appointments, towing/road service, and/or
other questions related to Autoport. Calls customers when the work is ready, parts received, problem happened, and/or need to get
authorizations from customers for extra works. Assists customers when they are at local car dealers. Calls and translates as
customer needs. Assists customers when they need minor repair such as replacing light bulbs, wipers, and other minor issue.
Occasionally assists Mini Mart employees by ringing up customer’s sales and stocking shelves, or ringing up sales in gasoline
kiosk. Drives truck and takes LP gas containers to refill to local LP gas site, and exchange to customers. Some other related duties
such as handling cash registers, etc. Performs other related or incidental duties as assigned.

78BS %&H Qualification/Physical Requirements

a. One year of general work experience or completion of 2-year junior college/2-year of technical school or 4-year degree in any
field.

b. Must have GOJ ordinary driver’s license (A/T limited is acceptable).

c¢. Knowledge of vehicle maintenance.

d. Skill in operating personal computer such as Windows and Outlook.

e. Ability to accurately translate written or oral statements of routine and non-technical nature from English into Japanese or vice
versa.

f. Ability to perform some minor repair.

g. Ability to lift and carry merchandise up to 20 kg (44 Ibs).

h. Ability to understand NEX, CFAY, CNRJ, and GOJ regulations on this work field.

i. Ability to understand and perform NEX customer service policy.

j. Ability to speak, read, and write English at average proficiency level (LD-2).

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

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

BEEEH7 English Language Proficiency : [ |WAE 7% L None [ ]#0#k Basic DA H#& intermediate [ | E#& Advanced [ 14FEX (D EE 1 Exceptional

2B Educational Background : N/A | % 575E.1& T 5 License/Certificate Required : 7/8 #§5:H8 See blocks 7 & 8




BB

8.12H9 %+ M Application and Associated Documents Working
Condition
*[X] 22 IG5 AR Application for Vacancy Announcement Works on
*[] S PR IEFES Resume of Specialized Work Experience weekends/
*MEEA & Complete * in [X] & T English holidays and
X RIEBBENEBXEETHHEL VDA, [HRIECET 2ERK] irregular schedule

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

X BABFFTOEE BB EERRIFEE(A/TBRER)DE L Copy of GOJ ordinary vehicle driver’s
license (AT limited is acceptable.)

(11 TEE/SEBAZDE L Copy of Certificate

X EEDREHN ZFFBAT 5 £ DDE L Certificate of English Proficiency (Copy)

X 82 \UFZBF 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, EBH— FRU/SRR— MEIED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEEFEIEHL Office to Submit

REHEE (B MLCIHARRER) LNBIEESE GEEXER) TR, RESEREANEVFET, LRV ERKYMZE
HEBADE R, BEARHLTTSL, BRHIBLE. 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, SHEREEE EERR) M oORFEHR
WMMEBYFETOTITEETELY, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. REIGSEE (R MLC/IHAXR) RS KBERAREMBAAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ARNIEEBEETRET 1 Fith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEERAREMTIMEFANEH1E. BRAANZERELHRIETROTORICASSSERD EZFECSREE] NRE
LTHYFET. BAFHO0600LY. FEHOB00BETINENDHEEZHDOIRENAARETT,

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. SERISSEE (EHEXRR) BH% : Off Base Applicants must submit to:
T238-0011 T238-0011

E)EEAEBE T RAVER 1-6 FHEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEFBHEFTEEEREEEEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(R Management #1 Section

EiEE S Phone 046-828-6959

ZATREME - AIE—EBE. 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. EFEAEH For Official Use

FLAEIT RS Activity POC: NEX Personnel EE (DSN): 243-5149

PD No.: NEX-SEC-005 PD is accurate and current. Certified by Activity: mk | HRO: (rcvd: 8/10) js 8/17 jo 8/18

EHEEEZHRZ L TVEWMEE EEORRICHEY FH A, Incomplete applications will not be considered.
RHESNFEIEEEMEITHIRL LEEFA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BEAIER{EEIZDOULNT

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

E KETEERT 10450,9397 ; XU BEE - EANIFHRORECET 5iEF (T 1 SEXFEER+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.

T ANHDER, B2, MEORELARXEDEBOZTEZAME LT, BABREZLRT 54,

AR EREAEFER. L LIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIAEBM: TEMDERICLER, S TEEMEANFREHRT 5%,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

FHRFET: EABBROFTRIIMERTI A, BREIN-FREZRBEL G, S1-BE. TORDFHEDHIT. Bh, HDUIIHE
ERBENHYET,

Format Rev: 5-30-14
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