ILES : NEX-800-16

Announcement No.

*ﬁgﬁﬁ%t&gﬁ rE#ﬁ BSHLIE: 1st Cﬁtz-ol\f/flzag/ljl-\?ar 16

Closing Date

VACANCY ANNOUNCEMENT pa— 2nd Cut-off: 21 Apr 16
{18! 11 Mar 16
Date of Issue
14 Job title (%#k Grade_3 /EEFE#HK LD _2 ) SEAH | 4 ESEE Area of Consideration
No. of I. X 3 MLC/IHA it % & (BB )

Recruitment Current MLC/IHA Employee within Activity

Hotel Desk Clerk, #156 B3 38 MLCIHA 563 B (B E1Er)

(7k7_')l/$77]"§ﬂgk) 1 % Current MLC/IHA Employee in commuting distance
. ] BMLCIHARREB(ZTERAXE)
|Z| EEER |:| HEER |:| BREH |:| EE%x Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade Security Medical IV. [X] 4488 Off Base Applicant

2. EBEX Activity
Navy Exchange Yokosuka, Navy Lodge

5. B A DFELE Type of Employment

ENFEIBmART Working Place: #7E% Hi3HET Tomari-cho, Yokosuka [ IMLC
3. Eh 58 work Schedule (B __40  FEREIHI hraw) X IHA [ HPT
£17 B Work Days: 5 days/week, various shifts including weekends X & A Permanent

& holidays, irregular schedule. (3B 5 B #i. (] BR3E Limited Term (__» A Months)

BRFBEZEOEES T M. TRABBEHY)
&1 7SR Work Hours: 8 hours/day, 0700-1545/0800-1645/1415-2300/2245-0730
(1 8 8BsHE#TF)
{KE8 Recess Period: 45 min/day (1 B 45 43")

X %%} Night Shift X] &% Overtime [] 438 Business Travel

6. FFEMNA Duties

Performs work involved in receiving and assisting guests, registering and assigning rooms, collecting fees and maintaining records
in a transient hotel. Typical duties include: (1) checks credentials of incoming guest; (2) assigns rooms based on preference of
guest, rank, availability, etc.; (3) prepares or assists guest in preparing registration card; (4) provides information concerning rates,
maid service, and availability of recreational or shopping facilities; (5) arranges for personal valet-type services; (6) may operate a
telephone service, taking and placing calls; (7) computes and may operate a telephone service, and (8) maintains operating records.
Performs other related or incidental duties as assigned.

7.EBEH. BEEH 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.

. Knowledge of customer service concepts and practices.

Skill in operating personal computer with Microsoft Excel, Word, etc.

. Ability to make mathematical calculation, handle cash, check, credit card, and maintain records.

Ability to operate a telephone service, taking and placing calls for guests.

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

D oo o

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

FEE H7 English Language Proficiency : [ JWAZEZE L None [_|#)#k% Basic DS #Rk Intermediate [_]_E#& Advanced [ 4FER D EE ] Exceptional

2B Educational Background : N/A | $e 8516 T 5 License/Certificate Required : 7/8 #5:H8 See blocks 7 & 8




AR

8.42HtH 9 %+ M Application and Associated Documents Working
Condition
*[X] 22 R I35 F#E Application for Vacancy Announcement Works on
*[[] B PIRE#E#EEEE Resume of Specialized Work Experience weekends/
*MEE AL Complete * in [X] #E& T English holidays and
X RIEBEAE B RBECHBELTLHAE, [HECET 2 HME] regular

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

(] EExu I DS L Copy of Driver's License

L& TEESIBAZ D E L Copy of Certificate

X EEDOREAFEAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 MUIFZF L. HHEEOEBESRS FFT- KA ZEVREMEHE (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 BAREELUND AL, BB H— FRU/SRFKR— ~EZED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EHERHS%E Office to Submit

REEEE (B MLC/IHARERER) ENBIEHEE (EH#%ER) TR, SEEHERHENENFT, LRELEREYE
PEBADOENG., FXARHLTTSL, BRMHBUBAZE, 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.

GEE) LREEE4BD “‘BEHA" KB MLCIHARERBEDADIZEE . NEBEESE GEEXR) hoOLEEHEE
EMELRYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABREE (B MLC/IHAfEXR) RHE CRiBERAREMBRANERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ME)EHEBEE AT 1 &Hih 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
LTHYFET., EHFHIOB600KLY.,. FROB00KFETIDHENDICEEHDRENAETT,

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. NBREE 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

EEFE—R Management #1 Section

BEEE S Phone 046-828-6959

2R - AIE—EBE. 0830-1730 K (AADERZEMKR<). EREFHFOCEREILLIIEELELET S,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EFENIEF For Official Use

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

PD No.: NEX-NL-001 PD is accurate and current. Certified by Activity: am ‘ HRO: (rcvd: 3/8) js 3/8 jo 3/8

SHEEEZHREZ L TWEWNMEE EEORRICHEY £ A, Incomplete applications will not be considered.
RHESNEIEEEMEIEEIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT EAEREEIZDLT

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

R RETEER S 10450,9397 ; RU BAE - EABHBROREICET 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.

FE: AEOLRS, B2, MEORELEAREOEZOXTEENE LT, BARRERERT 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.

EHRET. EAEROFTIERETIA. BRSNLFERERME LGN SHE. TOROFREOYHIT. Bh. H5HULIEHH
ERBENHYET,

Format Rev: 5-30-14




