EHES NEX-602-17

Announcement No.

ﬁgﬁﬁ %fﬂ_’,?ﬁ}ﬁ ,-Ib-t*E BSAIIR: 1t Cut2-c2)ffl?elg 1N60v 16

Closing Date 2" cut-off: 1 Dec 16
VACANCY ANNOUNCEMENT =g '
E)ﬁTTE'- 210ct 16
ate of Issue
1LERTESR Job title (%#k Grade _5 /EEE#H LAD _1 ) BHHE NS | 4 BESREE Area of Consideration
No. of I. I3 MLC/IHA ¢ %8 (ERBXN)

Recruitment | cyrrent MLC/IHA Employee within Activity

Supervisory Sales Checker, #241 I [ 7 MLG/IHA 5t 2 B (&)

(%’g‘k —IVAF YA —) Current MLC/IHA Employee in commuting distance
14 . B\EMLCIHAREE(REBXKE)
Acceptable trainee level ((EARTEER E WLVERR): 14 Current MLC/IHA Employee Japan Wide
X EHER (] HeexR LI RE®R LI EER IV. [X] 4488 Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2.ERBX Activity
Navy Exchange Yokosuka, Japan

Retail Division, Main Exchange, Softlines 5. (DM Type of Employment
N FEIB AT Working Place: 18782 i;EET Tomari-cho, Yokosuka [] MLC

X IHA CIHPT
3.8 #5mER Work Schedule (38_40 RR%H hrww) X "%"E Permanent
£)7% 8 Work Days: 5 days/week ] BRE Limited Term (__» A Months)

&1 75 EEREWork Hours: 8 hours/day, 0600-1500/0800-1700/0900-1800/
1000-1900/1230-2130
{KE8 Recess Period: 60 min/day

(] %2%) Night Shift X] &% Overtime [] 438 Business Travel

6. FEARIAE Duties

See the attached task list.

7.EBEH. BAEEH Qualification/Physical Requirements

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.

b. Knowledge of customer service concepts and practices.

c. Skill in operating automated software such as SIM, SMU, COES, Discoverer, and RWD.

d. Skill in operating personal computer such as Lotus and Microsoft Office.

e. Ability to communicate effectively and courteously with all level of personnel.

f. Ability to supervise/train subordinate employees.

g. Ability to direct/coordinate the activities for merchandise, control accountability and storage.

h. Ability to prepare/execute of budgets.

i. Ability to speak, read, and write Japanese at fluent proficiency level.

j. Ability to speak, read, and write English at elementary proficiency level (LD-1).

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

1-4: One year of clerical technical, or administrative work experience in any field OR completion of 4-years college/university in
any field.

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

BEEE J7 English Language Proficiency : [ JWAZEZE L None DXI#D#R Basic [ |5 #R Intermediate [_]_E#& Advanced [ |45FER D EEF Exceptional

2 FE Educational Background : 7/8 ##Z 88 See blocks 7 & 8 | fEFRE. 1€ T BIE License/Certificate Required : 7/8 #8158 See blocks
7&8




AR

8.42HtH 9 %+ M Application and Associated Documents Working

Condition

*X] 22 % i35 F#R Application for Vacancy Announcement Workson
*[X] BB #5#EFEE Resume of Specialized Work Experience Wede'fe”dS/I holidays
*DEEA (L Complete * in IZ' RET English zghelc;lrj(iglffar:eeded.

X RiEFBRENEAXRBETEHHELTWLSAIL. THKICET 5EREK]

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

X 82MUIFZF 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. EEERH% Office to Submit

REEEE (FHMLC/IHAREEER) LABEEE GERER) TR, TEEHRRHEN EVET., LELEREYE
HEEXDFELVE, SERHELTT SV, BEMHUBLE. 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. ABRHEE (B MLC/IHAfEXR) RHE CRiBEBRAREMBRAERR (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 (1* fl.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEBREE 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

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

10. EFEANEH For Official Use

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

PD No.: NEX-SOFT-005 | PD is accurate and current. Certified by Activity: mk ‘ HRO: (rcvd: 10/7) kt 10/18 jo10/20

SHEEEZHREZ L TOWEWMEE EEORRICIEY FH A, Incomplete applications will not be considered.
RHESNEIEEEMHEIEEIRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BAER{E#EIZDOLT

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

EE RETTEERS 10450,9397 ; RO BAE - EANFRORECET 5:EF (Fr1 5EXFEER+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.

FHH: NFDLd, 2, UEORELAEBXREOEXBOXTEENE LT, BEAERELRT 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.
FAEM: FEMOERILELR., B CERGCENEREZHNT 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
TASK LIST

1. Responsible for department level execution of retail and/or assigned mall services business strategies,
procedures, and policies. Establishes and implements an effective customer relations program. Ensures
service provided meets or exceeds NES (Navy Exchange System) standards and customer expectations.
Carries out policy of courtesy and service, recognizing the importance of genuine, obvious and active
attention required in a retail organization. Exercises tact, good manners, and courtesy when serving and
assisting customers and fellow associates in the performance of duties. Actively seeks to become
knowledgeable concerning store policies and services offered in order to effectively carry out the
requirements of this position. Responds to inquiries and provides assistance in a prompt and friendly
manner.

2. Act as stock replenishment expert. Ensures stock replenishment program for responsible departments
is effectively executed. Ensures department is fully stocked, and merchandise is attractively displayed; to
include effective signing, accurate price marking, and fact tags. Adheres to corporate Visual
Merchandising standards. Coordinates stock replenishment with backroom and procurement personnel.
Reviews department(s) merchandise stock structure, makes recommendations and provides information to
Store Divisional Managers, Buyers, and concerned regarding merchandise in-stock position, stock
assortment, product sale ability, local demand trends and requirements.

3. Reviews daily sales reports. Recommends/initiates markdowns, as necessary. Provides input to Store
Divisional Managers/Store Managers regarding departmental promotions, sales goals and budgets.
Coordinates and implements departmental promotions and sales events with store operations, visual
merchandising, and merchandise procurement associates. Provides post-promotion feedback to Buyers,
Store Manager, and concerned. Keeps current regarding industry/market trends for assigned departments.
Conducts comparisons with other retailers to benchmark business practices. Implements “best practices”
as feasible.

4. Performs independently under the direction of a Store Divisional Manager or Store Manager. Work is
reviewed in terms of achievement of operational goals and objectives. Supervises, trains, and motivates
assigned sales associates. Ensures subordinate associates are aware of sales goals, sales events, sales
incentive programs, and store policies. Controls scheduling to ensure staffing levels and payroll
expenditures are appropriate to current business conditions.

Performs other related duties as assigned.

Japanese language proficiency is required to communicate with JN associates and assist with vendors.




