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VACANCY ANNOUNCEMENT

LHES

150-2015-SRF-SA(001)
Announcement No

1.BEFER Job title (%4& Grade 4 /EHEH LD 2)
Production Control Clerk, #159

ERATTEEL TRE#R Acceptable trainee level: N/A

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

SSIE: 29 Oct 15
Closing Date
R1TR: 16 Oct 15
Date of | ssue
HEAH | 4 EEEH Area of Consideration (AOC)
No. of

Recruitment

14

2.EBBX Activity : U.S. Naval Ship Repair Facility and Japan Regidfaihtenance
Center Detachment, Sasebo, Japan. Waterfront @pesdivision (300), Repair

Branch (330)
B FE1G T working Place Tategami-cho, Sasebo city

X L3R MLC/IHA %8 (EEN)

Current MLC/IHA Employee within Activity

X 1.3 MLC/IHA it % B (B EB M)

Current MLC/IHA Employee in commuting distance

[ 1L 2R MLC/HA it £ 8(2 7 H R E)
Current MLC/IHA Employee Japan Wide

L] IV.4} &8 Off Base Applicant

3.ENFEREER work Schedule( 18_40  FEREH hraw)
£175 8 Work Days: Mon-Fri

5. A D& Type of Employment
X MLC
] IHA

X & A Permanent
] BB Limited Term(__» A Months)

L] HPT

SRR - KB Work Hours/Recess Period: 08:00-16:45/12:008.2:4
L] & &) Night Shift X] %% Overtime  [X] 53k Business Travel

6.5 # A A Duties
Please see attached task list.

7. BWEH  F&EH QualificationPhysical Requirement

a. Atleast one year of clerical, technical, omadstrative work experience in any field or contja of 4-years college/university in
any field.

b. Skill in operating computer with applicationgh as Excel, Word, PowerPoint and Outlook.

c. Ability to perform general clerical duties.

d. Ability to speak, read and write English atragge proficiency level (LAD-2).

e. Ability to speak, read and write Japanese tiendanguage level.

Handicapped applicants may be accepted, dependittteadegree and kind of disability.

BHEE 1 English Language Proficiency [ E % L None [ #1#% Basic X #& Intermediate ] L #k Advanced [ 45 E& D BE 1 Exceptional

% Educational Background See Block 7 | % 5%5F. #& T I License/Certificate Required 7/8 4% 8 See blocks 7 & 8

BHR5R

o . .
8IRHTHHLdD Application and Associated Documents Working Condition

X Z2REIG5 FA#K Application for Vacancy Announcement  (HROY fot)
(] BA:ET Japanese[X] %58 T English [] £% 5 T% Either)
X E PR 7542 EE Resume of Specialized Work Experience (HROY Form)
(EE2 &R LEEE T, Same language as above)
X REFENZEAXRBETHHELTLDAE. MHEICETIERE]
If you have any family/relatives who work at U.Sawy base/facility in Japan, “Questionnaire on Reda’
[ BEAHFEIDE L Copy of GOJ Driver's License
L11& T SIBAZ D E L Copy of Certificate
X EEDREHNZFFBATSED (EL) Anything to certify English Proficiency (Copy)
X 82MUIFZEF L. BHEEDOEHEES -E/T- KL ZE L RIEAHE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Codeldiess, Name and a 82 yen stamp (MPS is unacceptabl
X BAREZUNDAIE. BEH— FRU/INRKR— ~EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

L&t 5k for Job Inquiries 1R 5 Office to Submit E 5B For Official Use

SHEMMEFIIEY  Activity POC: T 857-0056 {4 tH & i1 T #F AT PD No.: SRFJRM C-330-005

SRF-JRMC Det, Sasebo
S1160

KEFEEHFREMRBAAASHERR
Hirase-cho, Sasebo City
CNRJ, HRO Sasebo Satellite Office

PD is accurate and current.
Certified by Activity: S1100




B (R#R/Extension) MLC/IHA Employment Branch, Bldg# PW47
252-3211 (3 A+ EfH Customer Service Hours: 0800 — 1600) | HRO: (rcvd: 10/1) tm 10/9
B0956-50-3656,/3660 (DSN: 252-3656/3660)

SR I 55 B 5A & Place to Apply for Off-base Applicants
Pt R ASBE 22 E R et AR iR 2—3 0 #ERE : 0956-34-8609
(31 0900-1100, 1300-1600 Web Site: http://www.hellokvgo.jp/)
XixA T A R LiAA (BEREES @A 7 5 RS Web Site: _http://iwww.Imo.go.jp/recruitment/
Sasebo Public Employment Security Office “HELLO WIOR 2-30 Inari-cho, Sasebo
Phone: 0956-34-8609 (Service Hour: 0900-110001B8D0 Web Site: http://www.hellowork.go.jp/)
On-line application request is possible. (Web gitgp://www.Imo.go.jp/recruitment/)

S ER IG5 A B #RIR H % Place to Submit Applicationsfor Off-base Applicants
MNTATBOE N BERE 555 55 B 57 5 PR e DR S5E
T 857-0056 1 AR i FlfilT 3 —1 (FEFf : 0956-23-7191 FAX : 0956-23-9229
SEATIERH] - AFRT 9 RE~FRR B ; HMEH~&MER (5A ZFR<)
Labor Management Organization, Sasebo Branch:HBake-cho, Sasebo (Phone: 0956-23-7191 FA¥56-23-9229)
Open from 0900 to 1700 hours. Monday through Frigagept Holidays)

SHEEEZHIZLTORLMEEEZEORRIZHE Y EFHA, Incomplete applications will not be considered.
REINIEHEEHEHIERL LEEA Submitted applications will not be returned.

SEMUIB 1 6BFZA4BMETT, EA—LP I 7YY XA TOREEHTZFTEELEA. Applications must be received by the
closing date of the Vacancy Announcement by 16a0$64:00 PM). Emailed and Faxed application$ mat be accepted.
ABHAGCEEEZHETAHRIIEBICLAVTTEL, EBTHESINEERKIIZELEH A, Please do not send
applications by registered mail to HRO. Registaradl sent to HRO will not be accepted.

HRO MEY (BMEFS PW-47) 1. EEAHAVOZAS>TADEIC AEEERAOKREONFZELTHYFET . RESNDIHEEIE
EEOYYB D 16F(F%4B)FETIZL TS, Job applications may be dropped in the desigridRdDrop Box” located on the right
side in the first floor, main entrance of the HRIGgy # PW-47, no later than 1600 hours (4:00 PMyHeyclosing date.
EEEHEDEXIEUTO URL KYFHUO—RTEEFT, XFOEERAMEIRB LTS,  Forms for application are available for
download on our web site. Please submit updatkcagipn.

(https://www.cnic.navy.mil/regions/cnrj/om/humansoerces/MLC _IHA HPT_Jobs/JN_Forms.html)

PRIVACY ACT STATEMENT {BAA{ER{EEIZDOL\T

AUTHORITY: Executive Order 10450, 9397; and Jdga Concerning Protection of Personal Informatiamy(No. 57 of 2003).

ES RETERERS 10450, 9397 XU BAGK - EANERORECET HiEF (Ta1 5FEEEER+HES)

PRINCIPAL PURPOSES: To record Personal Informétioime purposes of executing the business operalithe U.S. Forces, Japan and protection
human life, safety and property, NOTE: Recordbaibecurely maintained in either an electroniaper form.

FE: AEDLRR., T2, UEDCRELEZAXREOEEOZTEEME LT, BAFEREZRET 54,

IR ERIEIETFER. L LJIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accuratiiythe most up-to-date content to the extentssaogto achieve the stated Principal Purposes,
FIABR: TEMOERICLELR., R CEEGEANEREZHERT 4,

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

1FHRET: EABFRORRIERETTD. BERSN-BEREZRBELGI ST-HE. TOROFHREDHIT. Bh. HDHUTHE
LRBREABHYET,

Rev: 6-3-14




Production Control Clerk, #159

1. Compiles, maintains and provides various administratige/ or operational statistical reports (workload, work
schedule and individual repair progress etc.) within cognizgainization as required by the supervisors using
microcomputer ADP equipment.

Incumbent performs work involved in the scheduling of elehmaintenance or other projects which lend themselves to
production control methods. Typical work includes:

a. Schedules projects based on maintenance cycles, breakalmilability of parts, priority considerations, work
load already in shops, etc.

b. Coordinates such functions as technical inspectalys and parts estimates, engineered drawings, and
requisition of parts, by contacting appropriate personnebtain required action

c. Maintains a variety of control records and preparesiety of documents and status reports such as back log
report, deadline report, parts requisitions, materials eggmwaist and performance reports, et.

Incumbent serves as an assistant to an operational chief, stEffligh or other technician and performs duties as a
specialist in clerical functions in any operational field, gagpfessional, technical, and administrative operations. Work
consists of a series of procedural and substantive steps vamicn nature and sequence. Serves as central source of
information concerning clerical functions assigned. Work phesuthe continuing opportunity for independent thinking,
without precedents or guides in the planning and developoh@nbcedures and work methods. The work requires a
good knowledge of the regulations and directives governmg@dministrative phases of the function to which assigned.
Contacts are usually made within the same organization. Cerdfahvelements requiring interpretation of regulatory
controls and rendering decision on policy matters are referadpervisor or appropriate personnel concerned for
solution.

2. Maintains and updates files of all work item job orgierc#fications, design and test memorandums and other
pertinent reports / documents for ongoing and / or coexgblghips availabilities.

3. Prepares and submits all required personnel documethitsdiral time sheets, overtime requests and adjustment,
leave requests etc.) within the organizations.

4. Provides secretarial service to the supervisors (answekamdnone calls, coordinating visitors, accepting and making
appointment for meeting / conferences, typing various docureémjs

5. Performs other related duties as assigned by the supgrviso



