BMAEEMZELHR

LHRES :

Announcement No.

SRFIJRMC-041-16

8 Mar 16

VACANCY ANNOUNCEMENT SHAIR: | 15t Cutoff: 26 Jan 16
g 2nd Cut-off: 16 Feb 16
#178:
Date of Issue 6Jan16
1H38 4 Job title (ZF#, Grade _5 /FEPEHHK LD 0 ) HE A | 4. EEEBH Area of Consideration
EO- Of_t L X | MLC/IIHAREXRE (BRBEM)
Inte rp reter-Translato r, #102 ecruitmen Current MLC/IHA Employee within Activity
GEIR — BIERES) 1. X ;] MLC/IHA I Z£ B GEEER)
Acceptable trainee level (#“_'Fﬁﬁ_fﬁbﬁ,’g' L\%"f‘&)' 14 Current MLC/IHA Emplo;{ee in;:ommuting distance
P + E w): 1% |INXBEMLCIHAREES(LEBKE)
" — Current MLC/IHA Employee Japan Wide
X £#H% (] HeexR L &R&x% L E&R - ;
Administrative  Blue Collar Trade Security Medical IV. DJ b8 Off Base Applicant
2.58BK Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Japan, Administrative Department (C1100), Command Support
Division (C1101), Command Communications Branch (C1101.3)

B #5135 AT Working Place: #8782 1 SAET Tomari-cho, Yokosuka

3. BhFERE R work Schedule (18_40 BEREIH hraw )
£)7 8 Work Days: AR - £&H Monday thru Friday

5.BFAMELE Type of Employment
|Z MLC
|:| IHA

X & F Permanent
] BE%E Limited Term (_» B Months)

CIHPT

7SR - /KB Work Hours/Recess Period: : 08:00 — 16:45/12:00 — 12:45
L] % &) Night Shift XI5 % Overtime X] H3E Business Travel

6. BEFENZ Duties

See attached sheet

7EBEH B&SEH 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 organizational operation and ship repair work to translate administrative and technical
materials/documentations, such as Organization-Wide Notices, Announcements, Newsletters, Policies and Instructions, etc..
c¢. Skill in operating personal computer such as Word, Excel, Outlook, Adobe Acrobat, MS Publisher and Adobe Illustrator,
use of internet explorer, etc.

d. Ability to translate administrative and non-technical materials to express ideas clearly.

e. Ability to interpret at various meetings and at the command-wide events.

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

g. Ability to speak, read, and write English and Japanese at exceptional proficiency level.

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

1-4: a. 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.

FEE J7 English Language Proficiency : [ _|JWAZEZE L None [_|#)#& Basic [_|5#k intermediate [_]_E#& Advanced [X/4FERDHEE S

Exceptional

=B Educational Background : N/A | %5536 T 5 License/Certificate Required : 7/8 #1Z5: B8 See blocks 7 & 8




BRI
8.42HtH 9 %+ M Application and Associated Documents Working
Condition

*X] 22 % i35 F#R Application for Vacancy Announcement

*[X] PR #EEEE Resume of Specialized Work Experience

*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 5 T4 Either

X RiEFBRENEAXRBETEHHELTWLSAIL. THKICET 5EREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
L& TEESIBAZDE L Copy of Certificate

X EEDEEAFIIBAT 5 H DDE L Certificate of English Proficiency (Copy)

X 82 HUIFZM L. EEDEESRS AT KA ZE UV IRERAHE (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 BAREEZELUND AL, BB H— FRU/SRFKR— ~EZED 2 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. EEERH% Office to Submit

REEEE (HMLC/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 “‘BEHEA" KB MLCIHARERBEDADIZEE . NEBEESE GEEXRA) hoOLEEHEE
EMERYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABKEE (B MLC/IHAEXR) RHE CRiBEBRAREMBRAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE)EHEBE AT 1 &Hih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N#R/Extension 243-8152

KEERAEEMEMEFANEB1E. BAANZRELHRETROTOERICASBLESERD EZFLCHRETE] NRE
LTHYFET., EBAFFTI06 00K LY. FELOB600BETCINDHADICEEHDIRENAALETT .

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

HE)NEEABETRIER 1-6 FEEL 4R Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EBEEFBHEFTHEEEREEAEZE (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—(& Management #1 Section

BEEE S Phone 046-828-6959

ZATREME - AIE—&BE. 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. EFEANEH For Official Use

FEAEIRIE Y Activity POC : SRF-JRMC MLC Manpower Division (C1160) FE (DSN) 243-5245

PD No.: SRFJRMC-1101.3-001 PD is accurate and current. Certified by Activity: aa 2?8}”” 12/23) as 1/4

IEEEEZHZLTULWEWNMEE. BZORRIZEY £ A, Incomplete applications will not be considered.
RESNEIGEEHIEHRL LEEF A, 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: Interpreter-Translator, #102-5

The position provides Command-wide bilingual, internal and external communications, across all departments and
with various customers and stakeholders; executes command communication plans to deliver vital and essential
information to the entire workforce, from senior managers through the most junior employees; employs multiple
methods of delivery and various media, in a timely manner, and translating to English and/or Japanese.

1. Performs work translating a broad variety of oral and written statement from English into Japanese and vice
versa. Acts as an interpreter at interviews, conferences, etc. Translates various materials, including but not limited
to, SRF-JRMC newsletters, newsflashes, news bulletins, CO’s memo, etc. Researches command’s programs and/or
operations to be familiarized with terminology and background information, in order to accurately translate the
appropriate idea or meaning to disseminate to all level of SRF-JRMC’s workforces. Must have a thorough
knowledge of both English and Japanese languages, and ability to express ideas clearly into and from English using
correct phraseology.

2. Prepares and writes copy, designs layout and composition, produces visual graphs and charts to illustrate
complex business and operational initiatives. Performs supporting research, taking photography, illustration and
design. Responsible for readability and balance, proper grammatical structure, spelling and syntax for multi-media,
both Japanese and English versions. Oversees production and distribution. Prepares flyers, posters and banners in
both English and Japanese, designed to depict accurately the complexities of organizational structures, business
initiatives and processes, command mission requirements and logistics. Responsible for choosing appropriate high-
level, statistical graphic presentations that illustrate organizational accomplishments, assessments and status reports
for informing Japanese and English audiences. Responsible for selecting proper graphic, design color and
illustration, as well as appropriate distribution points for widest coverage.

3. Designs and develops computer graphic art, charts and diagrams in support of command briefs, presentations and
command publications. Work requires a thorough understanding of graphic design and the ability to quickly and
accurately accomplish art and photo assignments using Power Point, Access, Excel, Photo Editor, Publisher and
Word or similar software programs and digital camera equipment. Must be able to understand detailed directions
and instructions and have ability to discuss special job requirements in English and Japanese to varying levels of
the command.

4. Prepares and finalizes command multi-media presentations in Japanese and English for electronic dissemination
by electronic transmission and electronic bulletin boards of different varieties. Generates and collects news items,
articles, pictures and other information of interest to command personnel. Compiles and formats this information
into internal command electronic news bulletins. Collects information of news value pertaining to employees,
writes or illustrates material, chooses appropriate design and posts in appropriate media to broadcast to widest
audience possible.

5. Performs other related or incidental duties as assigned.




