HMAEEMZELE

VACANCY ANNOUNCEMENT

LHRES :

Announcement No.

SRFIRMC-065-16

19 May 16

fosing Dzi.te: 1st Cut-off: 7 Apr 16
2nd Cut-off: 28 Apr 16
#178:

Date of Issue 18 Mar 16

1B Job title (%#k Grade 5 /EEFE#H{K LD 3 )

IT Assistant (Customer Support), #548
(RN EB LT (EEYR—F))

L YN
No. of
Recruitment

Acceptable trainee level ((RATIRERE LVE#R): 14 14
RS L] &ae% L R&% L E&ZR
Administrative  Blue Collar Trade Security Medical

2. ERER Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka (SRF-JRMC), Information Technology & Cyber Security (ITACS)
Department (C109), IT Strategies & Client Services Division (C109.3), IT
Customer Support Branch (C109.32)

ENFEIB AR Working Place: #8788 7 JAHT Tomari-cho, Yokosuka

4. B ERE B Area of Consideration

I. XIH MLC/IHAREEE (FBEXM)
Current MLC/IHA Employee within Activity

Il. X138 MLC/IHA €2 B (EHEN)

Current MLC/IHA Employee in commuting distance

. X |MLCIHAREEB(2TEH XK E)
Current MLC/IHA Employee Japan Wide

IV. [X] 4+ &8 Off Base Applicant

3. EhFE R E Work Schedule (3B_40 FEREIHI hrww )
175 H Work Days: ARER — £BEH Monday thru Friday
ISR - /AE8 Work Hours/Recess Period: : 08:00 — 16:45/12:00 — 12:45

(] %%} Night Shift XI5 % Overtime X H3E Business Travel

5. B A DFEHE Type of Employment
X MLC
[] IHA
(X & A8 Permanent
L] BRE Limited Term (__» A Months)

CIHPT

6. B FEAN A Duties
See the attached.

7.EBEH B&EH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does
not have such work experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level.
b. Knowledge of SRFIRMC operations, technical IT practices, methods, and procedures.

c¢. Knowledge in Windows 7 and Windows 2010 Office Suite.
d. Basic Knowledge in networking and Windows servers.
e. Knowledge in computer hardware found in desktop and laptop computers.

f. Skill in researching, analyzing, and solving difficult software/hardware/network problems.
g. Ability to communicate effectively and professionally with all levels of personnel including senior management both in English

and Japanese.
h. Ability to speak, read, and write English at fluent proficiency level (LD-3)

*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. If applicant does not have such work
experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level.

**Certification Requirements

Per SECNAYV manual 5239.2R, DoD 8570.01M, and based on position functional requirements, the incumbent must
achieve and maintain the following certifications within six months after being assigned to the position:
(1) Certification which qualifies for Information Assurance Workforce (IAWF) Information Assurance Technician

(1AT) Level 11 or higher, such as CompTIA Security+.

(2) Certification which qualifies for Computing Environment (CE) used by the position, as selected by the supervisor.*

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

ﬁ%ﬁjﬁl English Language Proficiency :
Exceptional

[ AHZEA L None [ #0#K Basic [ A #R& Intermediate [X]_E#% Advanced [ |4FERXDEEH

£ Educational Background : N/A

| %8536 T 5 License/Certificate Required : 7/8 ¥ H8 See blocks 7 & 8




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

*[X] 22 % i 55 %R Application for Vacancy Announcement

*[X] B PR FEIEFEE Resume of Specialized Work Experience

*MEEAIL Complete * in [ B4AFE T Japanese [X] #EET English [] &5 5 T4 Either

X RiEMBRENEAXRBETEHHE LTV AL, THKICET 5EREK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X EEDREHNFIBAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 HUIFZ L. EEDEESRS T KA ZE UV IR{ERAHE (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. EZEIEMHLE Office to Submit

REHEE (B MLC/IHARERR) LABEEE GE%ER) TR, TESERREHEN EVET ., LELEREYE
HEEXDOFE MR, SERELTT SV, BEMIBLE, 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/IHAGEXRR) RHE CRBEBRAREMBRAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
HE)|E#BAE TR 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #R/Extension 243-8152

KREEHAEEMEMAEFIEHEM 1. BRAANZELGHRETROTORICABICSERD EFCEREE] NEE
LTHhYFET, EAFHIO600FLY. FEOB600ETIDHADICEEHDIRHIAEETT,

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. NBIEEE GEREXR) RHL Off Base Applicants must submit to:

T238-0011 T238-0011

AMENNEEBEEHRIESR 1-6 FHEHEL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEFBHESHEEMBIEAE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management #1 Section

EiE%E S Phone  046-828-6959

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

10. EFEWLIEHE For Official Use

BAETRPRIE Y Activity POC : SRF-JRMC MLC Manpower Division (C1160) E & (DSN) 243-4554
PD No.: SRFJRMC-109.32-005 PD is accurate and current. Certified by Activity: Ir ’ ms 3/18

SHEEEZHRZ L TVEWMES EEORRICHEY £ A, Incomplete applications will not be considered.
RHESINFEIEEEMHEIIERL LEF A, Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BAER{E#IZDOLT

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

ES RETTEERS 10450,9397 ; R BAE - EANERORECET HEF (Fr1 5EEEER+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, UEORELEBXREOEXBOXTEENE LT, BAERELRT 54,

R ERIEIETFER. L LJFETITHEICRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABEM: FEMOERILER., B CTERCENEREZHENRT 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.

1EHEFR: EABFROFREIERETTD. ERSINERERE LGN ST-BE. TOROFHREDHIT, Eh. HAHULIIHE
LRBEABYET,

Format Rev: 5-30-14

TASK LIST

General: Serves as a customer service staff with responsibility for resolving moderate and complex customer problems.
Provides advice and assistance to customers; troubleshoots complex problems; provides support in a manner that minimizes
interruptions in customer’s ability to carry out mission critical activities.

Work with and receives direction and guidance from higher-graded IT Specialist in the development of new methods, unusual
problems resolution, and implementation of system changes in the specialized field. Independently carries out projects and
assignments which do not interfere other systems and users or impact were reviewed by leader or higher-graded specialists.
Performs routine duties without detailed guidance from higher-graded specialist or supervisor.

Duties and Responsibilities:

1. Provides client level customer support services to an organization with customized application available over a network.
Obtains detailed information and/or required technical data on the problems in order to respond immediately to the problem or
to refer to other IT Specialists for corrective action. Provides guidance and assistant to resolve difficult hardware and software
problems. Studies, researches, analyzes and determines the cause of failure and initiates corrective action.

2. Prepares operation procedures and recommends automated methods to better use of resources as needed. Completes
installations, configurations, upgrades and troubleshoots hardware and software programs/applications utilizing the latest
technological techniques and sources.

3. Logs each call into a collective database. For efficient and effective database maintenance, interprets problems, researches
to identify root causes, solve constructively and communicates effectively with customers. Studies, analyzes and recommends
on maintenance of database programs and procedures.

4. Responsible for informing customer of the open problem status in an effective and efficient manner. Ensures that the
customer understands status and is cognizant of delays as well as progress.

5. Assists IT specialists, Repair Office and/or contractors in the installation of new LAN cable for development of the best
path for the cable, running/pulling of the LAN cable, installation of connectors on the ends of cables, modification of the
digital LAN maps, and trouble shooting LAN cable connectivity problems.

6. Asa leader or a team member in special project assigned. The projects are for example but not limited to installation of
new/upgrade applications (CAC, VTC, MS Office, etc), development of temporary but urgent workstation installations and set-
up for deployed ship forces.

Certification Requirements
Per SECNAV manual 5239.2R, DoD 8570.01M, and based on position functional requirements, the incumbent must achieve
and maintain the following certifications within six months after being assigned to the position:

(1) Certification which qualifies for Information Assurance Workforce (IAWF) Information Assurance Technician (IAT) Level
Il or higher, such as CompTIA Security+.

(2) Certification which qualifies for Computing Environment (CE) used by the position, as selected by the supervisor.




