HMAEEMZELE

VACANCY ANNOUNCEMENT

-Reissue-

LHRES :

Announcement No.

SRFIJRMC-015-17

_ 27 Dec 16
%%WJDE: 1st Cut-off: 14 Nov 16
osing Date 2nd Cut-off: 5 Dec 16
#178:

240ct 16

Date of Issue

14, BE, #5355 Job title, Job No., & Basic Wage Table (BWT): | Z&E A%
No. of
Office Automation Clerk, #605 Reerumen
(F 74 RF—FA—=3295—0) 1 %

BiZZE#k. B Ee H#k Target Grade & Language Proficiency Level (LPL):
%k Grade-3, EEFRE DR LPL-1

RAMTMEER T VVEFR B EE 1R Acceptable Trainee level: N/A

X £#%RBWT-1) [ KEERBWT-2)

Administrative Blue Collar Trade

O] RRZRBWT-3) [] EER(BWT-5,6)
Security Medical

4. B EEEBH Area of Consideration

X T MLC/IHAE(E (BFXR)
Current MLC/IHA Employee within Activity

X T MLC/IHA it ¥ 8 B ENEM)
Current MLC/IHA Employee in commuting distance

X FEMLCIHARERE(ETEBXE)
Current MLC/IHA Employee Japan Wide

X #+&B Off Base Applicant

2. EBBX Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Japan, Administrative Department (C1100),

MLC Manpower Division (C1160)

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

3. B 5B Work Schedule (3B_40 BFREHI hrww )

£)7% 8 Work Days: AR - £&H Monday thru Friday

758 - /KER Work Hours/Recess Period: 08:00 — 16:45/12:00 — 12:45
L] % #h Night Shift X #&% Overtime  [X] Hi3E Business Travel

5.EFADFELE Type of Employment
X MLC

] IHA

] & A Permanent
X BEE Limited Term ( 6 _» B Months )
The employment may or may not be renewed
or may be terminated prior to the not to
exceed date.

CIHPT

6. B #E M Z Duties

Please see page 4 for detail. FEMICDLNTIE, 4 RX—DF TEC 2L,

455 2RI R Outstanding Working Condition, if any

7.EBEH  BHEHE Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

HIBICRENEBFREABLANIVICHET SREOELRENNIDEERYET,

a. One year of general work experience, OR completion of 2-years junior college/2-years of technical school or 4-year

degree in any field may qualify him/her at 1-3 level.

b. Knowledge of office automation hardware and software applications to collect, formulate, type and validate data.

¢. Knowledge of customer service concepts and practices.

d. Skill in operating personal computer such as Word, Excel, Access, PowerPoint, etc.

e. Ability to perform general clerical work.

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




8429 % ¥ M Application and Associated Documents

*[X] 22 & i B8 AR Application for Vacancy Announcement
*X| B PR 75 $EFEE Resume of Specialized Work Experience
*MEEAlL Complete * in [] BAEE T Japanese X #EET English [] &% 5 T4 Either
X REBENEBRBETHHEL TLSAIK. [HEICET2ERMEKR]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
ERERXFLUTOURL LY FA—KTEEXEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resourcessMLC IHA HPT Jobs/JN Forms.html
(] 5B#xse 3D E L Copy of Driver's License
(116 TEE/3sEBAZ D E L Copy of Certificate
X HEDEENZIIHT 5HDDE L, TOEIC, TOEFL, CASEC, ERDAZHIMAIIHEL LTZHFTES,
CGRIATEMEEE L ALCPT 3 7]) ZOHMOFAE., RURERNEATIECREFIFALLGYET., KELHESE
E95H L LEMAZEORENVBETY,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.

X 2AUF A L. EHEEOEEES FfT K& ZE LV RIEAHE (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 BREZLUNDAIL, EBH—F (@@E) RU/SREKE— kO E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

9. EESEEME Office to Submit

RBLEE EMLCIHARER) LNEEE GEEXRA) TR, REERREANENVEYT, LRVERHYEZSME
ZOENE, BEARHLTTEL, FEFUBLHE, 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 VVacancy Announcement.

(X% LEEH4ED “SRHAH" AE MLC/IHAKERDADES., NEBIEEE (EEXR) M oDEEEHIIEMNE
BYFEFFTOTIEE TS, When item #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AMEHEE (B MLCIHARRRA) RHE CRBEMAREBMBERAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T238-0001
AT EREBEETAET 1 Bith 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#R/Extension 243-8152

KEEHRAREMEMEFNERR 1. BAANZEELHRIETHROTOEICABEEERD EECFIREFAE] NR/ELT
HUYET., BHFRIOB600LY. FEX0600BETCINHADELEEZHORENTEETT,

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. SEEEE GEREXER) REL: Off Base Applicants must submit to:

T238-0011 T238-0011

M) BHEBEEHAHIESE 1-6 FEEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBFEEFBEFFEERBEBEE R (LMO/IAA)  Yokosuka Branch of LMO/IAA

EBE—R Management #1 Section

EELEHS Phone 046-828-6959

SATHEME - AREE—2EE. 0830-17308F (HANDEBHZEKR<). EREFHFOCEMEIbLICEMULVEHET S,  Operating
Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of employment.

10. EFEANIEHR For Official Use

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

PD No.: SRFJIRMC-1160TS-001-LT PD is accurate and current. Certified by Activity: kk ‘ HRO: m 10/19



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

IEEREEZFEHIZLTLWENMEE EBEZDORRIZHEY EFH A, Incomplete applications will not be considered.
REShEREEHEEHSRL LEE A, Submitted applications will not be returned.

BETLELINDIERENI (LPL) LRLEFTREEIETEL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL (iBT) CASEC EIKEN

. Paper Based Computer Internet Based R
MM Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
FeBrDRE ) B4 5
79’ = Fluent Ef°ﬁ°iency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870~ Pre-1st
WH X IR EST D
2 - Average proficiency 550~729 | 75~89 460~549 | 140~209 50~79 | 560~ 869 2nd
TN % BT
1 - Elementary proficiency 400~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
BRI TRRE 1 BT 5
Pre-1 - Minimal proficiency | 35~ 399 40~ 64 NA NA NA NA 3rd
(M 18R) F/NROBEN 2 ET 5
0 - No language proficiency
FETFHE N H BRI

PRIVACY ACT STATEMENT {EAEREHEICDOLNT

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

EE RETTEERS 10450,9397 ; R BAE - EANFRORECET 5:5F (Fr1 SEXFEER+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.

FEHH: NEDLdR, 2. UEORELAEBXREOEXBOXTEEMNE LT, BAERETRT 54,

FRD ERIETETFER. L LJFETITHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAER: FEMOEMITRELG, R CEREGEANEREHEET 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.

RN EANFROFRIERTT A, EBRINERERB LGN SFHE. TORDODFHRZOWHIT. Bh., HHULIHE
ERBEABYET,

Format Rev: 3-8-16




< Task List>

General: The purpose of this position is to support general administrative/clerical functions at where employee(s)
is absent. The location of position to be assigned could be one office/shop, or varies during the employment. Prior
to the assignment, the location will be reviewed and approved by Administrative Officer in order to monitor the
workload, suitability, skills and availability for both command and the incumbent’s fairness and the best use of the
manning.

Under the general supervision, the position performs clerical duties and assists programs by collecting, verifying,
maintaining, updating data, distributing information, updating various files, etc. Performs general office
automation duties requiring knowledge of hardware and software applications.

Typical duties include but not limited to:

1. Enters data and updates files using general office automation systems such as MS Word, MS Excel, MS
PowerPoint, etc. Creates and/or updates various reports, forms, presentations and lists.

2. Assists specialists/technicians for developing or managing programs. Types messages and updates reports,
formats official letters, Notice, Instructions and memorandum referring to Navy Correspondence Manual and other
references by using general office automation systems. Keeps supervisors informed of status and changes made.

3. Assists customers to guide an appropriate person for further assistance/advice to meet customer’s
requirement, to provide appropriate forms, give instructions on how to fill out forms, and advise required
documents needed to be attached to support their requests.

4. Maintains records, files, documents, office supply materials and employees' daily labor records. Inputs
daily labor records in the systems and validates overtime, presence/absence records with leave applications,
overtime records, and the monthly reports.

5. Performs routine clerical tasks to assist the supervisors and staffs such as answering telephone, taking
messages and/or referring callers to appropriate staff members.

6. Establishes office filing systems and correspondence distribution process. Pick up/drop off mails and
packages.

7. Performs other related or incidental duties as assigned.



