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E&kRA:
VACANCY ANNOUNCEMENT Closing Date 11 Aug 15
-Amendment dated 27 Jul 15- PR
“Item 7 English Language Proficiency” was corrected as shown Dagof lssue 2Jul15
1.E538 4 Job title (Z#k Grade_3 /EEFE#HK LD 2 ) EEAH | 4B EHPBH Area of Consideration
No. of I. [XI I’ MLC/IHA 7 % 8 (5B M)
Mail Clerk #116 Recruitment | cyrrent MLC/IHA Employee within Activity
(BEEER) 1. X 3 MLC/IHA ¢ X & (B ENE M)
Acceptable trainee IevEela(ﬁ"éFﬁﬂ'ﬁ"E’E' NE8R): NIA 1 y Current MLC/IHA Employee in commuting distance
e Hx)- . ] B MLCIHAREB(ZTERAXE)
T (] 565 O ez% OE®z Current MLC/IHA Employee Japan Wide
B HER EES R IvV. X] 48 Off Base Applicant
Administrative  Blue Collar Trade Security Medical 2 PP
2.EBBX Activity
NAVSUP Fleet Logistics Center Yokosuka
Operations Department, Postal Service Division 5. A D#E%E Type of Employment
Yokohama Branch (Code 4395) X MLC
L] 1HA CIHPT

BYFEIZAT Working Place: #:iEmi#Zs)I|X £ 8T Chiwaka-cho, Kanagawa-ku, Yokohama-shi

X & F Permanent

3. ENFEHFRE Work Schedule (3B_40 BEREAH] hraw) ] R Limited Term (__» 5 Months)

£)7 B Work Days: 5 days in a week (4-week rotation) including
weekends & holidays

ENFERERT - {KER Work Hours/Recess Period: 0700-1545/1100-1145

] & &) Night Shift X 7% % Overtime  [X] tH3R Business Travel

6. #E A Z Duties

1. Sorts mail for various locations.

2. Loads and unloads mail parcels/bags weighing up to 70lbs into/out of airline containers, SEALAND tri-walls and to/from trucks.
3. Prepares and verifies mail transportation/payment documents. Screens inbound mail utilizing X-Ray machine and visual means.
Scans all Product Tracking Service items, Intelligent Mail Barcodes and article identification tags, uploads data into Automated
Military Postal System website. Sorts bulk mail, determines destination class weight.

4. Fills postal supply requisitions received from region post offices and submits PS Form 7380 to maintain FMC Yokohama postal
supply levels at or greater than minimum level required for each item as per FMC Yokohama spreadsheet.

The incumbent will need to speak, read, and write Japanese fluently in order to verify/answer questions from Japanese Post Offices
when the mail goes through an International Post Office or routing to/from APO or FPO. Makes corrections/additions on postal
documents in Japanese as necessary for the airline companies.

Performs other duties as assigned.

7. BB EH/F R E % Qualification/Physical Requirements

a. One year of general work experience or completion of 2 year junior college/2 year of technical school or 4-year degree in any
field.

b. Knowledge of postal regulations and instructions.

c. Ability to sort mail by reading handwritten addresses.

d. Ability to perform prolonged standing, bending, and lifting of 70 pounds for long periods.

e. Ability to speak, read and write English at average proficiency level (LD-2)

f. Ability to speak, read and write Japanese language at native language level.

e A handicapped applicant may be accepted, depending upon the degree and kind of disability.

BEEE N English Language Proficiency : [ WAE % L None [ #1#K& Basic D #K& Intermediate [ | E#& Advanced [ |4FEXDEE S

Exceptional

%2 FE Educational Background : 7/8 #8588 See | SEFEE & T il License/Certificate Required : 7/8 Y5 B See blocks 7 & 8
blocks 7 & 8




BHIR

8.42HH 9 %+ M Application and Associated Documents Working
Condition
*[X] 22 % ki B FR#R Application for Vacancy Announcement Rotation shift
*[ ] PR FE#RRE S Resume of Specialized Work Experience including
*MEE AL Complete * in [] BAFE T Japanese [X] #FET English [] €% 5 T4 Either weekends and
X REEBRSAEEREETHHELTLWSAE. [HEKICEYT 2 EME] holidays.

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
(] 5E#xfe 25D E L Copy of Driver's License

L] 1&TEE/SEBAZDE L Copy of Certificate

X ZEDREHNFBHAT 5L DDE L Certificate of English Proficiency (Copy)

X 82 AIF ZRhft L. EEOEESRS -FFT- KL FE LV REMAER (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 BAREEZUSNDOAIE. TEEH— FRU/NRKR— EEED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy

9. WEEHFIEME Office to Submit

REHEE (B MLC/IHARRER) LNABIEESE GEEXER) TR, RESEREANEVFET, LRV ERKYMZE
HHEEZOROR, EXARELTTSV, EHRMHUIALE, 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.

GEE) LREBE4ED “BEHHA" AR MLC/IHARXROADIGZE. NEGEE GEEXA) M oDOREEHEI
BHELYETOTITEET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. REIGSEE (R MLC/IHAXR) RS CKBERAREMBAAERR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T 238-0001 T 238-0001
ARIEEBEETRET 1 Fih 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

R#8/Extension 243-8152

KEEERAEEMEMEFIIEZER 1. BRAZELRETROTORICATLCSERD EFECHERHAE] NERE
LTHYET., EAFHI06 00 LY. FEXO0O600BETCINDHENDICEEHDIRENTEETT,

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 (1st fl.) in the office located on the
left side of the main gate to the Yokosuka Navy Base.

2. NBEEE (E%E) RHE Off Base Applicants must submit to:

T238-0011 T238-0011

ARNNEEBABETRIER 1-6 FEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EFFEHEFFEERBEBAE XA (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEFE—R Management #1 Section

BEEEE S Phone  046-828-6959

ST - ABE—SE. 0830-1730 K (AARDEBHZKR<), ERFHZEFOIERIEIIELITERLELET I,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EFEAEH For Official Use

TEAETRRIE Y Activity POC: FLCY C323 FE (DSN) 243-6489/8024
HRO: (rcvd: 7/13)
PD No.: FLCY-4395-007 PD is accurate and current. Certified by Activity: ha au 7/20 jo7/20 (7/24)
au 7/24

IEEEEZmZLTULWEWNMEE. BEZORRIZHEY £ A Incomplete applications will not be considered.
RESNEEZEAEEHRL LEEA Submitted applications will not be returned.




PRIVACY ACT STATEMENT {BLAIERE#IZDOLT

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

ES RETTEERS 10450,9397 ; R BAK - EANBRORECET H5EF (Tp1 5FEEEERHES)

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.

FEWM: ABDEM. B2, HEORELEBRFEOEXRBEOXITEZEME LT, BARRELRT 54,

R ERIEIETFER. L LJIETITHEICRESNET,

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

1EHER: EAFROFREIERETTD. ERSNEREZRELGN ST-BE. TOROFHREDWIT, Eh. HAHULIHE
LRBEABYET,

Format Rev: 5-30-14
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