BEAREZE R LE(MLC)

VACANCY ANNOUNCEMENT

Please submit updated MLC/IHA application Form from US Navy Yokosuka Web Page.
ISEREE. XBEEBEER—LAR—CRBOFEXZHEFENT U,

https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/IJN-Forms/

Job applications for current MLC/IHA employees will be only accepted digitally by e-mail.

Please see item #9.
BHMC/IHA REBFEFILEDAH LY EFFT DT,
9IESME. FiED email [CTIRHELTT LY,

EELEES
Announcement No.

ATS-DHA-198-24

Lk S|
Closing Date
19 Jun 2024
178
Date of Issue 29 May 2024

1. B7& 4 Job title ( % #k Grade 1-4 / EBFHE SRk LPL-2)

Administrative Specialist, #0009
‘& T P H

EVWERTORRADERENE
Acceptance at Lower Grade

X & No [1HE& Yes

FRTHERE VSR EBEEEEHHR Acceptable Trainee level (see item #7):

% #% Grade- , EB5FHE 18k LPL-

X =% (BWT-1) [ H#eR(BWT-2) O &E - EHRBWT-3) [ E&ER(BWT-5,6)

Administrative Blue Collar Trade  Security & Fire Medical

BEA
55

No. of
Recruitment

14

4. ZE & HE Area of Consideration

X H| MLC/IIHA Rt X & (BRFXM)
Current MLC/IHA Employee within
Activity

X 3] MLC/IHA Rt X B (EBIEBM)
Current MLC/IHA Employee in
commuting distance

X BEMLCIHAKEE(EEBXE)
Current MLC/IHA Employee Japan
Wide

[X] #}&8 Off Base Applicant

2. ERFX Activity

Defense Health Agency

U.S. Navy Hospital, Yokosuka
Branch Health Clinic Atsugi
Medical

£h7515 P Working Place: #&mEAEM Ayase, Atsugi Base

3. B 75 /ERST Work Schedule (138 40 BERS%I hriwk )

£17%5 8 Work Day: Mon-Fri
) FERFRT Work Hours: 0730 -1615
{K BB BF RS Recess: 45 min

HEREIE, ERMEEBBFLOLEICIEL, BREESINFT,

Assigned work schedule is subject to change based on operational
requirements.
(1 &%) Night Shift

X 5% Overtime  [X] 13k Business Travel

5. E FH DFE%E Type of Employment
X MLC

1 IHA

O] RS HPT

X & A Permanent

] BR5E Limited Term
(NTE: )



https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/

6. FEEFFEAZA Main Duties:

Serves as an administrative specialist, Administrative Department, DHA Atsugi. Is the point of contact with DHA
Yokosuka OCHR Atsugi, Customer Support Detachment (PSD) Atsugi, and NAF Atsugi for routine personnel issues
including but not limited to; correspondence, reports, travel, and evaluations. Plans, coordinates, and directs the in
and out bound flow of correspondence and documents within DHA Atsugi, Provides an effective tracking and control
system for all incoming/outgoing correspondence and action documents. Drafts routine recurring correspondence for
review and signature as appropriate. Collects data for various routine reports and is responsible for their timely
submission; maintains responsibility for the completeness and disposition of these reports. Plans and carries out
effective and timely correspondence and recurring report control procedures in coordination with cognizant
department heads. Determines the actions and routing sequences in accordance to policy and procedures. Ensure that
timely actions are being taken for all correspondence and documents. Directorate travel coordinator. Enters
Temporary Additional Duty (TAD) requests and claims for personnel assigned to TAD in the Defense Travel System
(DTS). Supports the Defense Medical Human Resources System Internet (DMRHSI) timecard approver as secondary
approver for all personnel, ensures all staff timecards are complete. Verifies new check-ins/check-outs in the system,
generates hit list reports, submit timecards, approve/reject timecards, and liaise with NMRTC Y okosuka
Administration Department and OCHR Atsugi at the direction of the Department Head as needed on appropriate and
sensitive matters. Responsible for updating Leadership slides with administrative information on a weekly basis.
Prepare Plan of the Week document as needed as a weekly bases for Department Head review and signature; and
disseminate the document when ready. Advise Department Head as needed on all administrative tasks, functions
procedures when asked.

Performs secretarial and clerical work including typing, preparing, routing, mailing, and filing correspondence and
reports/records as needed for Administrative Department Head. Screens calls and visitors to the office, referring to
staff members. Personally, handles many requests for information and resolves or assists in resolving a variety of
administrative issues for the clinic. Provides clerical support for any committee within the directorate as needed.
Support includes the agenda for the meeting. Serves as back up Officer in Charge secretary and MLC timekeeper.

R AR EEFSRR Outstanding Working Condition, if any

7. BREMH HIKEMHE Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
(Please see last page for LPL)

B EICRESNEBFRIBLUANIVICHE T 2REOEBZRANMDELLGYFET ., (RERESE)

- At least one year of clerical, technical or administrative work experience in any field, OR completion of 4-years

college/university in any field.

- Skill in operating Microsoft Office Suite (Word, Excel and Access).

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

= Educational Background : See item #7 | $e5%5E./1& T 5 License/Certificate Required : See item #7




8. 1IZ2tH 9 % £ D Application and Associated Documents

RERSHEE (R MLC/IHAREER) ENRICSEE (ERXR) TR, BHEEHREAZ - REANEVEY . LERH
MEZTNETNORBEAERITHED., MEBADEBVNC LEREECRAAOERICEVTIHRDS AIRHELTTEL. &
EYELEEZMHYIY A - HYIELE.  How and where to submit job application documents is different for Current MLC/IHA
(internal) Employees versus Off Base (external) Applicants. Submit required application documents by ensuring to follow each
instruction at the responsibility of the applicant. Applications must be received by the 1%t Cut Off Date / Closing date of the
Vacancy Announcement.

*[X] 22 FE i 52 AR #& Application for Vacancy Announcement, HROY Form 1 (16 Apr 18) *1

*X) PR 75 #RFEZE Resume of Specialized Work Experience (HROY Form) *2

*MDEE AL Complete * in [ HAEE T Japanese [X] #EET English [] &5 & T4 Either
FREKE. UTOUWRL &Y SFHoA—FLTRHELTTELY,

https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/

X il - FEBAE - B TEAED 2 E— (7T HEHIZERZ H 5I5E) Copy of license/certificate (if any in item # 7 applies).

X #EEEDREH FEEBAT % £ M O E— Copy of Certificate of English Proficiency, TOEIC, TOEFL, CASEC, £ D& #H %
SEBAE L LTRIFFITET,  (B/ATMLC/IHAGREEB (L ALCPT £, HHMIEIRKRESE) TOMOIAE, RUE
BENCEISIECHREETALEGVET, RELXAESELTLHA L LEIMAZORENADBETT,

Copy of 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 MLC/IHA employees. Please see last
page.) Other EPT certificates or self-statement on English proficiency will not be accepted. The same applies to those whose
native language is English.

X (S EBREE 3 D A For Off Base (external) applicants only) 84 Y] F 85t L. HEEDEERES I - KL EFE VR
{ERAHE (12cm x 23.5cm) , 12cm x 23.5¢cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is
unacceptable.) MNEBEHHFILEEEZEDHBEHEL £9 . Forinternal employees, ONLY selected applicants will be notified by
the HRO.

X RIEMBENEAXRBEETHHELTWVDSAIE. [HkICETHIERER] 2 TFEORL &YFHoa—RLTRELTTS
LY,

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/

X BAEEUNDOAIZ. EBH—F (@@ RUASRE—tOaE—
For non-Japanese citizen applicants, copy of Residence Card (both front and back) and Passport .

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

WEICEYT 5FTER
*1 ZEEISSE AR Application for Vacancy Announcement, HROY Form 1 (& 2018 £ 4 A 16 HRZFEA L TTF &L,
Please submit Application for VVacancy Announcement, HROY Form 1 edited on 16 Apr 2018.

*2 BLFIREFE#RFEZE Resume of Specialized Work Experience, HROY Form (%, FREZX. EEH DAL S HE
LTTFELY,
Please see Example on back side of Resume of Specialized Work Experience, HROY Form.

*EFRTHENEREBZHLZLTLAL., XEEERE. RARNOEZERIREONREGY FHA,
Ineligible applicants or incomplete applications will not be referred for consideration.

*RESNEBHEEHIERLLEEA, PEEZBLURE., EBREICKYVMUY LGDILENHYFT,

Submitted applications will not be returned. After 1% Cut Off Date, announcement may close due to decision of selection.

9. T MLC/ IHA (Internal) it B DIRHIZDNT

3



https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/MLC-IHA-HPT-Jobs/JN-Forms/

How to submit Application and Associated Documents for Current MLC / IHA (Internal) Employees

KBEEAREM OCHR BAAERE (HRO) DTFEA—ILT FLAANEA—)LICTRELTT LY,
OCHR Human Resources Office (HRO) Atsugi’ e-mail address at :

applyAtsugi@us.navy.mil

*EMLC/IHAREENSD IIEEIE, LFEEDIFEE (7 FLR) NEA—JLIZTRHEEINI=£D (e-Application) MDH
ZHFEI

Current MLC/IHA (internal) employees, only those applications which are submitted to the above e-mail address (e-Application)
will be accepted.

*CDREFEREMEFELBRADGEERATY, CEBFZLEEYWVEEVWTE, REHLAREIDTITELE
& LY, The above e-mail address is only for submission of e-Applications for Atsugi Base Vacancy Announcements. No response
will be provided to inquiries made via this email address.

A—WQHTOTH b (BERED) CEFARYTERLRESERLH (WA . BABICEAFS—YFERALAVNTT

= LY, Enter vacancy announcement (VA) number in the “subject line” (title) of the e-mail submission.

“HENSEHEOKRBEZLGMICIIRS (TLR—L) 24 TLTIESL,

For the “Applicant’s signature” block in the application form(s), type your full name.

*IGEICERALET7 FLRK, EBBROFHREICHERAEINET, CHEORTITERR A —LIHIEERERTE BT 540 E
L. EEBE7RFLREKYA—ILEZETESLESICLTENT LS, Selection notice will be sent to the sender’s email
address. Please make sure your spam filter settings allow emails from the above address to receive the notice.

*E-Application ZIEFERDRIE A —JLITEIE SN FE LT=, E-Application D ZBHERICEET 5 ZER. R U IT, OA Dl
A7 CEMICIHIRER L EH A, E-Application receipt confirmation e-mail is discontinued. No response will be provided to
inquiries regarding receipt of your application or IT, OA technical questions.

*LUITORTEAY ICCHEERGTAZVMES., BEEHIBEENRLEBEYFEADTIER T L, When the following
instructions are not followed, your e-Application will not be accepted nor considered for this position:

o HAHIFZANIE. —FEEEBRNDISHZEE(CDE, VEDDA—JLIZTEESDHTEMF LTTFELY, Onlyonee-
Application per VA containing all file attachments will be accepted.

o VEDDA—IITHEHBDEFELRICEESNGEE., TOA—VIZRENETORENEDNELTYET,
Submission of one e-mail for multiple VAs will be considered as invalid application for all the VAs applied by the e-mail.

e TJ7A4 LI : PDF, Excel (Microsoft Excel TIEAL L 72 HKiE+ “xIsx” D Excel 7 7 A VD HAZ)) , Word 7 7 A
IWLDHEF, Only PDF, Excel (only those Excel files created by Microsoft Excel with extension, “.xlsx” are acceptable),
Word files are accepted.

o HMITTFANBKIEITFAILET, 515 AHNA FLURN, 3DFBRDIFMT 7M. BELLEFY A XD
AHANA FERZDBEE. TOLETESELY FT . Acceptable file attachments, up to 3 files and not to exceed
5 MB in total. E-Application containing more than 3 file attachments or more than 5 MB in total will not be accepted.

o TJ7AIIEZip FileHIZEMETITEE, RLSRBETILE, YV THA A LEREYIVUO— KT 51
X TOREFESHELLY FI . Donotzip (compress) the files. Application referring to URL or requiring information
to be downloaded from web site(s) is not accepted and will be considered as invalid application.

o HREATFAIIE THIFEATRE] HBRBETIRECEZESIV, BEREMEC. IRKLTLEHOANEIHERH XL
WSEITES &Y £9, Ensure that e-Application files are in the resolution so they are readable. Unreadable
attachments are considered as invalid documents.




o RI—HKIIHL MEHELFE] ShGEE. HURNICBEWV P T-—BRROA-LEEDNZHELFET,

Multiple submission for one VA, only the most recent submission before the closing date will be accepted.

e RHEBDELEBA. EMEZCHEDRE. ETOEHELHEEL T EL, If you wish to replace or submit
additional document(s), resubmit your e-Application with all file attachments in one e-mail.

o PEEEMMYIYB - FEMYIB (2400 B) w43, The e-Application must reach the above e-mail address by 2400 of
the VA 1% Cut Off Date / Closing Date.

Current MLC/IHA (Internal) Current MLC/IHA (Internal) Employees $T§@.ﬁ*ﬁﬁ
Employees for Job Inquiries How to submit For Official Use
I MLC/IHA Rt X B IRE A&
T MLC/IHAREXE & 8%
PDNO:
EBRBEEREMAEE KiBEEAREM OCHR BAAEAE (HRO) @ DHA-BHCAM-008
OCHR HRO TRRA—IT RLAANEA—JLIZTIRHLTTFT S,
OCHR Human Resources Office (HRO) Atsugi’ e-mail
DSN 264-3427 / 3624 | 3425 address at -

B046-763- 3427 / 3624 | 3425

applyAtsugi@us.navy.mil




10. SMERISSFE (FEREXREB) DIRHICOWNT
How to submit Application and Associated Documents for Off Base (External) Applicants

Off Base (External) Applicant
Office to submit & Job Inquiries

NERISHE MEEE - BhESL - BHEEZTRE

Off Base (External) Applicant
How to submit

RIS RE A

T252-0011 #Z)18 ERH AEE 1-46-1

FEEIEWE EREXER (LMO/1AA)
EEREHEE_%

1-46-1, Soubudai, Zama-shi, Kanagawa-ken
Zama Branch of Labor Management Organization
Management Section 2

B046-251-0667

SATEFME - AEE—&8E. 0830-1500 B (HARDEBA %),
EREHFOCEBE I HIZBHVEDET S,
ZAFEIEERICGSFELHY EFTOTHEAMICTHET L,

Operating Hours: Mon-Fri, 0830-1500 (Closed on Japanese Holidays).
Contact LMO/IAA for questions on conditions of employment. Contact
in advance as the operating hours may change.

BEERUVHNMIEREFVERERER - HUIAFRIKFTITRES
WED &,

Please send application and attachments to office to submit address by
1500 of the 1%t Cut Off Date / Closing date of the announcement.

NEICSEE GEEXRR) OTRHRLEZEHEIN—F
aE— (#) TORHERYET,

BIRZCSHMOLE, RHLTTFELY,

Off base (external) applicants must submit all required
documents in hard copy. Please see item #8.




BHETRELINDIBEFENR (LPL) LRLETRECET S,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

201652 A8AAT & Y #MiER SN A BMLC/IHAR R B T, 201652 A8BATICHITSN-ALCPTREBER ZHHLDA
T, ZOHRBBEROEBZRLALY (TS50 FT7—H—1 Eh, TOADHRLPLLRILE LTEREINET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result
dated prior to 8 February 2016, the attained level will be “grandfathered” and honored as the employee’s current LPL.

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

_ Paper Based Computer Internet Based g
LPL EEZEEHER Test Based Test Test
4 — Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st
BEROENEET D
3 — Fluent proficiency 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
Rb&ESBENEETD
2 - Average proficiency 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 2nd
THHEENEET D
1 - Elementary proficiency 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475 ~ 559 Pre-2nd
NEHLRENEES S
Pre-1 — Minimal proficiency 350~ 399 40 ~ 64 NA NA NA NA 3rd
(1) RDROEHNEET D
0 — No language proficiency
EFRATESLL

PRIVACY ACT STATEMENT {BILAIERIREIZDLT

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

T REWTEER S 10450,9397 ; B U BAE - (ENIBHRORECEE T 542 (FRU1 SFEEEERHES)

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.

FTHH: ABOLdS, T2, MEOREBEEBREODEZFOXITEZERNE LT, BANERERET 54,

R BREIETFERX. L LJIBAICTHEICRESINET,

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

FABK: TEMOERILER, R CTERGEANBREHERT 545,

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

1ERAIR EANBRORREEETTA. BRINBERERELGH ST5HE,. TOERDOFHEEZOHIT. Bh, HHNIHHELDIELDH
YEY,

Format revised. 2023-02-16




