2 '-I— LHES :
ﬁ ;E E %t& E ﬁ A #E Announcement No. NEX-656-24
VACANCY ANNOUNCEMENT o ot 1st Cut-off: 11 Jul 24
osing Date 2nd Cut-off: 1 Aug 24
£47H:
Date of Issue 21 Jun24
1E38 4 Jobtitle (&, Grade 4 /F{BFEHKILD 1 ) EEAH | 4 FEETmEA Area of Consideration
ggér?]fitmem I. XIH MLC/IHAREXE (BREXR)
Current MLC/IHA Employee within Activity
IIIu_strator #159 1. X 3] MLC/IHA # 2 B (@B MN)
A ZAXAL—42—) Current MLC/IHA Employee in commuting distance
Acceptable trainee level (BRFRTEER B LVEHR): N/A 14 . X B MLCIHAREE(ZE B XKE)
Current MLC/IHA Employee Japan Wide
E2ED L] Hre®R L RER L E=E&E®R IV. X 4+&B Off Base Applicant
Administrative  Blue Collar Trade Security Medical

2. EREX Activity
Navy Exchange Yokosuka, Sales Coordination Department

EhFEIZ P Working Place: #7825 i JET Tomari-cho, Yokosuka EE'\FE@E%E Type of Employment

3. B 5B Work Schedule (3B _ 40  BEREIHI hraw) X IHA

£175H Work Days: 5 days/week

£) 7558 Work Hours: 0730-1615 X & F8 Permanent

{KBH Recess Period: 45 min/day L] BRE Limited Term (__» A Months)

[ Bs#AHIBE B Hourly Pay Temporary
] %2 %0 Night Shift X &% Overtime ] Hi3E Business Travel

6. B FEMNZA Duties

1. Assists in the planning; composes and designs promotional flyers and handbills for specific merchandising events. Designs art
work, uses art work submitted or selects illustrations which appropriately depict specific items and/or theme of flyers/handbills
involved. Uses camera place processor to enlarge or reduce art work and/ or copy. As necessary, personally handsets type and/or
does hand lettering when the cost of contractor type-setting is not warranted. Oversees in-house printing and assures proper
distribution. Is responsible for the design and preparation of local forms, decals, certificates indigenous to the local area, and
publications. Maintains contact and works closely with Visual Merchandise Manager as well as the various department managers
regarding requirements and completion of the graphic arts jobs and other special projects. Normally works from rough sketches of
the proposed form, publication or other project and prepares appropriate design in accordance with established standards,
appropriate manuals and sound graphic arts practices.

Orders all supplies and services, as required, in connection with publication activities. Maintains running inventory of materials
used and reorders as necessary. In this connection, maintains contact with vendors and contractors in order to ascertain information
concerning availability and cost of required supplies and/or services. Provides appropriate information to employee responsible for
preparing Purchase Order worksheets. Maintains files of all Navy Exchange publications, art work, paste-ups negatives, masters,
plates and completed products as well as work orders, job orders and related material.

Y5 A B #ER R Outstanding Working Condition, if any:
Works on weekends/ holidays and irregular schedule if needed.

7.EBEH. BEEH Qualification/Physical Requirements
a. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-year college/university in

any field.
b. Skill in operating automated systems and personal computer with Microsoft Excel, Word, etc.

¢. Knowledge of customer service concepts and practices.

d. Knowledge of necessary mechanical skills such as sign machines, show card printing, graphics or illustration.
e. Ability to lift up to 23kg intermittently to carry boxes of paper, rolls of paper, scratch cards and VM collateral.
f. Ability to speak, read, and write English at elementary proficiency level (LD-1).

* A handicapped applicant may be accepted, depending on the degree and kind of disability.

FEE J7 English Language Proficiency : [ @A E %R L None DX FI#& Basic [ #& intermediate [ ]_E#k Advanced [ |45FEX D HE S Exceptional

2 FE Educational Background : 7/8 Y58 See blocks | $2EFEE.~1& T EIE License/Certificate Required : 7/8 #8158 See blocks 7 & 8
7&8




8.42HtH 9 % ¥ M Application and Associated Documents

REEEE B MLC/IHAE2E) O TRSHEEEL PDF, Excel (9 ESM), Word BRXT (R 77 1L BIE3OF
T) EXA—JLTHOIRE (e-Application) &% Y EF, PDF, Excel, Word BREND 7 7 1 ILIXRFHFITEEA
Current MLC/IHA employees must submit all required documents below in PDF, Excel (refer to item #9), Word Format
(up to 3 attachments) by e-mail (e-Application). Files other than PDF, Excel, Word format are not acceptable.

NBMEEE GEEXE) OTREVEEHEF/N—FaE— (#) TORBELY FET, Off base (external) applicants
must submit all required documents below in hard copy.

HEEEEHAEII TR OESE JHEE < £ &1Ly, Seeitem #9 below for How to Submit Application Documents.

TRHRICRENSGVEEFEDLETHR > TV EWMEE. ELLETRIBOBEFZDOHETEAY ICCHEIRITE LS
&, BEMNRLLEYFBADTITEET &L, When all of required documents indicated below or instructions on How to
Submit Application Documents in item #9 below are not followed, your application will not be accepted or considered for

this position.

1. X 2B A% Application for Vacancy Announcement (HROY Form 1)
2. X SR SRR EE Resume of Specialized Work Experience

1&2 MERAlL Complete in [] BAEE T Japanese X #EE T English [] &5 5 T3 Either
3. DL EE LS Other Required Documents (REBGEHE (X, FTRICF T v I I—I TREINDIEENHDE S 1D
DHFFITZ7AIICEFESHTLFZE LN, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

(] 5ZE#R ez SEME L Copy of Driver's License

(& TEE/SEBAZMDE L Copy of Certificate

[ HEBEDOEEAZIRAT H5HLDDE L, Certificate of English Proficiency.

X BAREEUNDAIX, EZH—F (@@E) RU/NX7R— b0 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.
(Retired military personnel or reservist are subject to obtain approval for employment under foreign government from
the Chief of Naval Personnel and attach the approval letter to be considered).

4. (MRS E D For external applicants only) 84 AIYIF Bt L. BHEEDEBEES - KL ZE V- RIEAHE
(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.)

"EREHBECLECEEER TS Y FTEAN. REBEESEBRBETCHHEL TWEAHE. [HERCHET2EMR]
FRELTLEEL, (AREEEF. LE3EOZTOMOLESHEEFEOTRELTIEEL, )

The “Questionnaire on Relatives” is not a form essential in screening applicant’s qualification. However, if you have any family/relatives
who work at U.S. Navy base/facility in Japan, please submit this form. (For current MLC/IHA employees, please submit with the “Other
Required Documents” in item#3 above.)

FEEKIIUTOURL LY A O—KTEET, The above forms can be downloaded from;

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/

QEEHERRHAZE How to Submit Application Documents

ABHEE BEMLCIHARREER) ENBIEEE GEEXR) TR, REEEREHARL - RHE BVET, LS
BERHPZUTOERICHL, MEZAOENC EEZEEECAAOERFICEVTCHRBOS ARHLTTFEL., B
HYIAwE. 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 the instructions provided
below at the responsibility of the applicant. Applications must be received by the closing date of the Vacancy Announcement.

1. ABEEE B MLC/IIHAfE¥E8) 1BH%  Current MLC/IHA Employees must submit to :
KEEHAEEM OCHR BAAERR (HRO)DTFEA—ILF7 FL A OCHR Human Resources Office (HRO)

Yokosuka’ e-mail address at :
apply@us.navy.mil

*x BREENSOIIHEIXZ. CO%E (FRFLR) AEA—)LIZTIRHEINT=£®D (e-Application) DHBftE
T

* ZORESHABEMTEFREBADOLEERTY, CEHHE#HEEY WV =EWTH, BEBLMMETIOTI TR
AN

* A—JDOYITTH b (L) ICEFARRTEELRESZLHE WA . HERIC2AF—UFERALENT
-Féll\o

* HEEGEZEORBEELHICIIRE (FILr—L) 224 TLTLESL,

* IGEICHERALE7Z FLRIG, BEEEEMNICERAIAET, CIHEDOBITHERRA —)LHILEEER T ZRRT 574
EL, L7 RFLREKYA—ILEFRIETEEHLIICLTHEWLTLEELY,

* E-Application D ZfBFERICEET A ZEM. RUIT, 0A DML CEMICITREZEBLEEA.

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

*  The above e-mail address is only for submission of e-Applications for Yokosuka Base Vacancy Announcements. No
response will be provided to inquiries made via this email address.

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

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

*  Selection/non-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.

* No response will be provided to inquiries regarding receipt of your application or IT, OA technical questions.

* LTOHETEYICCHERGTEMES, BEEHFRENRLEGYFEHADTIIET I,

REAI7ANE, —ZRLEBANDEFFLEICDEVLEDD A —ILISE EHTELH,

VDEDDA—LTHEBOERERICIEESINIGEE. TOA—LICRKEINEETOEENEDELRY ET,

BEBKUA (RR2400H) 2%,

274 LK : PDF, Excel (Microsoft Excel TR LI=#hEF “. xlsx” D Excel Z7AIDHEN)

Word 274 ILDAHEZ.

S BRI 7PANBUEIBITIFAILET, 55 AHNAL FUA, 83D2FBAIBMFTI 7M. ELL ARV A N5
AHNA L E2BADIEBE. TORETEHEGYET,

@ Z7PAINEZip File FICERETICEE, RLBBETIHE, 9xTHA FHhoERESYVA—FT 5
X TOREIEDELYET,

S BT FAIVE THFETRE] BRGETIRHEESVD, BREBEMNEL. RLTLEEORENERHEL
WESREDERY ET,

< R—BfICHL MMERERE] ShziE6E. HURICBWV P T—BERROA—ILEZEUZFHFELET,

¢ REBEOZELEZ. ENMZZFZEDORIE. ETOBEEHEEELTLEEL,

R/
0.0

X3

*

X3

*

X3

*

* When the following instructions are not followed, your e-Application will not be accepted nor considered for
this position:

«» Only one e-Application per VA containing all file attachments will be accepted.

+« Submission of one e-mail for multiple VAs will be considered as invalid application for all the VAs applied by the e-mail.




+ The e-Application must reach the above e-mail address by 2400 (midnight) of the VA closing date.

% Only PDF, Excel (only those Excel files created by Microsoft Excel with extension, “.xIsx” are acceptable), Word files are
accepted.

< 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.

< Do not zip (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.

< Ensure that e-Application files are in the resolution so they are readable. Unreadable attachments are considered as invalid
documents.

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

« If you wish to replace or submit additional document(s), resubmit your e-Application with all file attachments in one

e-mail.
2. NBEE GEREER) RHE Off Base Applicants must submit to:
#E., HLLEEHBHMBOICERY, By mail or at the LMO/IAA office counter.
T238-0011 T238-0011
HE)NEEBEERRHIER 1-6 FHEEIL 4B Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EIBEEFEHEFHEERBEBAE A (LMO/IAA)  Yokosuka Branch of LMO/IAA
EEE—& Management Section 1

BEiEE S Phone 046-828-6959

ZATHEE - ARE—RE. 0830-1700 B (HADHEHZR<), ERFHFOIERMEFIIELICERMLEHLETEL,
ZANREIIEREICR2ELHY FTOTERNICTHERT I,

Operating Hours: Mon-Fri, 0830-1700 (Closed on Japanese Holidays). Contact LMO/IAA for questions on conditions of
employment. Contact in advance as the operating hours may change.

10. EFEWIEH For Official Use

BLAETRRIE Y Activity POC : NEX Personnel EE (DSN) 243-5149
PD No.: NEX-SCD-005 PD is accurate and current. Certified by Activity: tz ‘ HRO: (rcvd:6/20)kh6/20

IEEBEEZHEZLTLWEWNEE EBZDORRICZEY £FH A Incomplete applications will not be considered.
RHESINF-ICEEFREIEHIR L LEEA Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BEAIER{EEI-DL\T

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

A RENTEERSR 10450,9397 ; R BAK - EANFRORECET H:5F (Fr1 5EEFEER+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,

R ERIEIEFER. 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.
FABEM: FEMOERILEL. BN CERGCENEREZHET 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.

15HRER: EAFEROFREIERETTD. BRINERERELLGN STIBE. TOROFHRZOWHIT, En. HAHULIIFET
ERBENHYET,

Format Revision: 4-5-2022(R)



