KBEHRZEFLR

EHRES : OKI-USNH-035-24
Announcement No.

BRMLIA: 19 Jun 2024
Closing Date

TH: 13 Jun 2024
Date of Issue

US NAVY OKINAWA
VACANCY ANNOUNCEMENT
14 BE, F& EFRENR (LPL), 5% (BWT) BEAH
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): No. of

Recruitment
Accounting Technician, #0007
HEHBE)

B2k B REN#R Target Grade & Language Proficiency Level (LPL):
%k Grade-4 FEFRENHR LPL-2

14

FERATHERE VSR EPEE R Acceptable Trainee level:  N/A

X £#HRBWT-1) [ HEERBWT-2)
Administrative Blue Collar Trade

O &L %RBWT-3) [ EER(BWT-5,6)
Security Medical

4. B &GP Area of Consideration

I. X3 MLC/IHAGE%E B (BREXM)
Current MLC/IHA Employee within Activity

1. X 3] MLC/IHA Rt £ 8 (EBEEBN)

Current MLC/IHA Employee in commuting distance

. BMLCIHAREX(E (2B XE)

Current MLC/IHA Employee Japan Wide

IV.[] LMO ##=xENRN
LMO Okinawa Referral

2.ERB% Activity

DHA, U.S. Naval Hospital, Okinawa
Directorate for Resources

Financial Resources

B 7518 A Working Place: Camp Foster

3. B FEHE M Work Schedule (5840  BERSHI hrww )

&7 H Work Days: Mon-Fri
7SR - /KB Work Hours/Recess Period; 0715-1615/Recess: 1115-1215
(] & & Night Shift

X] &% Overtime [] 438 Business Travel

5. ADIESE Type of Employment
X MLC

X ‘& F Permanent
] BRZE Limited Term (_» B Months)

6.5 FEA A Duties

Perform insurance reimbursement and administrative word requiring exceptional English Speaking and writing
ability. Researches material, regulations, prepares billing documents and resolves reimbursement claim issues.
Investigates potential claims for insurance reimbursement. Some of the reviews handled at this level may not have
any precedents. Identify coding problems and refer to the supervisor prior to billing in order to expedite payment and
improve collections. When requested assists in fee analysis by the Supervisory Collection Agent or Director for
Resources. Performs work involved in examining, adjudicating, processing, and analyses of billing practices. Conducts
research in insurance claims, reimbursements, law, regulations and directives. Serves as the Local Charge Analyst,
assisting in processing daily reports, completing necessary adjustments in the financial systems, contacting relevant
departments for corrections and discrepancies to resolve issues. Submit help tickets when unable to resolve at
department level. Prepares reports and letters report findings for review and approval. Communicates with insurance
companies and serve as the liaison between patients, insurance companies, other health care agencies in the Western
Pacific and Conus. Process delinquent letters; insure all notices are sent out in a timely manner and that they are
correct. Provide all unpaid final notices to Collection Office Supervisor for wage garnishment procedures. Process all
W20 if no response from insurance. Assists in overseeing the Third Party Liability (MAC) program. Obtains medical
records and other documentation that will support the care/service related to the injury/illness. Identify all inpatient or
outpatient care, as well as ancillary services provided since the date of the accident injury/illness that are related.
Generate appropriate claim forms to be provided to all branches of services JAG office.

4551 AR BRSPS Outstanding Working condition, if any: N/A




7.5 EH  BiEEH Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.

IEISRENEBFRABLAIVICHET SRBFOBFRNANDEELERY FT,

a. One year of clerical, technical, or administrative work experience in any field OR completion of 4-years
college/university in any field.

b. Knowledge of account receivable procedures (e.g., modification, adjustments, reconciliation).

¢. Knowledge of DoD financial accounting systems and databases.

d. Skills in examining, adjudicating, processing and analyzing billing practices.

e. Skill in operating computers and use of office suite software such as Microsoft Excel, Microsoft Word, Microsoft
PowerPoint, Microsoft Outlook, and other web-based software/systems.

f.  Ability to interpret and understand insurance reimbursement and administrative words and terminologies.

g. Ability to communicate with customers with a professional and positive demeanor.

h. Ability to speak, read, and write in English and Japanese to communicate and coordinate with health care agencies

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

8.2 9%+ ® Application and Associated Documents

AEGEE (B MLC/IHAGEXE) OTHEWBWEENII PDF, Excel (9 HBME), Word BXT (BRI 7ALBIE32F
T) EA—JLTORMH (e-Application) &%V EF, PDF, Excel, Word BXLUND T 7 A ILIZZ T HEEA.
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.

BEESERHAXI TR OEE CfEE < f2& 1LY, See item #9 below for How to Submit Application Documents.

TRICRENIVDEEFOLTHHI-TULEIMES, BELLETRIBEDEEFEADETEY ICCEEIEITLE LG
&, BRERFELYFFADTIFE T LY, 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 ZeRE I35 FA#E Application for Vacancy Announcement (HROY Form 1)
2. X SRS RREE Resume of Specialized Work Experience
1&2 MEAIL Complete in [] BAFE T Japanese X #EET English [] €55 T3 Either
3. Db BEESFEE Other Required Documents (REBGHEE (X, FTRICF I v I I—I TREINDIEENHDHEHE S 1D
DFEFITZ7ANICEEHT L FZE LN, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)
[ :BEx% I D E L Copy of Driver's License
[ 1& T/ SEBAEDE L Copy of Certificate
X HEBEOEEAZIMAT H5HLDDE L, Certificate of English Proficiency
TOEIC, TOEFL, CASEC, RIZDAH E B GFAAE L LTRITHRHIFTET,
CRIATEMMEEBIL ALCPT L 7]) ZDMDFERE. RUEKZBREANCEHTIBECHEEFFALELYES., HEZ
AESELTHAL LEAHAZDRENIVETT,
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 BAREEUNDOAIX, 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).
"EREHEBEICHEGREEETEHY EFEAN, REFENEBRBETHHEL CWSAIE. [HEICET 2ERR]
FIRHELTCEESL, (REBEEEE. LE3EOZTOMONEEREFLOHTIREB LTSS, )
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.)

LEEKIFIUTOURLE YA oO0—KTEEF, The above forms can be downloaded from;

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




QEEHERHAZE How to Submit Application Documents

LRV ERHMELUTOERICHELD., HEZORVCLEZREECAAOEFZICEVTIHEROS ARHLTTS
LY, HEHEMMEIA®E, 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 VVacancy Announcement.

*BE i OCHR BAANEAE (HRO) D FEE A —I/L7 KL X OCHR Human Resources Office (HRO) Okinawa e-mail
address at :

applyokinawa@us.navy.mil

* BEREBISOIGEILX. COFELE (FPFLR) NEA=JLIZTREINAT-t£® (e-Application) OHZH=
7,
S COREITHBEELBADICEERTT., CERZEZSEY N =FWTH, BEHLIRETOTITEL

=L,
@ FA—ADBTO b (HRE) CEFARYTERLBESERH WH) . #ERICEALS—UFERALY
WTTFELY,

o

> EENHEERORBEZEZMICITERSE (TILR—L) 224 TLTLESL,

< E-Application MZMEMHRICEAT 5 ZEHM. XU IT, 0A OHFiTHLE CERICITREBLEE A

* 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 the US Navy Okinawa 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.

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

*e

R/
0.0

R/
0.0

R/
0.0

* UTOHETBYICCEERILZEVES. EEEBEIRERRLLYEFFADOTIERET S,
AT 7ANE, —EFELEBNDRESEEICDEVEDD A —JLISE EHTEL,
VEDDA—LNTEBOEELRICEEEINZIGEE. TOA—IICREINE-2TORENENELGYFET,
BEMYUIE (BR24008) wiE.
774 ILHER : PDF, Excel (Microsoft Excel TR L f=#LRF “. xIsx” @ Excel Z7 A IDHER) ,
Word 774 ILDHE,
S AMFTFANBIEB T FAILET, 55 AHNA FLUA, 3DFBADSIRMFTI 7ML, BELLEHY A XH5
AANA FEBRZEEBE. TORBEBEDELRYFET,
@ TTF7ANIELZip File FICEMETITEE, RLSEBETEHHE, Dz TVA MHSEREAYVO—FT B
X TORETEMNELGYFET,
e AMEITTFAIIE THIEETEE] GREGETIRECEZIVD, BEREMES. XKL THLEHEOANEIER L XL
WEEIXBEMDELGYET,
¢ R—ZKRIIHL MBHELSE] ShHEE. HURICEW R T—BREDA—ILEZEDNZMHFELET,
v RBEEHEOELEAR. BMECHFEDORIL. ETOEFEFEEL TS,
* When the following instructions are not followed, your e-Application will not be accepted nor considered for this
position:

7

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

7

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

7

«+ 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, “.xlsx” 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.

R/
0.0

R/
0.0

R/
0.0

R/
0.0

>

10. FEFFALIRME For Official Use

SEETRREY  Activity POC: HRD & (DSN) 646-9543

PD No.: DHA-08RA000-018 PD is accurate and current. Certified by Activity:

S.D. (06/13/2024) HRO: Rcvd6/13,kt6/13




IEEEZmEEZ L TWWEWNMGE BZEDOXRRIZEY FH A, Incomplete applications will not be considered.
RESNEIGEEHEITIHERL LEF A,  Submitted applications will not be returned.

BHETRELINIBEEENR (LPL) LRLETRECET S,
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 F£ 2 A8 HATK YV#IKER SN SR MLC/IIHAEXE T, 2016 4 2 A 8 HATICFEITSNi- ALCPT HBR#ER %
BHLOAE. TORBBROBERLALS (TS50 RIT7—H—] Sh, TOADELPLLANILELTERE
ENFEY,

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 TOEFL (iBT) CASEC EIKEN
LPL EBZFREH#% Paper Based (CBT) Internet Based YRR
Test Computer Test
Based Test
4 — Exceptional Proficiency B B _ _
BB DR J) % T2 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent proficiency
B 730 ~ 859 90 ~100 550 ~ 599 210 ~ 249 80 ~99 870 Pre-1st
2 — Average proficiency B B B ~ ~ ~
TR ) % 352 550 ~ 729 75~89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 2nd
1 — Elementary proficiency B B B _ N _
PR EE S % T 5 400 ~ 549 65~74 430 ~ 459 120 ~ 139 40~ 49 475 ~ 559 Pre-2nd
Pre-1 — Minimal proficiency
(1 1) B/ N ODRE S % B4 % 350 ~ 399 40 ~64 NA NA NA NA 3rd
0 — No language proficiency
FETREAEZEI RN

PRIVACY ACT STATEMENT B AfSHRIEEIZDLNT

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

E RETTEERS 10450,9397 ; R BAK - EANFRORECET 5:EF (Fr1 5EEFEERHES)

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: NEDLd, 2. UEORELAEBXREOEXBOXTEEMNE LT, BAERETRT 54,

FED 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.

15HRER: EABROFREIERETTD. BRSINERERELGN ST-BE. TOROFHREZOWHIT, Eh. HAHULIIFE
LEBENBHYET,

Format Revision: 12/01/2022(R)




