EHRE 22 /R L

VACANCY ANNOUNCEMENT

LBES :

Announcement No.

SAS-DHA-180-24

ESRIE:
Closing Date 3 Sep 2024
EiTH: 28 Aug 2024

Date of Issue

1. B2, BE, %, BEEHIR LPL), HEXR BWTD)
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT):

Community Relations Specialist, #411
(#t=BARk GE#RE) FFH)

BiE%E /R BFEE Nk Target Grade & Language Proficiency Level
(LPL):
%k Grade-5, 5B RE Rk LPL-3

FERATEERE VVERFEBFEENR Acceptable Trainee level: N/A

X EHRBWT -1) []HEERBWT-2)

Administrative Blue Collar Trade Security

SEAH
No. of
Recruitment

14

4. BEEEFIBH Area of Consideration
I X3 MLC/IHA %S (EFKA)

Current MLC/THA Employee within Activity
1. [X] 3 MLC/IHA it ¥ B (REBM)

Current MLC/IHA Employee in commuting distance

1L [] MMLCHAREXER(REAXKE)
Current MLC/IHA Employee Japan Wide

IV. [] 458 Off Base Applicant

O BRLZRBWT-3) [ EEZRBWT-5,6)
Medical

2.ERBK Activity

Defense Health Agency

U.S. Naval Hospital Yokosuka (USNH)
Branch Health Clinic Sasebo (BHCS)
Officer In Charge (F7)

ENFEIB AT Working Place: #& & E#BT Hirase-cho, Sasebo

3.ENFEBERT Work Schedule (3B _40 BERIH] hrww )
£)7 B Work Days: Mon-Fri
ISR - KB Work Hours/Recess Period: 0700-1600/ 1100-1145

(] % &h Night Shift X 5% Overtime

[X] 43k Business Travel

S5.EFDELE Type of Employment
X] MLC
[] IHA

X] #F Permanent

[ BREH#AR Limited Term
(_» A Months or NTE date)




6. BB A Duties
Assigned to Branch Health Clinic Sasebo, USNH Yokosuka, DHA.

Provides administrative support of the Japanese fellowship and internship program at Branch Health Clinic Sasebo.

Develops and manages internal procedures for all administrative aspects of the internship program.

Assists in recruiting fellows and applicant selection by facilitating interviews and document processing.

Schedules training plans and provides related services.

Ensures program complies with Government of Japan (GOJ) and governing state laws and regulations relating to medical

licensing procedure and standards.

e Provides job orientation and adequate information and solution of professional challenges to fellows and interns. Interprets
regulations and makes recommendations to the medical and administrative officers.

e Coordinates and manages annual graduation program and reception for fellows.

e Provides administrative support to fellow memberships and facilitates alumni reunion activities.

e  Supports engagement between Branch Health Clinic Sasebo and host nation medical facilities.

e  Establishes and maintains liaison with the Directors and other leadership of Host Nation medical facilities and with leaders
of other organizations of interest to Branch Health Clinic Sasebo.

e Maintains and develops formal and informal relationships with Host Nation facilities for building greater understanding
and working relationships.

e Provides administrative support with generating required reports and transmittal of formal correspondence to base and host
nation organizations.

Al BRI R Outstanding Working Condition, if any: N/A

1.EEEE. BREHE Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
1 HICREN-FBERABLUANIVICHET SREBOFFERNNPDELLYFT,

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work or completion of 4
years college/university in a related field.

b. Knowledge of GOJ and governing state laws and regulations relating to medical licensing procedures and standards.

c. Skill in operating computer program such as Microsoft Word, Excel, PowerPoint.

d. Ability to establish and maintain liaison between Host Nation facilities and Branch Health Clinic Sasebo.

e. Ability to generate required reports and formal documents to base and Host Nation organizations.

f. Ability to speak, read, and write Japanese to communicate with Host Nation personnel.

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




812 ¥ 54 M Application and Associated Documents

REEEE (38 MLC/IHA #%E8) OTRLESEL PDF, Excel 9 BBE), Word ¥R T (HFHF 77 L EKIZ3OF
T) EA—)LTORE (e-Application) &7 Y FF, PDF, Excel, Word BRXLUSND T 7 A ILIEXZITFITFFEEA,
Current MLC/THA 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.

NEREEE GER%XS) OTREXHERBHEN—FaE— () TORHEELGYFET, Off base (external) applicants

must submit all required documents below in hard copy.

EEEBRHAEITIEOEE CHEB LX), Seeitem #9 below for How to Submit Application Documents.

TERICRENZVEBEEFOLETHARI - TWWEWMES., BELLETERIBEOHEFZDETAEAYICCHEERITE LG
&, BERNELLEYEBADOTTEE T ELY, 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| 22 % i3 FA#R Application for Vacancy Announcement (HROY Form 1)
2. [X| SR F5HEPESE Resume of Specialized Work Experience

1&2DERAlL Complete in [ ] HZAFET Japanese [X] EFE T English [ ] £5 5 T4 Either
3. Z D BEE IS Other Required Documents (REEEEIE. FRICFI VI T—I TCREINIBENRHDEES 1D
DR T 7ANIZEEHTL EELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

LIBABHERITOEEEEGRIFINDE L Copy of GOJ Ordinary Driver's License

L1 & TEE/SIBAZEDE L Copy of Certificate

X ZEZEDEEHEITHTS5ELDODE L, TOEIC, TOEFL, CASEC, ERDA EAMAIHEL L T2 HE
-g- o

(BR/ATEMGERE (X ALCPT £ 7]) ZDMDERE. RURFBREANICHTIECHEFFTLELGYES ., &
EEAEEELTHAL LRMAEDREABETT,

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 BAEELUNOAIX. #EH—F (@@E) BRU/SRKR— 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.

NOTE: Retired US military/reservist must obtain approval for employment under foreign government from both the
Secretary of State and the Service Secretary from which you retired, and attach the approval letter to be considered.

4. [ ] (S ERIG 3 D # For external applicants only) 110 A5 DEIFZEEF L. WHEEOEHERS -F- KR EZEL\RIE
F#E (12cm x 23.5cm),  12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

*RIEBENEBRBETCHHELCLSAE. MREICETHIERR] ZIREL TSN, (RBIEHEEF, £RE3
HOZDMOBEEREFLEOTRHBELTLESL, )

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

LEEKEIUTOURL KLY S O—FTEET, The above forms can be downloaded from;
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-
Opportunities/JN-Forms/



https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Forms/
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Forms/

I IHEHIZEH AL How to Submit Application Documents

RBLEE (B MLCIHA#tXE) ENBEESE (EER) TIE, SEEFRIAE - RHASENVET ., LD
BERHPDZUTOETRICHL., BEXOEVNCEZLEHEECAFAORFEICEVTCHEBOS ARHLTTEL., 5
HYIAWAE. 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. AFEER (B MLC/IHA f¥58) IEBHH%  Current MLC/IHA Employees must submit to :
XEEEHAEN OCHR BXRAERRE HRO)YDTEA—ILT7 F LA OCHR Human Resources Office (HRO) Sasebo’

e-mail address at :

applysasebo@us.navy.mil

*x BUEEEHISOIHEE. CDBEE (FRLR) AEA—)LICTRBEEIN=HD (e-Application) DHZfTE
T

* CONREITEHREMPELEHE~NDICEERATYT., CEREZHEYNEZVTE, BREHLIRETDOTITE
(&L,

¥ A—IOHTTxH b (HEE) ICEFARBTERLBRBESLRLAZEEHE WHE) . HAaEICLAFT—UFERL
HWLWTTFELY,

* JBELSEHAORBEZLRICIIRE (FILrR—L) 224 TLTLEEL,

*  IGHEFICZIE @usnavy.mil 1 DoD A — L7 FLAKYEBRNH I ENHYET, A—ILERETEDHLSIC
LTHWLTL S,

* VARYUIBROEEEBRTEBEOBDEELRIZ oML CHETIL,
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-
Sasebo-Region/

* 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 Sasebo 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.

*  Applicants may be contacted via e-mail from @us.navy.mil or other DoD e-mail address. Please ensure that you will be able
to receive such e-mails.

*  Status of the VAs that closed during the last 60 days is available at https://cnrj.cnic.navy.mil/Operations-and-
Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Sasebo-Region/

* LTOHETEYICCHERTAMES, BHBHEEREFRELY FHADTIFET S,

BREIZ7AINE, —BREEBNOHEEERICDZEVDEDDA—IVISEEHTEM,

VEDDA—LTEBOEBFLRICHEEINZEES., TOA—ICREN=2TOREREHDELYET,

BE&YUA BR24 008 &E.

774 LR : PDF, Excel (Microsoft Excel TYERL L 72 LR F “.xlIsx” D Excel 7 7 £ VD H AL, Word 7 7

1 ILDHEM.

r B TFANBUXS I7AILET, B AHNA FLUA, 3D2FBADIFMFT77MI. ELL AR A1 X5
AHNA L ERBZIEE. TOBRBIIENELRVET,

e Z7AIEZip File FICERETICEE, RLBBETIHE, vxTHA HLIERESYVVA—FT 5
EXTORETEDELYET,

v BT FAIVIE THFETRE] LRRBREBETIRELCEZN, BERENEL., ALTLEEORESNEENHEL
LMEEIXEDHELZY FT,

ey R—BEICHL EBELE] Shi-HE8E. HFURICBEWV-hT—BREOA—ILEZENRMFELET,

v RHEEOELEZ. EMZECFEORE. ETOEEEBEEEL TS,

X3

%

X3

%

X3

%

X3

%



https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Sasebo-Region/
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Sasebo-Region/
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Sasebo-Region/
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Sasebo-Region/

* 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. NMBEEE (EiER) EiHi%
. L LEIBHEHRBEOICRE,

R/
0.0

R/
. 0.0

7
0.0

X3

%

R/
0.0

Off Base Applicants must submit to:
By mail or at the LMO/IAA office counter.

T 857-0056 T 857-0056
& R T T #AET 3-1 3-1 Hirase-cho, Sasebo City
(551)§I REEFHEEFBEERBIEHEERIE (LMO) Sasebo Branch of LMO

BEEES  0956-23-7191 Phone 0956-23-7191

EHH#FEI ABE—&HE, 0830- 1700E#(EIZ|K0)$EI€'[¢<)° ERZFHEOCERIEICEHITBEVEHhETEL,

ZABREIEEEICLELIELHY EITDOTERICIHERT LY,
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. BN For Official Use

FLAEIREYS  Activity POC : DHA BHC Sasebo EE (DSN) 252-2589

PD No.: DHA-F7-003 ‘ PD is accurate and current. Certified by Activity: AT | HRO: (Revd: 8/14) au 8/14

RHEEEZHREZ L TVEWMEE EEORRICHEY FH A, Incomplete applications will not be considered.
RESINF-ICEEZEREIEIERL LEFF A, Submitted applications will not be returned.

BB TRELShDIEPEAM (LPL) LRALETRESET S,
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 2 A s HAT&L YEEMA SN S MLC/IHA it X BT, 2016 F 2 A 8 HATICRITS iz ALCPT HABRIER %
BPELDOAIE. TOHBBEROBERLAULY (S FT77—H—] Sh, TOADHELPL LAN)LELTERE
ENnFEI,

For current MLC/THA 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 TOEFL TOEFL CASEC | EIKEN

LPL FEFRENK (PBT) (CBT) (iBT) AR

Paper Computer Internet

Based Test | Based Test | Based Test
4 — Exceptional Proficiency
e D RE ) % T2 860 ~ 990 NA 600 250 100 NA Ist
3 — Fluent proficiency
Wb 1 5 AN A BB 730 ~ 859 90 ~100 550~599 | 210~249 80 ~99 870 Pre-1st




i?;gév,\je,ﬁfg";‘; gg;iegcy 550~729 | 75~89 | 460~549 | 140 ~209 50 ~79 5862; 2nd
%‘;é%r?;gémgggﬁzcy 400~549 | 65~74 | 430~459 | 120~139 | 40~49 45755; Pre-2nd
Pre-1 — Minimal proficiency

(T 1 8%) /MR ORES ) % 350 ~ 399 40 ~ 64 NA NA NA NA 3rd
A

0 — No language proficiency

FEFRE N A X 7a0

PRIVACY ACT STATEMENT {BAAIEHREEIZDONT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 0f2003).

EE RETTEERSR 10450,9397 ; R BAK - EANERORECET HiERF (Tp1 5FEEEER+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.

FE: AEDLRR., T2, BEOCRELEZAKREOEEOZTEEME LT, BAFEREZRET 54,

IR 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.
FABEM: TEMOERILELR., B CTERCENEBREZHESRT 5%,

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

1FHFR: EANFROFRIERTT A, ERSNERERELGNST-HE. TORODFHRZOWHIT. Bh, HDHUETHE
LBEABYET,

VA (MLC) Format Revision: 8-7-2024
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