2 LHES : ) ey
BARE TR L ERRE . [SRECIO-10221
E&ERA:
VACANCY ANNOUNCEMENT Closing Date 9 Jul 24
£47H:
Date of Issue 19Jun24
1.1BA BE EH EFEEHK (LPL), H5FK BWT) SEAH | 4.FE & Area of Consideration
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): No. of . XIIR MLC/IHA X8 (EB%A)
Recruitment | o rrent MLC/IHA Employee within Activity
ini i iali 1. X ]} MLC/IHA it (2 B (GREIEM)
Ad min IStréllve SpeCIaI ISt’ #9 Current MLC/IHA Employee in commuting distance
(EEEFTH) 14 . X BMLCIHA £ 8 (£ B K E)
Current MLC/IHA Employee Japan Wide
BiZ% k. EFHeH#k Target Grade & Language Proficiency Level IV. X 4+&B Off Base Applicant
(LPL):
F % Grade-4, EEFEE AR LPL-2
X =HRBWT-1) []HrERBWT-2) [HRRHRBWT-3) []ERRBWT-56)
Administrative Blue Collar Trade  Security Medical
2. ZREBX Activity 5. A DFELR Type of Employment
U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center, X MLC
Yokosuka, Japan, Administrative Department (C1100), ] IHA CIHPT
Command Workforce Development Division (C1140), X & F Permanent
Workforce Development Branch (C1141) (] BR5E Limited Term (__» A Months )
B #5315 Working Place: #7825 SAET Tomari-cho, Yokosuka
3. ENFERFA work Schedule (B_40 BFREIHI hrww )
&7 H Work Days: Monday thru Friday AFER - €I8R
EhF5RERS - /KER Work Hours/Recess Period: 07:30-16:15/12:00-12:45
] % #h Night Shift Xl 7% % Overtime  [X] Hi3k Business Travel

6. BEFENZ Duties

a. Provides specialized information about Command WFD programs to SRF personnel. Screens incoming information and assures distribution of
correct internal routing as required.

b. Answer a variety of inquiries related to the WFD program including for Activity Training Plan (ATP) submission, training vendor information,
information for the use of the training documents request (SF182s).

c. Provides a variety of administrative support as needed for SRF personnel connected to Command WFD Programs. Ensures timely submission of
training requests through the Training Request System on Share Point.

d. Performs personnel administration duties. Establishes internal procedures and controls all action-required correspondence and ensuring reports
and documentations are completed in a timely manner. These include but not limited to:

1) MLC Time and attendance processes, 2) Maintains the supply of equipment needed for training, and 3) Provides various IT arrangements as an IT
representative.

e. Prepares various documents such as training announcement, memorandums, DD Form 1556, messages, letters to implement training program.

f. As requested by training attendees or their supervisors, searches for and locates lesson plans, study guides, or reference material to assist
attendees.

g. Serves as Government Commercial Purchase Card holder. Prepares funding documents, supply requests, purchase orders and other documents
as required.

h. Performs other related and incidental duties as assigned.

R A2 B 54K Outstanding Working Condition, if any: N/A




7.8EE Y BHEHE Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
IIRISRENEBEFRABLUANVIHET DREOFFRENDIDELLGYET,

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

b. Knowledge of the regulations and directives governing the administrative phases of the command WFD Division
function such as the content of training, term of contract, payment, Training Job Orders, DD Form 1556, etc.

c. Skill in operating personal computer such as Word, Excel, Outlook, etc.

d. Ability to perform general clerical work.

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




8.12H9 %+ M Application and Associated Documents

REBHEEE B MLCIHAEE) OTRHEEEIL PDF, Excel (9 BSMB), Word KX T (FR77/ L EIE30F
T) EA—JLTHRE (e-Application) &% Y FF, PDF, Excel, Word BRKUND T 7L IVIEZ T TEEA,
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.

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

EEEERHAXII TR OMRE JR#EE 2 &1y, See item #9 below for How to Submit Application Documents.

TRICTRENZDEEFEOLTHEI>-TLWEMEE., BELLETRIBOHEAEDETEY ICCHEIEITALE
5. BEXNGLLEYFFADTITEET S, 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 E B AR Application for Vacancy Announcement (HROY Form 1)
2. X E P9I EE Resume of Specialized Work Experience

1&2 MEBAlE Complete in[] BAFE T Japanese X #FET English [] &5 5 T3 Either
3. T DN EEIESF Other Required Documents (REEEE(L., TRICFI VI T—I TREINDIEBEENRHIHEE1D
DFEFIT7ANITEESHTLFZE LN, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

(] EBExR I DS L Copy of Driver's License

[ {& T/ EEBEDE L Copy of Certificate

X HEORENZEEHT S5 ELEDNDE L, TOEIC, TOEFL, CASEC, £ DA EHIAIIAE L L TR IHTHE
+

CRIATEMEERBIX ALCPT £ 7)) ZOMOEAE. RURERNETSIECREFITAELYFET, &
EEAREELTHALLEAAEDRENMBETY,

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 BRAEELUNDAIL, #ZH—F (@@E) RU/NR7R— 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.

(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. X (S BRI S #E D A For external applicants only) 84 FAY]F ZR4fF L. HEEDEEES F-KE2Z2EV-RIERASH
& (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.)

CERERBEICRECHERETCREHYFEAN. REFAESEAXBETCHHELTVLSAEX. [HECET SERR]
FRHELTCESL, (RAMEHEEF. LEIBEOTOMOLEEHLELFLOTRELTIEZEL, )

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.)

FEEKIFIUTOURLE YA O0—KTEEF, The above forms can be downloaded from;

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




QEEHERRHAZE How to Submit Application Documents

ABHEE BEMLCIHARRER) ENABIEEE GFREXR) TR, REEEREHARL - RHE BET, LS
ERHPZUTOETRICHL, 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. RBEEE B MLC/IHAHEEE) BH%E  Current MLC/IHA Employees must submit to :
KiFEHAE R OCHR BRAAERR HRO)DTFEA—IL7 EL AR OCHR Human Resources Office (HRO)
Yokosuka’ e-mail address at :

apply@us.navy.mil

x BEREENMSOIHEILX. OBk (FFLR) AEA—LICTREEIA=HD (e-Application) DA RFET,

* ZORESHABEMTEFEBAOLEERTY, CHHE#HFEY WV :=ETH, BEBLMMEIOTI TR
Cir-IAN

* A—JDOY T b (BHEH) ICEEAERTERELRESZEHE WA . HE2BICELAT—UFERLENT
-Féll\o

* HEEGEZEORBEELGMICIIRE (FILr—L) ZR2A4TLTLESL,

* IGEICERALE7ZFLRIG, EEREEEMNICERAINET, CIHEORNIIHRB A —)LILEEESR T 2RI 571
EL, L7 RFLREKYA—ILEFRIETESLLSICLTHLTLIEELY,

* E-Application D Z{BFEZRIZEAT A TEM. RU IT, OA DA CEMIZIHREBRLEE 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 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.

* DUTOHRTEYICCHRERTAEMES, EEEHERENREGYEFLADTOIET S,

BAI7ANE. —ZEEBNDEEFERICDEVEDDA—IVIZE EHTES,

VEDDA—LTEBOEFLRICIEESNZEE. TOA—NLICTREINEZETORENEHELY FET,

BEFUA BW24008) ok,

s 274 LK : PDF, Excel (Microsoft Excel TYERR L 72 3ERF “.xlIsx” D Excel 7 7 £ VD HAHS) , Word 7 7
1 ILDHER,

S BRAIZANBIEITI7AIET, §5AH/1 1 FUR, 32FBADFEMI77M41L. ELL B YA MG
AHNA L E2BADIEBE. TORETEHEGYET,

@ Z7PAIIE Zip File FICERETICEE, RLBBETIHE, 9xTHA FHhoERESYVA—FT 5
X TOREEIRDELGYET,

S BT FANIE THGEARE] BREBETIRELFEEN, REENEL. MRXLTHEEORENEE LN
WMEEIXEDEGEY FT,

< R—RBLICHL EHERE] Sh-EEE. SURICBOV R T—BRROA—ILEEWRMGELET,

¢ REHSEOELEZ. EMECFEORE. 2ETOEFEFAELTLEELL,

X3

*

X3

*

X3

*

oo

* 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.




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

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.

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

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

< 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. NEBEE GEREER) RHE Off Base Applicants must submit to:
2., L LEEHBHMBOICRY, By mail or at the LMO/IAA office counter.
T238-0011 T238-0011
HE)NEEBEERRHIESR 1-6 FHEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
()RR EEHTBEFTHEEEREE AL ZE (LMO/IAA)  Yokosuka Branch of LMO/IAA
EEE—& Management Section 1

EiEE S Phone 046-828-6959

ST - AE—&8E. 0830-1700 B (BADEB %K), ERFHZFOZEBII I HIZEMLEHETELY,
ZARFEEERICGLIZELHY FITOTEAICSHERT 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. BE#HMEH For Official Use

ZEARYTIRIE Y Activity POC : SRF-JRMC MLC Manpower Division (C1160) EE (DSN) 243-5288

PD No.: SRFIRMC-1141-003 ‘ PD is accurate and current. Certified by Activity: bp ‘ HRO: (rcvd 6/18) sf 6/18

SHEEEZHRZ L TVEWMEE EEORRICHEY FH A, Incomplete applications will not be considered
RHESINF-ICEERHIEIBIRL LEE A, Submitted applications will not be returned.

BETHRELINLIBFENME (LPL) LRIVETREIET I,
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 £ 2 A 8 HAll& YMitEM SN S MLC/IHAREX B T, 2016 £ 2 A 8 HATIZREITS - ALCPT HERFER %
BEHLOAIE. TORBEROBERLALS (TS50 RIT7—H—] Sh, TOADELPLLANJLELTEE
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 TOEFL TOEFL CASEC | EIKEN
LPL &8k (PBT) (CBT) (iBT) By
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
HEEY D RE ) % B 2 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent proficiency
WD 1 5 7rEE ) A S 730 ~ 859 90 ~100 550 ~599 | 210~ 249 80 ~99 870 Pre-1st
2 — Average proficiency _ _ _ _ N 560 ~
T HEE 1) % B2 550 ~ 729 75~ 89 460 ~549 | 140~ 209 50~ 79 869 2nd




1 — Elementary proficiency 475 ~
PRI 7B 1) A B 2 400 ~ 549 65~74 430 ~459 | 120~139 40 ~ 49 559 Pre-2nd
Pre-1 — Minimal proficiency

(18 1 #%) e/ NRORES & 350 ~ 399 40 ~ 64 NA NA NA NA 3rd
CERA

0 — No language proficiency
TR EEI RN

PRIVACY ACT STATEMENT {EAMEREEIZDLNT

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

EE RETTEERS 10450,9397 ; R BAK - EANFRORECET H:EF (Fr1 5HEEFEER+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: AFDLd, 2. UEORELAEBXREOEXBOXTEENE LT, EAERELRT 54,

FERD ERIETEFER. 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: IEMOERILEL. BN CERGCENEREZHSRT 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.

1FRFR: EANFEROFRIERTT A, ERINERERBE LGN STIHE. TORDFHRZOWHIT, Bh, HSHUIHE
ERBEABYET,

Format Revision: 4-5-2022(R)




