P U.S. MARINE CORPS &
b CIVILIAN HUMAN RESOURCES OFFICE a
H Camp Smedley D. Butler, Okinawa H

U% http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
I |
‘T Announcement No. 09-15 Date: 6 Feb 15 H
“’f’ POSITION VACANCY ANNOUNCEMENT H
\T Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed H
“T’ below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the H
3 closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only &
Uo individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370. H
U% *** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED *** H
H For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO. H
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L FFTOTITATE, BHSNISEEEORAIT: LEEA, BRIV AANERF (645-3370) % TIEHEF S0 DOJ

- A —)VIFAX TOIGEIIZITAIT TR Y £8/ A. Foster D3RP 720 51X Air Force/Navy HRO IZHH T &V, =
ﬂ% PWO #: 007 | Position title: Administrative Specialist, #009, BWT -1, Grade-4 H
U MLC F/T Permanent | Number of position(s): 1 Location: Camp Schwab H
U% Organization: MCCS Div, MAR & FAML Br, Education & Career Svc, Voluntary Education ooU
| Area of consideration ZEEE#H: Closing date: (#ZHH#FR) ]
I Okinawa Wide (MLC/IHAs employed in Okinawa) 17 Feb 15 ]
L | MRS TR SN TV 54 MLC/IHA #E£8 ]
% Summary of duties: Provides world-class customer service. Greets customers with a smile and warm &
Lz, welcome. Ensures customers are attended to in a timely manner. Serves as the first responder to customer ‘

U% questions, concerns, and elevates issues to management in a timely manner. Provides outstanding verbal and H
\OL written communications to all military grades and people from diverse backgrounds with a variety of educational H

[ goals. Provides information to military personnel, spouses, dependents, and DoD civilians on all education }
‘T related programs provided by the P&PD Education and Career Services program in MCCS. H
ﬂ% Provides students with information on Marine Corps tuition assistance policies and procedures individually or in ;
“’f’ group settings. Assists military personnel with enroliment and completion of the TA process, registration, course H
i add/drop and withdrawals. Responds to emails, faxes and telephone calls related to the education program. &

a Refers in-depth education questions to guidance counselors and/or supervisors.

Provides administrative and technical support by accurately and consistently compiling data on spreadsheets to
i produce standard reports. Assists with data to furnish to management on tuition assistance, weekly statistics, B
U% testing, and contract school data. Maintains files and documents in accordance with record keeping policies. H
Prepares and types correspondence. )

Responsible for facility management of the education center to include the opening and closing checklist, places J
work orders, inspects for fire and safety regulations, orders supplies for the facility, schedules room reservations, ]
submits MISHAP reports, updates bulletin boards and manages key control. Performs other duties as assigned. ’
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| 1. Must be able to speak, read write and understand both Japanese and English J
I 2. Must be able to multitask and be able to prioritize duties while working under strict deadlines, ]
H 3. Must provide world-class customer service, have a pleasant attitude to greet customers, and work ]
® professionally with co-workers and management. &
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4. Must have knowledge in computer software such as Windows, Microsoft Office or later versions
5. Must be able to research information and provide solutions to military personnel on education related .

questions and issues. J
6. Must be able to provide administrative and technical support }
7. Must be able to travel to all Marine Corps Camps on Okinawa as needed ’

Required documents MEEI A
1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & FifHI% -
2. Copies of certificates/licenses 2. SRFFRE - M TRE, B R EDaE— J
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