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. 18-15 Date: 11 Mar 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% ***x 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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°‘% T A AL —@WF T4 95, 20 IRHBLTTEW, RMiodbdEHIIZIAITOhERA, EFBEO L, HEEEOHICTEREL ‘
L FFTOTITATE, BHSNISEEEORAIT: LEEA, BRIV AANERF (645-3370) % TIEHEF S0 DOJ

| A —)VIFAX TOIGEIIZITT TR Y £/ A. Foster DR 72051 Air Force/Navy HRO [ZHEH T & W, ]

H PWO #: 018 | Position title: Military Time, Leave and Pay Clerk, #133, BWT-1, Grade-3 H
L MLC ]
| F/T Limited Term Number of position(s): 1 Location: Camp Foster ]
U% (NTE: 30 Sep 2015) DOU
| Organization: MCB Camp S. D. Butler, G-1 Division, IPAC ]
L Area of consideration LEEE&PH: Closing date: (% HiHIER) ]
| Okinawa Wide (MLC/IHAs employed in Okinawa) 16 Mar 15 ]
L | MHBERANICTEA STV 54 MLC/IHA fE£ 8 [
\ \
h Summary of duties: Performs clerical and administrative duties pertaining to the processing and a
o maintenance of various personnel and pay related forms and documents. Files personnel and pay s
L;% related forms and documents. Prepares naval messages and correspondence. Extracts personnel ;
L% reports from the Marine Corps Total Force System (MCTFS). Schedules appointments for incoming ‘

a personnel. Prepares incentive travel orders as well as final settlement claims. Verifies information o
| contained in Unit Diary Feedback reports/personnel management reports; and verifies the accuracy of |
L, information contained into the MCTFS databases. Answers and directs telephone calls to the ]
U% appropriate personnel. Contacts personnel who require administrative action/assistance. gU
. | Qualification Requirements & 4ft: )
U% 1. Must have the ability to speak, read and write in English. (LAD-2 or above) |
2. Must have the ability to operate computer to include Microsoft Excel, Word and Outlook. )
3. Must have experience with providing customer service in person and via phone. J
4. Have the ability to multi-task. )

Required documents SAEEN . "}
1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & FifHI% I
2. Copies of certificates/licenses 2. RFFRE - K TREREDa B — :
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