U.S. MARINE CORPS
CIVILIAN HUMAN RESOURCES OFFICE
Camp Smedley D. Butler, Okinawa

http://www.mcbbutler.marines.mil/Base lnformation/ConsolidatedHumanResourcesOffice/MLCIHAAnnouncements.aspx
Announcement No. 21-14 Date: 26 Mar 14

POSITION VACANCY ANNOUNCEMENT

Eligible employees who are interested in being considered for the following vacant position(s) should submit the required
documents listed below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg.
#495(2F), Camp Foster by the closing date. Incomplete applications will not be processed. Applications are subject to
screening prior to referrals and only individuals selected for interviews will be contacted. Applications will also be accepted by
fax (645-7115/comm. 098-970-7115) or by email (chro_jn_empl@usmc.mil). (Up to 10 pages). Submitted applications
will not be returned. For information call 645-3370.
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PWO # 032 \ Position title: Administrative Specialist, #9, BWT-1, Grade-4

MLC F/T, Permanent Number of position(s): | Location: MCAS Futenma

1
Organization: OSHA/Ground Safety Office, Department of Safety, MCAS Futenma
Area of consideration ZEEEHi[H: Closing date: (#2HH[R)
Okinawa Wide (MLC/IHAs employed in Okinawa) 4 Apr 2014
HRENIZER STV MLC/IHA E¥E

Summary of duties:

Manages all administrative requirements for the OSH/Ground Safety Office. Prepares safety correspondence (letters,
messages, memorandums, etc). Prepares Safety Deficiency Report Summaries for the Safety Director on a Monthly basis.
Prepares Safety inspection Notification letters and final Safety inspections report letters. Prepares meeting agendas, meeting
minutes and briefing slides. Reviews administrative safety correspondence for correctness, proper grammar, and format.
Reviews incoming correspondence, messages, reports, regulations and directives for application to the office operations.
Maintains files and records for all staff. Answers telephone and directs to proper person or responds to the inquiry. Takes
minutes during safety meetings. Manages the “Arrive Alive Taxi Ticket Program “ by briefing ,issuing, and tracking the Taxi
Tickets for all H & HS military personnel. Ensures funds for used Taxi Tickets are reimbursed and tracked. Assists with
mishaps reporting by making sure reports are complete, entering all data into the USMC WESS (Web Enabled Safety System)
and generating monthly and annual Mishap Report Summaries for higher headquarters. Enters safety deficiencies noted
during inspections into Station Safety Deficiency Database for tracking purposes. Assists with Safety Inspections as a Safety
Inspector on at least six (6) facility safety inspection each year.

Qualification Requirements &# 44
1. Must be proficient utilizing personal computers and Windows applications.
2. Must be able to speak, read, and write in English at LAD-3 or higher level.
3. Knowledge of Naval Correspondence preferred but not required.
4. Ability to perform filing, tracking, routing, and other clerical work.
5. Ability to work independently with little or no supervision.

Required documents WBEENH

1. MCIPAC/CHRO/MLC-IHA 12300/2 1. MCIPAC/CHRO/MLC-IHA 12300/2
2. Questionnaire 2. Bii#

3. Copies of certificates/licenses 3. SFFAE - M TREO 2 B —
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