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

http://www.mcbbutler.marines.mil/Baselnformation/CivilianHumanResourcesOffice/MLCIHAANnnouncements.aspx

Announcement No. 22-14 Date: 19 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 #:026 | Position title: Accounting Technician, #007, BWT-1, Grade-4

IHA F/T Permanent | Number of position(s): 1 | Location: Camp Foster
Organization: MCB, Camp S. D. Butler, MCCS Division, Financial Branch

Area of consideration 5= #iH: Closing date: (#ZHHIFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 27 Mar 14
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Summary of duties:

Performs a full range of payroll duties for NAF and IHA employees as follows:

a) Validates timecards for NAF and IHA, entered in the systems for completeness and accuracy. Researches
for missing timecards.

b) Sets up and changes employee accounts to reflect pay changes resulting from personnel actions,
deductions of temporary changes affecting one or a few payperiods, reimbursement of Tuition Assistance
(TA), Travel, TAD, COLA, etc.

¢) Examines IHA payroll data for accuracy. Sends Labor Management Office (LMO) payroll correction request
when need. Reports discrepancies in LMO reports to supervisor for appropriate action.

d) Computes bi-weekly/monthly pay and taxes and annual statement of earnings and deductions.

e) Manually computes pay due for off-line payments to employees. Adjustments to pay such as back pay,
post differential, post allowance.

f) Audits authorization documents for completeness, accuracy and propriety.

Performs other related duties as assigned.

Quialification Requirements & ¥& 451

1. 2 or more years of responsible accounting work experience.
2. Demonstrated proficiency in applying Generally Accepted Accounting Principles (GAAP) in double entry
accounting environment.

3. LAD 3 above or equivalent.

4. Experience in analyzing accounting variances and in resolving reconciling items and irregular postings.

5. Possess the ability to manage multiple projects/task, work independently, prioritize work and deadlines

effectively in a fast paced and team oriented professional environment.

6. Possess great analytical skills.

7. Be able to effectively communicate with members of the Branch and other external customers.

8. Be proficient in Microsoft Office software application programs (Excel, Word, Access, Power Point).
Required documents WEER .

1. MCIPAC/CHRO/MLC-IHA 12300/2 1. MCIPAC/CHRO/MLC-IHA 12300/2

2. Questionnaire 2. BRIz
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