H° U.S. MARINE CORPS H
3 CIVILIAN HUMAN RESOURCES OFFICE s
H Camp Smedley D. Butler, Okinawa H
U% http://www.mcbbutler.marines.mil/Baselnformation/CivilianHumanResourcesOffice/MLCIHAAnnouncements.aspx H
H |
‘T’ Announcement No. 23-15 Date: 9 Apr 15 H
ﬂ% POSITION VACANCY ANNOUNCEMENT H
H 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
5 closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only E
H 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

ﬂ° TROBIOGEL2FET HMEEAT., BREGEZHEEOLE, TRICHESNIZLEEREE ~UAD 16 : 30 E TICAFIFBANEAR (Fr
°‘% TT AL @R T4 95, 20 IRIBL TSV, RMEDdbdEHIZIMIohEvA, EFHEZED L, $REREZOHCTEREL ‘
Lg, FTOTITEATEN, BESHAISEEEOERMNINZ LEY A, BRAWEDEITHANEME (645-3370) £ TIHHET S0 J

| A —)VIFAX TOSEIIZITAIT TR Y £/ A. Foster D3RR 72\ J51X Air Force/Navy HRO IZHHE T S0, I

H PWO #: 033 | Position title: Administrative Specialist, #9, BWT-1, Grade-4 H

H: MLC F/T Limited Term . ] . ]\
U% (NTE: 6 month) Number of position(s): 1 | Location: Camp Foster |

U% Organization: MCB Camp S. D. Butler, Host Nation Support Office H
i Area of consideration ZEEEHI[H: Closing date: (#2HH#[R) ]
U% Marine Corps Okinawa Wide (MLC/IHAs employed in Marine 20 Apr 15 H
U% Corps activities in Okinawa) H
L | BRREN OWERBRIC BB T 5 MLC/IHA GEER |
U% Summary of duties H
U% Serves as Administrative Specialist for HNSO staff by prepares final documents i.e. letters, memos, in H
U% proper format as outline in DON, MC or internal procedures. Prepares briefing charts or handouts from H
i Microsoft Office programs. Maintains manual and automated HNSO files. Inputs and maintains data in |
[ HNSO database file to include the Uniform, HNSO documents, PCP/JLAC/CP meeting. Makes domestic ]
ﬂ° and international travel arrangements for HNSO staff and the Marine Corps Representative to the Joint H
ﬂ% Labor Affairs Committee members except task associated with DTS. Coordinates meetings between H
i HNSO staff and other MC, service components and the Government of Japan Officials. Serves as the &
H !
ﬂ% liaison between NMCI/G6 and the HNSO staff on computer related problems. Prepares and serves H

refreshments for visiting US and GOJ officials. Performs other administrative duties as assigned. H

Qualification Requirements &#& 4t

\T 1. Must have a general knowledge of office automation software. H
ﬂ% 2. Must have the ability to communicate in English and Japanese fluently both orally and writing. H
- 3. LAD-4 or equivalent to one of items listed below: s
l a. TOEIC 730 or higher J

b. TOEFL 550 or higher (PBT) J
l c. CASEC 870 or higher ]

d. Step — Pre -1* grade ]
| e. Prior experience spent (at least 5 years) in English speaking country. |

ﬂo Required documents VEEE H
I 1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & B[k Il
ﬂ% 2. Copies of certificates/licenses 2. SFFRE - TR EDa e — H
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