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5 U.S. MARINE CORPS p
| CIVILIAN HUMAN RESOURCES OFFICE OH
i Camp Smedley D. Butler, Okinawa o
H |
ﬂ% http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
% Announcement No. 25-15 Date: 14 Apr 15 &
ﬂ% 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
o below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the o
H closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only H
‘T individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370. H
ﬂ% *** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED *** H
“"% For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO. H
2 TROMISE A LT LRI, BREGEHRAOL, TRICHESNLEEEZ A 16 : 30 £ TICATHAARNEAR (Fr s
U% T A AL —YFS 495, 2B ITRELTTFIW, MEOHZERIZINTONER A, EHBEED L, HEEE ORI THERKL H
| FTOTITAT S, RHSNEEEFEORMTNEZ L EEA, BOEDEILAANEMR (645-3370) £ TIHEHKET S0 |
L AIVIFAX TORSEIIR AT TR Y £/ A. Foster DR A372\J51X Air Force/Navy HRO IR T Ew. |
| —— . ]
[ PWO #: 034 Position title: Purchasing Agent #413, BWT-1, Grade-4 ]
5 MLC F/T Permanent \ Number of position(s): 1 \ Location: Camp Foster &
ﬂ% Organization: G-F Div, Fac Maint Br., Operation Sec. H
\0\% Area of consideration ZEAE#H: Closing date: (¥£HIHIBR) H
) Okinawa Wide (MLC/IHAs employed in Okinawa) 21 Apr15 e
L | HRAIC TR STV 54 MLC/THA RE2 B ]
it Summary of duties: The primary purpose of this position is to serve as a Purchasing Agent. The incumbent works with a A
I ry I
“’ wide variety of computer hardware and various software programs to accomplish his/her purchasing tasks. Performs work ‘
‘o% related to the purchasing of repair parts, supply items, building materials, equipment and services from a number of US ‘
Uo government departments and commercial sources which are authorized and pre-determined. Work involves using simplified 1
H° acquisition procedures such as the Government Commercial Purchase Card, placing orders against Federal Supply Source OH
i contracts, BPA's and standing pre-awarded delivery contract. It also entails submitting Purchase Requests to the local Regional &
11 Contracting Office. The items requested are for the most part well known and readily available through numerous sources -
U% including the local area. Reviews purchase requests from various end users from throughout Facilities Maintenance to H
I determine the adequacy of the terms and conditions contained in the purchase request together with the explicitness of the |
“’f’ pertinent specifications, discussing with personnel of the technical or requisitioning units for the clarification of any H
% pertinent problems/conditions. Contacts suppliers or vendors, both local and stateside through personal contact via telephone, &
L fax/email or in person to obtain quotations as to the availability of required items, pricing and cost factors and the lead time for a
[ delivery. Determines the most advantageous offer to the government in accordance with standing regulations, orders and |
W’ instructions and prepares the purchase order to affect the purchase as necessary. }
Il o R i é)‘o
: Qualification Requirements &#&5(t: -
I 1. Must have the ability to speak, read, and write English at average proficiency level (LAD-2 or above). l
| 2. Must have a working knowledge of various computer programs such as Microsoft Windows operating systems, }
I spreadsheets and other computer related applications. l
H 3. Required to possess the ability to be certified for being a US Government Commercial Procurement Card holder :
I (GCPC). l
Il |
| J
H Required documents DB }
* 1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & IR -
H 2. Copies of certificates/licenses 2. SuFFAE - K TRED 2 B — :
}; JSHEDES E~, HREOEEE S SIBBAEGRE SN TV 3 B8 BEEOERSRNRVEERH Y £, HEMOEIV %, 1~28 :
I IR EMESREEZMBR L TR KO ZHABEVLET . I
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