b U.S. MARINE CORPS a

| CIVILIAN HUMAN RESOURCES OFFICE OH
W Camp Smedley D. Butler, Okinawa }
ﬂ% http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
% Announcement No. 32-15 Date: 3 Jun 15 &
- POSITION VACANCY ANNOUNCEMENT “
I |
‘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 E
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
e TROMISHEA LT BRI, BRFGERAOL, TRICHESINLEEEZ A 16 : 30 ETICATHAARNEAR (Fr s
U% T A AL —YFS 495, 2B ITRELTTFIW, MEOHZERIZINTONER A, EHBEED L, HEEE ORI THERKL H
| FTOTITAT S, #HSNEHEEEORMTNEZ LEEA, BOEDEILAANEMR (645-3370) £ TIHHKT S0 |
L AIVIFAX TORSEITIR AT TR Y /A Foster /IR 72\ J51X Air Force/Navy HRO IZHH T Ew. |
l — — J
W PWO #: 056 Position title: Administrative Specialist, #9, BWT-1, Grade-4 H
ﬂo MLC F/T Limited Term Number of position(s): 1 Location: Camp Foster H
i NTE: 31 Dec 15 ) ) ¥
| ]
ﬂ" Organization: MCB Camp S. D. Butler, G-7 Division H
i i i SLAEFEPH: Closing date: (ZHHiR) ¥
I Area of consideration %] [
® Okinawa Wide (MLC/IHAs employed in Okinawa) 10Jun 15 A
E HREERANICTEA SN T4 MLC/IHA #t%8 .
H Summary of duties: The incumbent carries out a variety of duties as the Administrative Specialist in the office of AC/S G-7 H
r Division, Government and External Affairs. These duties are primarily in service to MCIPAC, MCB, Camp S. D. Butler, and the III I
I |
< MEF. Responsible for preparing variety of correspondence including reports, letters, briefs, messages, endorsements, official s
U% correspondence, and forms ensuring proper format, grammatical accuracy, and submission in a timely manner. Forwards H
H materials through the proper chain of command and researches and retrieves correspondence as required. Maintains the office H
I calendar and scheduling of all appointments and conferences. Makes travel and lodging arrangements for US Military, US I
i |
°‘% Civilians, and MLC employees using Defense Travel System (DTS) and other set procedures. Translates both verbal and written ‘
‘o% correspondence, invitations, and other documents from Japanese to English and vice versa and routes for review to office staff. ‘
Uo Acts as interpreter on daily mattes. Develops and coordinates community relations and outreach activities/programs. Provides 1
H° advises to Base and Station Community Relations Specialists. OH
It e ax . A
L, Qualification Requirements &#%&{4: Jl
U% 1. Must have a minimum of two years clerical, technical or administrative work experience in related work. H
2. Must be able to read, write, and communicate fluently in both English & Japanese. (LAD-4 or equivalent 1

' ' Y g p q J

3. Must be able to translate both verbal and written correspondence. ]

4. Must have experience with office automation software (e.g. Microsoft Office Suite). I

5. Knowledge and experience in utilizing the Defense Travel System (DTS) and other set procedures is }
preferred. é,‘o

|

R i P : s
equired documents DELER . |

1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-THA 12300/2 (Rev 4/14) & i3 -

2. Copies of certificates/licenses 2. SETALE - TREO = B p
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