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

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

Announcement No.33 -14 Date: 23 Apr 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 #:045 | Position title: Housekeeping Manager, #086, BWT-1, Grade-4

MLC F/T Permanent | Number of position(s): 1 | Location: MCAS Futenma
Organization: MCAS Futenma, Installation Logistics & Service Department, Billeting Office

Area of consideration 5= #iH: Closing date: (#ZH#IFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 30 Apr 14

HERNICEA S TWV5 MLC/IHAREER

Summary of duties:

Serves as the Operations Manager/Assistant Housing Manager and is responsible for assisting with the
daily operations of all billeting facilities on MCAS Futenma. Prepares forms necessary to recoup cost of
damage to facilities and/or equipment caused by tenant neglect. Prepares reports and correspondence
concerning daily operations of billeting services. Assists manager with enforcing compliance with
billeting directivities, fire prevention regulations, and utilities conservation directives. Assumes the
duties and responsibility of the Housing Manager in his/her absence. Monitors and verifies the
accuracy of monthly utilization reports. Prepares required reports and statistical data for operations.
Prepares forms necessary to recoup cost of damage to facilities and/or equipment caused by tenant
neglect. Trains billeting personnel in the proper use of the billeting and the inventory database.
Instruct personnel in proper billeting procedures. Inspects operations for compliance with appropriate
order. Distributes workload to billeting personnel. Performs occupant check-in and checkout
procedures to include the processing of necessary paperwork, collection of appropriate military orders,
and inspection of billeting facilities. Maintains and manages supply accounts. Provides Housing
Manager with projected funding requirements for future supply needs. Maintains and manages the
Bachelor Billeting program inventory. Uses automated systems to tract inventory and performs
periodic inventory checks to verify accuracy of records/system.

Qualification Requirements & #& 41

1. Must be able to read, write, and communicate in English clearly, prefer LAD-3 or higher.
2. Must have knowledge of basic Microsoft Office suite program.
3. Must be able to obtain and maintain a valid US Government vehicle license.
4. Must be able to lift and carry 40 Ibs. of items.
5. Must be willing to learn new functions and attend training.
Required documents WEERE
1. MCIPAC/CHRO/MLC-IHA 12300/2 1. MCIPAC/CHRO/MLC-IHA 12300/2
2. Questionnaire 2. BRE
3. Copies of certificates/licenses 3. AL - K TRED a B —

SBEDE S~ BEREDERESHFBEMECREIN TV IHE HEFEOEKEBNL2VEERH Y 7T, FEMDY

D&, 1~2BREEIHFEBNEGCREEZMIRL TV L) THABENLET .


http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/MLCIHAAnnouncements.aspx
mailto:chro_jn_empl@usmc.mil



