P U.S. MARINE CORPS &
b CIVILIAN HUMAN RESOURCES OFFICE a
H Camp Smedley D. Butler, Okinawa H

http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx

H Announcement No. 35-14 Date: 8 May 14 H
i POSITION VACANCY ANNOUNCEMENT i

Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed

H below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the H
‘T closing date. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only individuals H
) selected for interviews will be contacted. Applications will also be accepted by fax (645-7115/comm. 098-970-7115) or by email S
U% (chro_jn_empl@usmc.mil). (Up to 10 pages). Submitted applications will not be returned. For information call 645-3370. H
U% TROMIISHEE FLT HEEAIT, BREAG2HBO L, TRIHEESNLELEZ ~ A TICABBARNEMAR (Y7712 H
Ho 2 —dYRGT 495, 20 IRHLTIFEV, MEOHZERIIZIMNITonERA, EEEED L, AT 0L TERBLETOT OH

‘T CTEATE, IBHSNISEEHORATIN - LER A, JFEILFAX (DSN: 645-7115// 098—970-7115) XX A —/v H
(chro_jn_empl@usme. mil) THEZIFAHTET, (1 OBLIWNIZIRY £9), BRWE DY X BANEF{R(645-3370) F T IHEAE F I, %

U PWO #: 052 Position title: Administrative Specialist, #10, BWT-1, Grade-5 H
ﬂ% MLC F/T Permanent \ Number of position(s): 1 Location: Camp Foster H
ﬂ% Organization: Defense Policy Review Initiative (DPRI), FRF Program Management Office H
‘T Area of consideration ZZ4E#iPH: Closing date: (#ZHHFR) H
ﬂ% Okinawa Wide (MLC/IHAs employed in Okinawa) 15 May 14 H
i HERNICTEA SN TV A2 MLC/IHA R [
U Summary of duties: Maintains electronic files and historical binders. Records and maintains meeting H

| minutes for the record. Maintains the office calendar and de-conflicts meeting schedules. Answers and ]
! redirects phone calls. Maintains office supplies and office vehicle. Maintains payroll records for civilian ]

[ employees. Develops, tracks spending, and maintains the Section Budget. Receives and processes visit, }
U meeting, and survey requests from Government of Japan (GOJ) agencies. Independently develops H
ﬂ" documents and e-mails as required. Advises FRF Program Management Officer on potential issues. I
ﬂ% Takes corrective action when problem arise, or provides recommendations to management as necessary. H
ﬂ% Provides some interpretation and translation from English Japanese and vice versa. Provides cultural i
ﬂ% input to FRF Program Management Officer. H
[ Qualification Requirements &#& 44 i

| 1. Must have LAD-3 or equivalent/above (ex: Step-Prel, TOEIC-750 or TOEFL-540). H
2. Proficiency in Microsoft Word, Excel, PowerPoint, and Outlook required. ]
3. Proficient in English and Japanese languages, both written and oral. I
4. Experience in office administration preferred. Y

|
Required documents WEEH :
1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-THA 12300/2 (Rev 4/14) & FIfi% 2
2. Copies of certificates/licenses 2. GRFFRE « K TRED =2 B — )
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} JEBE DES o EREOEBEESPHFBEMETRE SN TV HE EESOEBSIBRARWESRH Y 3, FEMOTIVER, 1~2H8 I

® MREISGEEMETREELHER L TOEELS L5 ZHABENLET .
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