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
I ]
% Announcement No. 35-15 Date: 15 Jun 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 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
oo TROBIIGEZ AET HEEAIT, BREGEHEEO L, TRICHEE SN LEERZ YA O 16 : 30 ETICAFHAARNERAGE (Fx v s
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| ETOTITATEN, R SNEEEEOEMIN LEEA, BEVADEEAAARBE (645-3370) TIEHET S ]
L AIVIFAX TORSEITIR AT TR Y /A Foster /IR 72\ J51X Air Force/Navy HRO IZHH T Ew. |

l J
W PWO #: 060 Position title: Accounting Technician, #007, BWT-1, Grade-4 H
ﬂ% IHA F/T Permanent \ Number of position(s): 1 \ Location: Camp Foster H
H Organization: MCCS Div, Financial Branch, Accounting Management, Payroll H
I Area of consideration  ZEAE#ilH: Closing date:  (#H{#[R) I
| Okinawa Wide (MLC/IHAs employed in Okinawa) 24 Jun 15 °\
| |
I HRBENICTERA SN TS 4 MLC/IHA #t%8 i
i Summary of duties: ]

\OL Performs a full range of payroll duties for NAF and IHA employees as follows: H
[ a) Validates timecards for NAF and IHA, entered in the systems for completeness and accuracy. Researches for ]
‘T missing timecards. H
ﬂ% b) Sets up and changes employee accounts to reflect pay changes resulting from personnel actions, deductions H

of temporary changes affecting one or a few payperiods, reimbursement of Tuition Assistance (TA), Travel,
Ly TAD, COLA, etc. p
U% c) Examines IHA payroll data for accuracy. Sends Labor Management Office (LMO) payroll correction request H
i when need. Reports discrepancies in LMO reports to supervisor for appropriate action. )
‘T d) Computes bi-weekly/monthly pay and taxes and annual statement of earnings and deductions. H

Tf’ e) Manually computes pay due for off-line payments to employees. Adjustments to pay such as back pay, post }
L‘% differential, post allowance. ‘
Lz, f) Audits authorization documents for completeness, accuracy and propriety. ‘

Performs other related duties as assigned. J

Qualification Requirements &#4{1 ¥

1. 2 or more years of responsible accounting work experience. ]
2. Demonstrated proficiency in applying Generally Accepted Accounting Principles (GAAP) in double entry “
accounting environment.
3. LAD 3 above or equivalent. :
4. Experience in analyzing accounting variances and in resolving reconciling items and irregular postings. J
5. Possess the ability to manage multiple projects/task, work independently, prioritize work and deadlines )
effectively in a fast paced and team oriented professional environment. ’
6. Possess great analytical skills. b
7. Be able to effectively communicate with members of the Branch and other external customers.
8. Be proficient in Microsoft Office software application programs (Excel, Word, Access, Power Point). L

Required documents DEES °}
1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | - MC:IQAC@HRQ/MLC-II:IA 12300/2 (Rev 4/14) & Efi# i
2. Copies of certificates/licenses 2. SRFFRE - B TRED 2 ' — oo‘o
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