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

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

Announcement No. 39-15 Date: 01 Jul 15
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, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only
individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370.

*** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED ***

For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO.
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PWO #: 065 | Position title: Administrative Specialist, #9, BWT-1, Grade-4
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E/T Permanent Number of position(s): 1 Location: MCAS Futenma

Organization: MCAS Futenma, Mission Assurance Office

Area of consideration ZEEEHFH: Closing date: (#2HHR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 10 Jul 15
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Summary of duties:

access to sacred areas, and access to restricted areas to include the flight line, hangars and fuel areas.
Maintains data base of all requests and current status of both station and flight line access. Prepares all
Base Pass/access approval/disapproval endorsements for signature by Mission Assurance Branch Head or
Operations Officer after reviewing for both validity and completeness. Granted limited approval authority.
Issues and tracks Flight Line Access Badges. Provides administrative assistance to the Operations Officer
and Mission Assurance Branch to include the conduct of translator duties and gate escort etc.

Receives and processes Base Pass /access requests, requests to conduct official and unofficial photography,

Qualification Requirements & &/t

level in Access)

1. Must have working experience using Outlook, Word, Excel, and Access. (Preferably intermediate skill

2. Must be fluent in both Japanese and English (preferably LAD—3 or higher).

3. Knowledge of Naval Correspondence is required.

4. Must be able to organize and file correspondence.

5. Must be computer literate, especially internet usage.
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