e T 0T 0 0% ee a0 0% 0% 05 0p

©=—

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

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

Announcement No. 40-14 Date: 2 Jun 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 #: 056 Position title: Administrative Officer, #484, BWT-1, Grade-6

MLC F/T Limited Term
(NTE: 10 Apr 15)

Number of position(s): 1 Location: Camp Foster

Organization: FE Div, Environmental Affairs Branch, Recycling Section

Area of consideration  ZEAE & Closing date: (32 HHIFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 10 Jun 14
HHRERNICTERA SN TS 2 MLC/IHA RE%8

Summary of duties: The purpose of this position is to serve as the Administrative Officer to support the operational
management of the Qualified Recycling Program (QRP). The incumbent directly works for the Supervisory Environmental
Protection Specialist. The make-up of the program encompasses all MCB on Okinawa and provides guidance for all QRP-related
contracting issues. In addition, the incumbent provides operational guidance/recommendations for the QRP program located at
MCB Camp Butler. Incumbent is the point of contact on all matters associated with the QRP. Incumbent works as the lead
specialist to assist the Marine Corps Bases on Okinawa in meeting their service specific goals and objectives. The incumbent
assists in developing work plans geared towards the organizational success of the QRP. Promotes QRP interest and awareness,
on both recycling and environmental issues, as well as preparing and presenting lectures for commanders at all levels on
subjects in which comprise the program. Provides guidance and direction to Camp/Station Commanders and
Commanders/Executives from military installations in which the QRP has operational control and administrative reporting
responsibility. Implements and monitors effectiveness of recycling pick-up points and routes through coordination with general
customers, Camp Environmental Coordinators, Camp /Base/Station Commanders and until POCs. Coordinates program efforts
with internal activities and external agencies. Provide customer service. Performs work on behalf of higher authority.

Qualification Requirements %&#&4{4:

1. 3 years of clerical or administrative work experience OR one year of specialized experience in the
same time of work oat the next lower level or 4 year college graduate.

2. Ability to speak, read and write Japanese and English at advanced proficiency level (LAD-4),
exceptionally high comprehensive level and fluency in English and excellent oral and written
communication skills are desirable.

3. Must be able to translate from English to Japanese and visa-versa both orally and written
Japanese skill should be at least at Japanese senior high school graduate level.

4. Must have a general knowledge of office automation software.

5. Must possess a valid driver’s license.
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