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

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

Announcement No. 41-14 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.

TROBIIGSEEFET HEERIT, BREEZHEBOL, FTRIHEESNZVEEEEZ YR ETICAFHEARANERR (Frr 7752
4TS 495, 28 ITIRHLTTEW, MEOHBEHIZTTohEtA, TEHEBLO L, HEEEOACTERKZLETOT
“"’ CTEATE, IBHSNISEEHORATIN - LER A, JFEILFAX (DSN: 645-7115// 098—970-7115) XX A —/v

(chro_jn_empl@usmc. mil) THEIFFHFET, (1 OMLINICIRY £9), BWEDLEIT B ARNEHFR (645-3370) £ T IHKE T SV,

PWO #: 056 Position title: Administrative Specialist, #9, BWT-1, Grade-4

" |MLC F/T Limited Term
I (NTE: 4 Dec 14)

Organization: FE Div, Fac Maint Br., M&R, General Service Unit

| Area of consideration ZEAEHH: Closing date: (32 HHIFR)
. Okinawa Wide (MLC/IHAs employed in Okinawa) 9Jun 14
I HEERNICTEA SN TS L MLC/IHA 25

Summary of duties: Works directly under the Transportation Supervisor II, performing all clerical functions
U% assigned by him in support of the technical operations and administrative section of the General Services

Ly Unit. Maintains the single, central source of information on all General Services Unit personnel and on all

| transactions (reports, correspondence, etc.) prepares communications from the General Services Unit and the
i Facilities Maintenance Officer to all the various levels of military commands, from departmental monthly pest
ﬂ° control spray schedules, equipment requirements for the Defense Construction Supply Centers, to

I maodification of allowance for equipment directed to the Commandant of the Marine Corps. Also prepares

ﬂ° correspondence to various Government of Japan agencies (i.e., LMO) on acquisition of protective clothing and
i uniforms, personnel actions, time sheets, and Japanese personnel travel authorization reports.

@ Tasks include preparation of a variety of operational administrative and technical support reports.

Qualification Requirements &#& 514

Must have a minimum of two year clerical, technical or administrative work experience in related work.
Must be able to read, write, and communicate fluently in both English and Japanese.

Must be able to translate both verbal and written correspondence.

Must have experience with office automation software (e.g. Microsoft Office, Excel, etc).

Knowledge and experience in utilizing MAXIMO or a similar Maintenance Management Asset software is
preferred.

Required documents HEEESE

1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & TIfi
2. Copies of certificates/licenses 2. SRFFRE - TRED 2 —

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