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

http://www.mcbbutler.marines.mil/Base lnformation/ConsolidatedHumanResourcesOffice/MLCIHAAnnouncements.aspx

1S Announcement No. 48-14 Date: 26 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 #66 \ Position title: Stock Control Clerk, #342, BWT-1, Grade-4

°% MLC F/T, Permanent Number of position(s): | Location: Camp Foster

S 1

i Organization: MCB, Camp S. D. Butler, G-4 Div, Base Supply Br, Base Property Control Office

* Area of consideration ZEEEHi[H: Closing date: (#2HH[R)
i Okinawa Wide (MLC/IHAs employed in Okinawa) 7 Jul 2014

T HEENICERAIN TV MLC/IHAEER

Summary of duties:

° The incumbent performs responsible clerical work involved in the documentary control of receipt, issues, redistributions and
b adjustments of stock. Work is performed utilizing property accounting records called the Mechanized Allowance List (MAL)
and Consolidated Memorandum Receipt Listing (CMR). This responsibility includes documentary control of approximately

$ 2.1 million serialized items with a unit cost less than $15,000. Ensures that each MAL/CMR is annotated with all documents
% which cause adjustment, and to further ensures that serial numbers are tracked until such time as they are reflected on

S Responsible Officer CMR’s. Prepares inventory adjustment transactions and reviews inventory adjustment transactions
submitted by Responsible Officers and conducts/validates causative research in order to justify the adjustments. Timely
distributes semi-annual Consolidated Memorandum Receipt Listing reconciliations to Responsible Officer's and obtains the
results (along with supporting documentation) within 15 days form distribution etc.

2 Qualification Requirements &#5f4

Must have good understanding of English both oral and written.

Must have a driver’s license (Manual/Automatic).

Must have basic computer skills, such as Microsoft Word/Excel/Outlook and internet explorer.

H Prefer to be able to initiate follow-up and tracer actions for all requisitions that shipping status has passed normal
2 transit time.

PP

Uo 5. Prefer to be able to submit requirements through the PR builder process to the Regional Contracting Office.

Ho 6. Prefer to be able to request for quotations from vendors in order to make selection for supplies and/or services.
ﬂ% 7. Prefer to be able to research and prepare detailed Statement of Work (SOW) requirements.

® 8. Prefer to be able to set and conduct reconciliation with internal sections to ensure requirements are valid.

H 9. Prefer to be able to validate vendor’s quotes with contract requirements.

I Required documents WBEENH

‘T 1. MCIPAC/CHRO/MLC-IHA 12300/2 1. MCIPAC/CHRO/MLC-IHA 12300/2

% 2. Questionnaire 2. Bk
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