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

U% http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
H |
‘T Announcement No. 50-15 Date: 21 Aug 15 H
I ]
I POSITION VACANCY ANNOUNCEMENT i
‘T Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed H
"‘% below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the ‘
L;, closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only ‘
H individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370. H
Uo ***x PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED *** H
H° For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO. OH

‘T TROBIOSEL2HET O MEET., BREGEZHEOLE, TRICHEESNZLEEEZ YA O 16 : 30 T TICAFHAARANERAGRE (Fv H
o% T x AZ YR GT4 95, 2M) ITRHLTFEW, MEOHI2EHIIZIIMT OhERA. SEBED L, s ORI TERE L &
U% FTOTITEAFTEN, BHENASEEHEORIIW- LERA, BRAVADEIZEANEMNE (645-3370) £ TIHHKE TSV H

l A —)VIFAX TORSEIIZITAHT TR Y £8 A. Foster D3 A 38721 J51% Air Force/Navy HRO (IZ#H T &, J

[ PWO #: 077 Position title: Personnel Clerk, #607, BWT-1, Grade-4 [
% I?II#EF/ ;(I)'_'r;:‘e;flz.ge];"; Number of position(s): 1 Location: Camp Foster %
H Organization: Civilian Human Resources Office, US Programs H
H Area of consideration  ZEAE#[H: Closing date: (#ZH{HFR) H
i Okinawa Wide (MLC/IHAs employed in Okinawa) 27 Aug 15 I
I HRRNIZTEA ST TV 42 MLC/IHA %8 [
| Summary of duties: ]
U% Performs variety of clerical, procedural, and administrative work for Work Force Development and gU

5 Diversity Section servicing both U.S. Marine Corps and MLC/IHA employees on MCB, Camp S. D. Butler, a
| Okinawa. Provide clerical support to include but not limited to; prepares invitational orders, temporary ]
L Base access request and completed SF-182 for signatures; develop and maintains, training files, training J
I certificates, training vendor folders and any other related correspondences to include PR Builder and I
[ data entry of training records. Accurately completes various monthly and weekly reports for submission }
ﬂ° in a timely manner. Responsible for the administration of Tuition Assistance Program (TA). Serves as H
i point of contact for the program and provides assistance to employees interested in the enroliment. I
I Provides customer service at the counter and performs related clerical functions as assigned. H

Qualification Requirements &# {4 |

1. Must be able to speak, read and write in English at LAD-3 or higher level.
2. Ability to perform administrative/clerical work in process and maintain of various HR documents and 4
records. d
3. Must have an administrative work experience (preferably engaged in personnel function in the J
organization). ]
4. Must have a general knowledge of office automation software, practices and procedures (e.g. Microsoft )

Office Suite, Adobe). I
¥
|

Required documents EESE }
1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-THA 12300/2 (Rev 4/14) & TTfi “
2. Copies of certificates/licenses 2. GRFFRE « #TRED =2 B — :

EEDESE~, ERECEHEESNIEENETRE SN TV AHE BEZOEBABNARAVEENH ) T, BEMOE V%, 1~2F 3
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