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

http://www.mcbbutler.marines.mil/Base lnformation/ConsolidatedHumanResourcesOffice/MLCIHAAnnouncements.aspx
Announcement No. 54-14 Date: 11 Jul 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 #071 \ Position title: Accounting Technician, #7, BWT-1, Grade-4
MLC F/T, Permanent Number of position(s): | Location: Camp Foster

1
Organization: MCB, Camp S. D. Butler, Internal Review Branch (IRB), G-8 Division
Area of consideration ZEEEHi[H: Closing date: (#2HH[R)
Okinawa Wide (MLC/IHAs employed in Okinawa) 21 Jul 2014
HRENIZER STV MLC/IHA E¥E

Summary of duties:

Provides support and assistance of both a general and technical nature to GTCC agency program
coordinators assigned to Marine Corps Installations Pacific (MCIPAC). Conducts research to respond to
complex inquiries as needed. Processes Citibank applications, activates/deactivates charge cards.
Applications are processed via an automated system hosted by Citibank. Activation and deactivation is
processed via the same automated system. Maintains access to Citibank’s electronica access system to
review and monitor cardholder status, account listings, delinquent accounts, account charges, and system
reports. Identifies problem accounts based on knowledge of (or ability to review and understand) published
guidance. Ensures leadership is informed of problem accounts in a timely manner. Performs monthly spot
checks for GTCC abuse and misuse transactions. Uses Department of defense regulations, Marine Corps
Orders, and MCIPAC guidance to analyze transactions for abuse or misuse etc.

Qualification Requirements &#5f4
1. Must be able to speak, read and write English at intermediate proficiency level.
2. Possess knowledge of advance function of Microsoft Office programs such as Outlook, Power Point,
Word and Excel.
3. Must have at least one year administrative experience.

Required documents WA

1. MCIPAC/CHRO/MLC-IHA 12300/2 1. MCIPAC/CHRO/MLC-IHA 12300/2
2. Questionnaire 2. B
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