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

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

Announcement No. 56-14 Date: 21 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 #:074 | Position title: Administrative Specialist, #009, BWT-1, Grade-4

MLC F/T Permanent | Number of position(s): 1 | Location: Camp Foster

Organization: MCB, Camp S. D. Butler, G-6 Division, Electronic Maintenance Branch

Area of consideration ZAEiH: Closing date: (#2HIHFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 25Jul 14
HEENICTERA S TS 2 MLC/IHA iEEE

Summary of duties:

Services as an Administrative Specialist, assisting the shop chief by managing various programs within the
Electronics Maintenance Branch.

Accepts, inspects, and documents all equipment entering the maintenance cycle. Issues equipment
“awaiting repair” to technicians. Transports faulty equipment to and from higher echelons of maintenance,
as required. Notifies customers when equipment is ready for pick-up. Records current status of equipment
in the maintenance cycle, ensuring maintenance reports are current and accurate.

Research sources of supply and contact vendors, order, receive, document, stock, and issue repair parts;
inventory stock; reconcile supply status of repair parts on order.

Performs fiscal duties, to include maintaining branch’s fiscal database and records; producing branch
financial reports; reconciling branch fiscal status with division fiscal section; certifying sufficient funds are
available to purchase repair parts or services, and reconciling purchase card transactions.

Ship and track warranty items to various vendors in the United States utilizing local and international
shipping companies. Perform other duties as assigned.

Qualification Requirements &%

Must be able to speak, read, write and understand English very well (LAD-2 or above)

Must have a knowledge and ability to use computer programs (Microsoft Access, Excel, Word...etc)
1 year of clerical of administrative work experience.

Prefer to have the knowledge of accounting methods and GCPC procedures.

Must have a driver’s license
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Required documents ST

1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1- MEIFLAC/GHRQ/MLC-IEIA 12300/2 (Rev 4/14) & %
2. Copies of certificates/licenses 2. SRFFRE - B TRED 2 —
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