b U.S. MARINE CORPS a

H CIVILIAN HUMAN RESOURCES OFFICE H
‘T Camp Smedley D. Butler, Okinawa H
ﬂ% http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
I ]
% Announcement No. 62-15 Date: 6 Oct 15 &
ﬂ% POSITION VACANCY ANNOUNCEMENT H
° igible employees who are interested in being considered for the following vacant position(s) should submit the required documents liste ¢
“" Eligibl | h i d in bei idered for the followi ition(s) should submit th iredd listed H
o below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the o
H closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only H
‘T individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370. H
‘T *** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED *** H
“"% For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO. ‘
T TROBIIGEZ A ET HEAIT, BREGEHEO L, TRICEE SN L EERZ YA O 16 : 30 ETICAFHAARNBEHG (Fv > o‘
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[ FFTOTITEATE, RIHSNIISSEEHORANTN LEE A, BHWEDWITAARNEALR (645-3370) F T I F S0 |
L AIVIFAX TORSEIIR AT TR Y £/ A. Foster /IR 72\ J51X Air Force/Navy HRO I T EWw. |

H PWO #: 102 Position title: Military Time Leave and Pay Clerk, #133, BWT-1, Grade-3 H
. | MLC F/T Limi |
& imited Term :
\ Number of position(s): 1 Location: Camp Foster |
(NTE: 10 May 16)
ﬂ% Organization: G-1 Division, Installation Personnel Administration Center H
‘T’ Area of consideration & Closing date: (#ZHIFR) H
ﬂ% Okinawa Wide (MLC/IHAs employed in Okinawa) 13 O0ct 15 H

HEENICTRAIS TWAAL MLC/IHA 1E%E

! Summary of duties: Must become familiar with Marine Corps Total Force System (MCTFS). Research I

H proper unit diary entry requirements; report transactions into MCTFS via the unit diary; auditing and }
[ correcting feedback reports from systems. Examines documents such as Diaries, Military Pay Orders, ]
H Pay Adjustment Authorizations, Allotment Authorizations, Withholding Exemption Certificates, etc., ;
ﬂ° reporting various factors affecting members’ pay, allowances, allotments, checkages, income and FICA H
ﬂ% taxes, etc. Verifies the correctness of pay actions, making extensive searches of military pay ﬂ"
ﬂ% regulations, guides, and references. Verifies the accuracy of new rates of pay when a member is H
i credited higher rate for cumulative service, based on the Pay Entry Base Date and periods of service not &

credible for pay increase purpose. Makes entries of pay and other actions on pay records in authorized
abbreviations. Contact individual members and military personnel offices for the purpose of obtaining

additional information needed in determining the propriety of actions. Answer questions asked by s
members concerning pay, allowances, allotments, taxes, checkages, etc. Explain specific types of non- 3
compliance of pay actions with applicable regulations. Answer and direct telephone calls to the J
appropriate personnel. )
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: 1. Must have the ability to speak, read, and write English at LAD-2 or above proficiency level. o;
: 2. Must have the ability to operate computer to include Microsoft Excel, Word and Outlook.
:% 3. Must have experience with providing customer service in person and via phone.

: 4. Have the ability to multi-task. p
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Required documents WHEEE :

|
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. SFFRE - K TRED a2 B — :
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