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

% http://www.mcbbutler.marines.mil/Baselnformation/CivilianHumanResourcesOffice/MLCIHAANnnouncements.aspx

Announcement No. 63-14 Date: 15 Aug 14

i 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 #: 086 Position title: 1T Assistant (General), #548, BWT-1, Grade-5
MLC F/T Permanent | Number of position(s): 1 | Location: Camp Foster

Organization: FE Div, Facilities Systems Management Br.
Area of consideration ZEAEHIFH: Closing date: (& HHMR)
Marine Corps Okinawa Wide (MLC/IHAs employed in Marine 25 Aug 14

Corps Activities in Okinawa)

Summary of duties: Performs Information Systems Coordinator (ISC) duties. Under general guidance
of the FE ISC, enters, updates, and reviews user information on the online database. This task requires
ability to record the user and workstation information accurately and enter database information
correctly. Assists the FE Division ISC in responding to data calls from G-6 to include inventorying of
information technology (IT) assets which may require the incumbent to perform physical work, moving
furniture, and lifting IT equipment up to 40 Ibs. Translates procedural documents from English to

i Japanese and develops supplementary documentation both in English and Japanese to ensure the FE
users (over 1,200 personnel) meet the IT related requirements enforced by G-6. Logs in phone/email

°% requests for service. Determines type of service and either responds to request or routes to appropriate

- person to handle. Under general supervision of team leaders within FSMB, assists in the administration
6 of Facilities Engineer enterprise systems, which include MAXIMO, SharePoint, and GIS. Duties will
5 include fielding, tracking, and resolving technical support requests, applying server patches, performing

database backups, and adding and administrating users and permissions. Also, performs periodic
U% hardware upgrades, which can include server memory, PCl modules, and hard drives.

l Qualification Requirements &# 454

ﬂ% 1. A Bachelor’s degree (in computer science, information management or related discipline) or
‘% equivalent (two plus years of related experience).

‘o% 2. Experienced and knowledge in information management system, relational database, and

U% software administration.

3. Fluent in both Japanese and English (LAD-4 or equivalent).

ﬂ% Required documents VEEES
‘o 1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & HIfii3k
‘% 2. Copies of certificates/licenses 2. SRFFRE - B TEED = B —
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