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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. 68-15 Date: 23 Oct 15
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, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only
individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370.

*** PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED ***
For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO.
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PWO #: 106 Position title: Accounting Technician, #007, BWT-1, Grade-4

MLC F/T Limited Term
(NTE: 31 Aug 2016)

Number of position(s): 1 Location: Camp Foster

Organization: G-6 Division, Customer Support Branch

Area of consideration 2= 4ipH: Closing date: ({ZHBR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 300ct 15
HEENICTERE SN TS 4L MLC/IHA 2B

Summary of duties: Performs non-professional accounting work under general supervision in the Marine Corps
Base Consolidated Billing System (MCBCBS) and locally produced systems. Performs administrative and clerical
work to assist the Receiving Officer in accomplishing appropriate administrative duties. Performs the following
tasks:

a. Uses the MCBCBS double entry accounting system to track income, billing and invoice actions and to balance
accounts related to customer-paid telephone services and commercial vendor invoiced services:

b. Uses two additional accounting systems to post credits and debits in budget and to balance funds deposited
by other clerks in the section with vendors invoices and retracted banking transactions

c. Independently processes customer applications for a wide range of telephone services.

d. Acts to prevent loss of funds to the Federal Government through payroll deduction. Based on research into
customer status (current location, active, retired or discharged) generates appropriate documents for
recovery of funds. Conversely, applies the same system of research for credits when the Federal
Government has erroneously over-billed a customer.

e. Uses automated data processing and office automation equipment, with the appropriate software, to enter
account transactions and to publish the telephone bill. Utilized knowledge of grammar, spelling,
capitalization, and punctuation to type in official format from written materials.

Qualification Requirements &%/

1. Must be able to read, write, and communicate in both Japanese and English (LAD-2 or above)
2. Must have basic compute knowledge of MS Office applications (Word, Excel, Access, PowerPoint)
3. Must have a minimum of one year experience in Accounting related field.

Required documents HEEENE
1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & FifHI&
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