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

http://www.mcbbutler.marines.mil/Baselnformation/CivilianHumanResourcesOffice/MLCIHAANnouncements.aspx

Announcement No. 70-15 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 #: 104 | Position title: Administrative Specialist, #9, BWT-1, Grade-4

MLC

E/T Permanent Number of position(s): 1 Location: Camp Foster

Organization: MCB, Camp S. D. Butler, G-4 Division, Motor Transport Branch, Operations Section

Area of consideration ZEFEFIF: Closing date: (#2HHR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 2 Nov 2015
MHRBENICTERA SR TWA 2 MLC/IHA REEB

Summary of duties:

The incumbent will accomplish work from standard office workstation utilizing standard software/programs for
word processing, spreadsheets, data bases and multiple web based applications. Visits vehicle parking lots
(Camp Foster) to retrieve or collect data from vehicle data recorders. Prepares letters, fax, reports and
procedural manuals from draft in final format. Provides support to the Operations Officer for the day to day
operations of the fleet. Administrative Duties — Prepare memorandums, letters, reports Fax’s and other
documents from drafts. Answering telephones receiving and send fax and e-mails, Maintains files recording
administrative actions using electronic files and local database per established procedures. Maintains files and
records relative to the accountability of the fleet and Rl (Responsible individual) and delegates.

Property Records — Ensuring files and records related to the Fleet internal management accountability of supplies
and property to include motor vehicles assignments are properly maintained with Base Property Control Office
(BPCO) for shared information. Conducts periodic records inspection ensuring compliance with current orders,
directives and procedure. Compiles and submits discrepancy reports. Assists Fleet Coordinator with the annual
Fleet Inventory. Cabin Video Surveillance system — Maintains serialized records and logs necessary to account
for removing hard-drives from secured CVSS ensuring proper chain of custody. Establishes and manages a semi-
annual quality assurance program. Assists Fiscal Section and acts as a liaison for Contractors and Contracting
Office for purchasing equipment, supplies for the Operations section.

Qualification Requirements &4t

1. Must be able to speak, read and write English at fluent proficiency level with the ability to interpret and
translate from English to Japanese and vice-a-versa. (LAD-4 OR equivalent).

2. Must have good knowledge of automation Microsoft software suite and tools to produce letters, reports,
spreadsheets and graphs.

3. Must possess a valid GOJ vehicle driver’s license and be able to obtain US military driver’s license.
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