P U.S. MARINE CORPS &
b CIVILIAN HUMAN RESOURCES OFFICE a
H Camp Smedley D. Butler, Okinawa H

U% http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
I |
‘T Announcement No. 82-14 Date: 23 Oct 14 H
ﬂ" POSITION VACANCY ANNOUNCEMENT H
U% Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed H
H below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the H
‘T closing date. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only individuals H
% selected for interviews will be contacted. Applications will also be accepted by fax (645-7115/comm. 098-970-7115) or by email &
Uo (chro_jn_empl@usmc.mil). (Up to 10 pages). Submitted applications will not be returned. For information call 645-3370. H
U% TROBIIGEZ A ET HEEAIT, BREGEHEOE, TRICEE SN LEERZ YR ETICAFHSAARNERAGR (Frr 7742 H
H 2 —dYRET 495, 2M) IRHLTIFEV., MEDOHZ2ERIIZIMNITohERA, EEEED L, HaEE A TERBLETOT H
\T TTATFTEW, & SNSSEEROBRRITN - LEEA, ISSEHEIFAX (DSN: 645-T115// 098—970-7115) XA —/b H
\T (chro_jn_empl@usmc. mil) THZFAHFET, (1 OMEANIZIRY F£9), BRIVEDEIT A A ANEHFR (645-3370) £ T G NIV, H
I PWO #: 112 Position title: Clerk, #42, BWT-1, Grade-3 1
U% MLC F/T Permanent Number of position(s): 1 Location: Camp Kinser H
4 Organization: G-4 Division, Food Service Branch, Operations Section &
ﬂ% Area of consideration ZEAE [ Closing date: (#2H#FR) H
% Okinawa Wide (MLC/IHAs employed in Okinawa) 30 Oct 14 &
o BENICTER S TS 2 MLC/IHA REEE .
ﬂ" Summary of duties: H
U% Maintains all training, sanitation schedule, travel allowance, uniform request and personal records for H

U% MLC employees within all Base Food Service (BFS). Composes all correspondence for MLC issues by H
I using office automation hardware and software including electronic mail and folders in local area ]

[ network. Prepare and edit any documents using all of Microsoft Office applications. Maintains all filing }
U of correspondence between MLC supervisor and outside agencies. Responsible for the completion of H
I all MLC time sheets. I
ﬂ% Reviews and prepares translations related to BFS operations. Support operations officer/operations H
P chief as an interpreter when having a meeting with Japanese contractors/vendors or MLC job interview &

in the operations section as needed.

Coordinates/conducts Japanese sanitation training or safety training for MLC employees assigned to
5 BFS as requested. Performs necessary audit/review of safety policies and procedures. Submits and
U% post discrepancies related to Base Safety Office as a safety representative of Food Service Branch. gU

Qualification Requirements &5/t ]

|

|

1

1 1. Must have ability to speak, read and write English (LAD-2 or above) )
| 2. Must have good knowledge of various automation software and tools to produce letters, reports, }
; spreadsheets and graphs. Familiar with MS Office Programs and have basic computer ]
| knowledge/skills. 7
‘ 3. Must be able to type 40 WPM. *
: 4. Must be able to work independently with little or no supervision.

:% 5. Must have a POV license for operations/missions required in Base Food Service Branch/Mess Halls. P
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|
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Req]uired documents TEEN *

|

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. RFFE - TR EDa e — :
|

ISEE OE S E~ EREOERESSEBIETRE SH TV IHE HRZOERSI BN RVEENH £F, BEMOYV &, 1~28 5
MEREIIEENETRELMRL T &5 THABEOLET . “
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