P U.S. MARINE CORPS &

i CIVILIAN HUMAN RESOURCES OFFICE P
H Camp Smedley D. Butler, Okinawa H
‘T http://www.mcbbutler.marines.mil/BaseInformation/CivilianHumanResourcesOffice/ MLCIHAAnnouncements.aspx H
o Announcement No. 86-14 Date: 12 Nov 14 a
| POSITION VACANCY ANNOUNCEMENT gH

Eligible employees who are interested in being considered for the following vacant position(s) should submit the required documents listed
Uo below to the Japanese National Employment Unit, Civilian Human Resources Office (CHRO), located at bldg. #495(2F), Camp Foster by the H

Ho closing date, 16:30. Incomplete applications will not be processed. Applications are subject to screening prior to referrals and only DH
“"% individual selected for interview will be contacted. Submitted applications will not be returned. For information call 645-3370. H
“’f’ *** 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.
U% TRROMISE AW ET LRI, BREGEHRAOL, TRICHESNLEEEZ A 16 : 30 £ TICATHAARNEAR (Fr H

| T AL —EEEA 95, W) CRIL TV, MEOH S EBHITZIHT bhita, BEEE0 L, HEEEOHIC THERL |
‘T FTOTITEATFTEN, BEINIGEERHOEMINZLEYA, BRAWEGDLEITZAARNERG (645-3370) F CTIHEAR T I H
“’f’ A —JVIFAX TORREIIZTAHT TI Y F/A. Foster D /RZARRUVFIX Air Force/Navy HRO IZHEH T &0, H
U PWO #: 118 | Position title: Supervisory Purchasing Agent, #299, BWT-1, Grade-6 H
U% IHA F/T Permanent Number of position(s): 1 Location: Camp Foster H
i Organization: MCB Camp S. D. Butler, MCCS Division, Procurement Management Branch B
% Area of consideration ZEEE#i[H: Closing date: (42 HH#IFR) s
o‘% Okinawa Wide (MLC/IHAs employed in Okinawa) 18 Nov 14 g‘o
L | HERMICTER STV 54 MLC/THA 628 |
2 Summary of duties: Service as a Supervisory Purchasing Agent of team members performing contract and &
‘o% procurement of a wide variety of goods and services using formal contracting procedures and pre-award and ‘

U% post award functions. Plans, assigns, reviews, and accepts, amends, or rejects subordinates’ work. Assigns and H
| prioritizes work; makes work assignments; set deadlines and completion dates. Has a signatory authority within ]

H° his or her warrant level. Improves work methods and procedures to produce work products more efficiently and °}
‘T cost effectively. Identifies developmental and training needs of employees, schedules and justifies funding for H
i training. Makes decisions on personnel actions (making selections, promotions, reassignments, etc.); rewards &

and recognizes individual or team performance; appraises performance. Counsels employees on behavior and
Uo initiates disciplinary action. Conducts first level review of work performed by other IHA 1-5 Purchasing Agents H
I, and NF-03 Contract Specialist and resolves any issues, questions or corrections prior to being forward to the )
[ Deputy Director for second level review and signature. Trains all new Purchasing Agents and Contract Specialist |
I on procedures, systems, and processes. Independently plans and carries out assignments to include determining ’
\T the approach to be taken or methodology to be used, developing a fact finding plan and determining the depth H
2 of analysis required. Determines appropriate contract types and methods, prepares acquisition plan and issue

solicitation documents as well as making award decisions. Conducts negotiations with current and potential P
contractors to ensure contracts are executed in the best interest of MCCS. Drafts binding contract documents in o
accordance with MCCS policies and procedures. Develops and conducts training classes for MCCS customers, )
e.g., Blanket Purchase Agreement (BPA), how to prepare a Purchase Request, Contracting Officer’s [
Representative (COR), etc. Performs other related duties as directed ’
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I 1. Three years of contracting and procurement work experience or hands on experience in a procurement related }
H positions, such as supply, accounting or inventory management is preferable i
® 2. Knowledge of report writing techniques to present factual information clearly, to write procurement *
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memorandum and minutes of meetings, prepare audit findings, update classroom instruction material in
English J
3. Knowledge and skill in dealing with others in a work relationship to present information orally and in writing J
and to accomplish a given purpose in Japanese and English (LAD-3 and above) ]
4. Experience and knowledge in Microsoft Word, Excel, and Power Point software program ’

Required documents PHEEN °}
1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & R i
2. Copies of certificates/licenses 2. SRFFRE - K TRERR EDa B — &
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