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. 97-14 Date: 19 Dec 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
“"% ***x PLEASE BE ADVISED SUBMISSION BY EMAIL OR FAX WILL NO LONGER BE ACCPETED *** H

3 For those who do not have access to Camp Foster may drop off their application at Air Force or Navy HRO. K
Uo TROBIIGHEZ HET HMEEAT, BREG2HEHO £, TRICHEE SN LEEEEZ ~ P A O 16 : 30 ETICAFHAARANEAGR (Fx v H

| TI A AS—HESA 95, 20 ITRHELTTFSV, AME0dh3ERIZIMTohERA, EEBED L, HREEOLIC TEEKL j\
‘T FTOTITEATEN, BHSNAISEEEOEMNINZ LEEA, BHWEDEITAARNEE (645-3370) £ CTIHEKE T S0 H
“"% A —)VIFAX TOIEILZ AT TEB Y £/ A. Foster DSR2\ 1 Air Force/Navy HRO (ZH#H T &, H
ﬂ% PWO #: 148 | Position title: Telephone Operator, #217, BWT-1, Grade-3 H
i MLC F/T Limited Term iy _ . Il
ﬂo NTE: 19 Mar 16 Number of position(s): 1 | Location: Camp Foster H
i Organization: MCB, Camp S. D. Butler, G-6 Division, Customer Support Branch Il
H Area of consideration  SZAE & : Closing date: (#&HHiBR) H
[ Okinawa Wide (MLC/IHAs employed in Okinawa) 23 Dec 14 ]
I HREERANICTEA SN T4 MLC/IHA #t%8 [
i Summary of duties: ]
H Provides Telephone directory service to all assigned Marine Corps, Navy, Air Force, and Army units, H
I local and remote civilian contractors, and any con-military customers under general supervision. [
U% By utilizing a Telecommunications Management System (TMS) computer program and digital computer 1
I controlled interface to a telephone switching system to route incoming calls to appropriate ]
L departments. ]
I Researches and provides specific directory information for both internal and external inquires. Search I
| the numbers in the system for all designated units and classified sections, world-wide Defense ]
U Switched Network (DSN) numbers, base housing and barracks residents. H
[ Transfer calls as required and in accordance with policy and procedure pertaining to the disclosure of }

ﬂ° directory information. Provides dialing instructions as well for internal and external calls for DSN and H
commercial numbers including cellphone numbers according to circumstances. [

Establishes and controls multi party bridge conferences utilizing Outlook email and calendar. }
Performs miscellaneous job-related duties as assigned. I

Qualification Requirements &# 454 ]

1. Must be able to read, write, and communicate in both Japanese and English (LAD-2 and above)
2. Prefer to have basic computer knowledge of all MS Office applications p
(Word, Excel, Access, Power Point). J

3. Must have a minimum of 1 year experience in customer service related field and posses skills to ]
handle irate customers (work experience in Telephone Operator preferred) J

4. Must be a team player and also able to work 24 hours rotation shift schedule J
(07:00-16:00, 15:00-2400, & 22:00-07:00). ]
*Effective date of the employment will be 9 Feb 2015 ;

Required documents WEER }
1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire | 1. MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14) & FifHI% l
2. Copies of certificates/licenses 2. FFE - TR EDa e — *
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