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

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

Announcement No. 13-16 Date: 8 Feb 16
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 #: 014 | Position title: Administrative Specialist, #9, BWT-1, Grade-4
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E/T Permanent Number of position(s): 1 Location: MCAS Futenma

Organization: MCAS Futenma, S-1 Department, Headquarters and Headquarters Squadron

Area of consideration ZEFEFIF: Closing date: (#2HHR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 17 Feb 2016
MHRBENICTERA SR TWA 2 MLC/IHA REEB

Summary of duties:

Provides clerical and legal administrative support to the Headquarters and Headquarters Squadron S-1 Office.
Receives, processes, and tracks all inbound/outbound legal administrative documents. Verifies and ensures they
contain accurate information as reflected in the Marine Corps Total Forces System (MCTFS) and Marine online
(MOL). Reviews legal administrative documents for validity and completeness and request additional information
from originating sources as required. Prepares endorsements for proper routing and signature. Assumes legal
related billets as required such as Victim Witness Assistance Program representative. Creates, copies, edits,
revises, retrieves, stores, prints and delivers a wide range of documents in final form (e.g., Unit Punishment
Books (UPB), Request for Legal Services (RLS), military investigations, Courts Martial, administrative separations,
legal hold notifications, liberty risk paperwork legal reports, matrices, calendars, mailing lists, tables, etc.).
Produces these documents utilizing varied functions of more than on software type, or varied and advanced
functions of one software type such as work processor, calendar, electronic mail, spreadsheets, database, and
graphics. Responsible for correct spelling, grammar, capitalization, punctuation, and proper correspondence
format. Serves as the secondary Organizational Defense Travel Administrator (ODTA) for MCAS Futenma. Assists
in the managing of administrative guidelines for processing travel requests, settling travel vouchers, and
archiving travel documents within DTS per Department of Defense (DoD) guidance etc.

Qualification Requirements & #&4{t

1. Must have working experience using Outlook, Word, Excel, and Access. (preferably Intermediate skill
level in Access)

2. Must be fluent in both Japanese and English (preferably LAD-3 or higher)
3. Knowledge of Naval Correspondence is required.
4. Must be able to organize and file correspondence.
5. Must be computer literate, especially internet usage.
6. Knowledge of Defense Travel System preferred.
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