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

http://www.mcipac.marines.mil/MCIPAC/CampButler/CHRO/MLCIHAAnnouncements.aspx
Announcement No. 62-13 Date: 30 Sep 13
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. Incomplete applications will not be processed. Applications are subject to
screening prior to referrals and only individuals selected for interviews will be contacted. Applications will also be accepted by
fax (645-7115/comm. 098-970-7115) or by email (chro_jn_empl@usmc.mil). (Up to 10 pages). Submitted applications
will not be returned. For information call 645-3370.
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PWO #:97 | Position title: Office Automation Clerk, #606, BWT-1, Grade-4

MLC F/T Limited Term | Number of position(s): 1 Location: Camp Hansen

NTE: 3Jan 15

Organization: MCB, Camp S. D. Butler, FE Div, Fac Maint Br, M&R, North Maint Det. Hansen Unit
Area of consideration  ZEAE [ : Closing date: (#2H#HiFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 70ct13
HERNICTEASN TV H 2 MLC/IHARER

Summary of duties: Maintain the single, central source of information on all Facilities Maintenance,
Maintenance and repair matters. This includes personnel reports, detachment correspondence, work
requests, variance reports, job orders, emergency service tickets, and schedules of work being performed.
Receives, prepares, and routes correspondence from the Detachment via the Maintenance and repair
Section to all levels of recipients, to include the Facilities Engineer Resource Management Branch, Facilities
Maintenance Office, Civilian Human Resources Office, Labor Management Office, Base Safety and other
support and command personnel. Prepares correspondence via internal routing to Government of Japan
agencies on issues such as recruitment of personnel, issuance of protective closing for personnel, time
sheets and Japanese personnel travel authorization reports.

Qualification Requirements &#4&M:
1. Must be able to speak and write English.
2. Must have the experience in using computers.
3. Must have some clerical/Administrative experience.

Required documents WEESE

1. USFJ Form 196aEJ] 1. USKJ Form 196aEJ
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