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. 69-13 Date: 23 Oct 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 #:108 | Position title: Purchasing Agent, #413, BWT-1, Grade-4

MLC F/T Permanent ‘ Number of position(s): 1 | Location: MCAS Futenma

Organization: MCB, Camp S. D. Butler, Aviation Supply/Fiscal Department

Area of consideration  ZEAE [ : Closing date: (#2H#HiFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 1Nov13
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Summary of duties:

Examines and verifies GCPC purchase requests. Collects and analyzes all quotes for the most
advantageous, best value, and cost effective. Originates required actions for GCPC procurements by
telephone, e-mail, fax, and/or internet. Solicits information regarding the price, delivery, and support from
vendors or other supply services. Creates requisition source data, using database or spreadsheet software.
Maintains up-to-date certification for GCPC and attends required refresher trainings. Monitors and tracks all
outstanding GCPC purchases, initiating follow-ups as required. Prepares and maintains GCPC purchase
folders and logs to record all purchases for audit purposes to include original request, receipt
documentation and invoice. Verifies all changes. Disputes and reconciles monthly GCPC purchase
statements online. Initiates Procurement Request in the PR Builder system and routes to appropriate
personnel for approval and contracting action. Maintains up-to-date certification for PR Builder System and
attends required refresher training. Prepares and maintains procurement request files and log/ledger for
audit purposes to include original request, receipt documentation and invoice etc.

Qualification Requirements &#&4{t

1. Must be familiar with GCPC and Purchase Request Builder.
2. Must have working experience using Outlook, Word, Excel, and Access.
3. Must be computer literate, especially Internet usage.
4. Must be fluent in English, LAD-3 or higher.
5. Must be willing to learn new functions and attend training.
6. Must be able to interface with persons from all walks of life.
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