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. 40-13 Date: 25 Jun 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 #:067 | Position title: Library Technician, #489, BWT-1, Grade-4

MLC F/T | Number of position(s): 1 | Location: Camp Schwab

Organization: MCB, Camp S. D. Butler, MCCS Division, Marine & Family Services Br. Schwab Library
Area of consideration  ZEAE [ : Closing date: (#2H#HFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 3Jul13
HERNICTEASN TV H 2 MLC/IHARER

Summary of duties:

Performs the following tasks using the Library Automation System (SIRSI): registration of library
patrons, the checking out and checking in of library materials, renewal of borrowed library materials,
processing of holds on library materials, processing of Inter Library Loans, the collection of fines due to
lost or damaged library materials, and the notification of library patrons when materials are overdue.
Other circulation duties include: the reshelving of returned library materials, the collection and
checking in of materials from the bookdrop, the in processing of new library materials, the instruction
of library patrons on membership rules and operating procedures, and the collection of daily statistics
as directed. The collection of fees for copier use and computer printing on a daily basis, as well as
preparation of the DAR and bank deposit. Performs limited ready-reference by answering factual
questions involving the use of selected basic reference tools such as dictionaries, encyclopedias,
almanacs, and on line databases etc.

Qualification Requirements &#4&M:
1. Must have excellent comprehension of written and spoken English and must have excellent writing
skills in English.

2. Must have excellent customer service skills, both in person and on the phone

3. Must be able to perform multiple tasks

3. Must have office admin skills and computer skills (outlook, internet, word, graphics, spreadsheets,
and databases)

4. Library experience is preferable

Required documents WEER

1. USFJ Form 196aEJ 1. USFJ Form 196aEJ

2. Questionnaire 2. Bk
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4. Marine Corps Vacancy Announcement Application Form 4. VG RREAR I R
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