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Civilian Human Resources Office H
| Marine Corps Installations Pacific — MCB Camp Butler ||
ﬂ" U.S. Marine Corps H
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i ATTENTION -
I 16. WORK HISTORY i/ Il
I 16. WORK HISTORY EfE ||
ﬂo LIST OF JOBS YOU HAVE HELD {STARTING FROM CURRENT JOB CHRONOLOGICALLY). H
ﬂ" IF ADDITIONAL SPACE IS REQUIRED, USE SEPARATE SHEET OF PAPER FOLLOWING THE BELOW INFORMATION FORMAT. H
I #| please specify MLA (MLC), IHA, MA (MC) |
Sl RE SO TEFIFRI - MLA OILC), THA, MAMC) %P D7 < 72 & 1
: Clerk, fIHA 23 % | | :
D? — .
. Application forms BEREEAHK : ]
. PERSONAL HISTORY STATEMENT /BB (USFJ FORM 196aEJ, 20260415)
" NEW URL : https:/lwww.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-
5 Office/#In-employment-unit &
| Forms may be found at the link or QR code < Mission ]
. above. If you are unable to open the file, please  Contact Us ]
. save it to your desktop. ]
I YU FEFIZFQRO—KEKASA Y O—KRTEET + Okinawa Vacancy Announcements o‘\
I J7AINEFEERTLEMESEF. TR FYTITRELT )
H MSBENTTEL. I Supporting Documents I }
U T Application Form BEEEZ5 5 |
i |
* How to apply #H 5% I
. (D Hard copy submission (B & &) .
H Hard #copy application package(s) are accepted at drop box located at Camp Foster, ‘:‘

Bldg#495. -
! |
I EEBEEEEREINDAIE, Fvo T I+ X4 —Building 45 [CHRESh TV EESRERT |
I ZHLTBYET, ]
h% ]
. (@ Email submissions (X —/#2H) |
H Submit to mcipac_chro_jn_empl@usmc.mil ]
jf EERA—LT FLRIZIRHE !
H 1) Email subject must contain position title and Vacancy Announcement (VA) number. \:
H A—IL®D (Subject) % [CIXEHET HBIER EERLBESZRHLTTIL, i
H 2) Submission is limited to 3 PDF files including resume and attachments. ﬂ"
u ATEEEPOF GELR) TRESEOLEYS, |
i
I
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Due to network instability, we recommend to submit hard copy.

2Y IO BRFLRELGE, N—FIE—TCORHZEEHDLTEYET,

Note (GEEZEIR)

- Application with required documents must be submitted to LN Employment Unit, CHRO no
later-than 16:30 of the announcement closing date for either hard copy or email. Incomplete
applications and application packages missing required document will not be processed.
&85 AT HPEERITHTIH 00 16 1 30 £ TIZ ASHER MLA/THA JEFHERIC (X — /W2 K 5005 b [FER)

HELTTFEW, MDD 5 EFHIIZ T oNEEA

- Applications are subject to screening prior to referrals and only individuals selected for
interview will be contacted. Your application package will not be returned once submitted.
EREZDOL, HEEEOACTERMLET, RHEHSNEEEZEHEORMNIV-LEEA,

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro _jn_empl@usmc.mil

HHEEEIEMA/IHA ER#% (645-3370/098-970-3370) X% A —JL mcipac_chro_jn_empl@usmc.mil

FTITERT S

Please see the below for the English Language Proficiency Level (LPL) required of the position:

LANGUAGE PROFICIENCY LEVEL (LPL)

FEFRESI AR

BB THHAEINBLPL LAV TRZZIET I,

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk
Test Based Test Based Test xR
4 — Exceptional - ~ - -
B ORE S 5 TS 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
Wb L 5 e A ET S 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average o - - - - -
TAHEE N 5 5 7 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 | 2nd
1 - Elementary - o o - o - )
PR AEE ) % B 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 —Minimal
ENBORE S & BT 5 350~ 399 40 ~ 64 NA NA NA NA 3rd
0 — No language proficiency
RN EEI RN
2016 F2 A 8 HUBI L Wikt EAR SN TL 5 MLA/IHA (EZEE T, 2016 F2 B 8 HUFEIICHKITI L7z EPT (English

Proficiency Tests) FERIER Z BFHDH L. TOHABEROBFML NUNHLPLL NV E L TERINE T,

For current MLA/IHA employees who have been continuously employed since before 8 February 2016 and possess
EPT test (English Proficiency Tests) result dated prior to 8 February 2016, the attained level will be “grandfathered”
and honored as the employee’s current LPL.
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)
\T Date: 6 Aug 26 H

l Vacancy Announcement No. (ZJi 5% 5): 134-26 ]
‘T’ Position Title: Housing Manager, #0088, BWT-1, Grade-5, LPL-3 H

4 MLA F/T Permanent Number of position(s): 1 | Location: Camp Hansen -
H Organization: MCB, Camp S. D. Butler, Camp Services Office, Camp Hansen H
) Area of consideration ZEEE#&[H Closing date:  (#& M H#IFR) ]
| Okinawa Wide ]
l (MLA/IHAs employed in Okinawa) 17 Aug 26 ]
L | MR TERE Sh TV 54 MLA/IHA fEER ]

l Summary of duties: ]
l Performs work involved in the administration, management, control and operation of housing ]
Uoo projects for military and US civilian personnel of a large billeting operation including single H
U% Marines/Sailors, unit deployment program rotations and contingency billeting for operation and H
U% exercises. Develops billet operating procedures, recommends such modifications or repairs to H
I quarters during renovations and submits required documents for the purchase of equipment from |
[ base property fund. Selects sources of supply and negotiates price on local purchase items and ]\
U submits orders on Procurement Request Builder (PRBuilder) for purchase. Manages the assignment H
‘T of all tenants to available quarters and schedules pre-occupancy, pre-termination, termination H
‘T’ inspections and conducts join tenant-management inspections of quarters to evaluate the cleanliness, H
‘T’ maintenance and habitability of the quarters, furnishings, equipment and facilities. Supervises H
ﬂ"o central reservation service. Arranges billeting for distinguished Officers and groups attending H
- conferences or visiting the installation. Manages the collection of billeting fees and maintenance of -
Uoo accounting records. Prepares financial reports as required. Assists in the supervision of subordinate H
personnel engaged in reservation, billeting and maintenance work. Conducts on the job training and -
checks work performance. Completes administration documentation of work performed by gL
contractors on interior decorations laundry and drycleaning services of linen, liases with the Housing J
Warehouse Manager for furniture repair/replacement and other services. Submits DD Form 200 J
reimbursement vouchers where tenant responsibility for damage is apparent and issues non- |
availability certificates as required. Manages submitted maintenance work requests for all billeting }
facilities submitted by Barracks Managers and Housekeeping managers at the Camp/Station to which Il
assigned IAW existing billeting and maintenance orders. Inspects performance of all Indirect Hire 1
Agreement, Hourly Paid Temporary, contact service workers and independent personal services )
workers providing services in all billeting facilities at the Camp/Station to which assigned. a
Participates in resolving a variety of unaccompanied/Contingency housing problems by assembling -
facts, evaluating information, and drafting reports and answers to correspondence which can be used
as the basis for recommendations, interpretations, and decisions by the Camp Director etc.
Qualification Requirements & 4/4 ’
1. Good understanding of English speaking, reading, and writing, at fluent proficiency level (LPL-
3 or above) is required. Ability to interpret/translate from Japanese to English and vice versa p
for visitors and incoming Japanese written materials. B
2. Ability to use office automation software such as Microsoft Outlook, Word, Excel, PowerPoint, A
and Internet. J
3. Specialized experience in related fields such as administrative, clerical, and management or 2 |
year college graduate or completion of vocational/technical school in related field. }
4. Able to lift 50 pounds (Approx 23kg) may require moving some furniture as a sub-custodian Il
for all furniture, fixtures, and equipment (FF & E). 1
5. Must have a GOJ Driver’s license. 1
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} 6. Must be able to assist and implement management plans and dlrectlves concerning utilization )|
| of an organization’s housing assets; planning, scheduling, and coordinating major activities for )
I housing projects and facilities; and/or determining unaccompanied housing requirements for |
I tenant organizations. ]
| |
| Work Schedule : Mon-Fri, 07:30 — 16:30, 40 hours a week ]
o Required documents/#2HE4F : -
ﬂ% 1. Personal History Statement &/ & (USFJ FORM 196aE], 20260415) H
s 2. Copy of English Proficiency Test: #GhHE ) ZRET o2 EH DO a— v — -
i 3. Copies of the required certificate/license. M2 & SN A EHRE a2 — ]
s |4 UEOBEOBERHLTIESD



