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NEW URL : https://lwww.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-
Officel#In-staffing

Forms may be found at the link or QR code ) Misslon
above. If you are unable to open the file, please
save it to your desktop.
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27ANEFEERITARMEREF. TR Y TITRELT
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T Application Form BEZECt 5

How to apply #&H &
(D Hard copy submission (JBEEERE)

Hard copy application package(s) are accepted at drop box located at Camp Foster,
Bldg#495.
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ZRHLTHYET,

@ Email submissions (X —/1#&H)
Submit to mcipac_chro_jn_empl@usmc.mil
ERA—LT FLRICIREH

1) Email subject must contain job title and PWO#
A—JLD (Subject) H& IZIXEET HHER L PIO#ZEH L TTF S,
2) Submission is limited to 3 PDF files including resume and attachments.
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Due to network instability, we recommend to submit hard copy.
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Note CGEXEZEIR)

- 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.
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- 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.
ERBLEY, RESNEREEHORAEIWN-LEE A

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil
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HHEEEIEMC/IHA ER% (645-3370/098-970-3370) X% A —JL mcipac_chro_jn_empl@usmc.mil
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Please see the below for the English Language Proficiency Level (LPL) required of the position:

LANGUAGE PROFICIENCY LEVEL (LPL)

AR RESIAR

B THREINSLPLLAIVETREZEIETI L,

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk
Test Based Test Based Test R
4 — Exceptional - ~ ~ -
FEEORE S B TS 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
Wb L S Al AT S 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - - - - - -
TRHEE N B ES 7 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 | 2nd
1 -Elementary - - - - - - )
BN RE ) & B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1—Minimal
N T 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FETTRE A S 2
2016 £2 A 8 HUAI L VikiEERB ST L% MLC/IHAREZEE T, 2016 F£2 B 8 BLARTICHEITI N7z EPT (English

Proficiency Tests) FERIER Z BFHHDH L. T OHBEROBFIRML NUNBLPL L NLE L TERINE T,

For current MLC/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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| Date: 12 Dec 25 i

i Announcement No. 172-25 I
I PWO #: 270 | position title: Purchasing Agent, #413, BWT-1, Grade-4, LPL-2 ]

: MLC F/T Permanent Number of position(s): 1 | Location: MCAS Futenma -
H Organization: Aviation Supply/Fiscal Department, MCAS Futenma H
l Area of consideration ZEEE#PH: Closing date: (#&HH#FR) ]
l Okinawa Wide :U
“ (MLC/IHAs employed in Okinawa) 22 Dec 25 5
HRBENICTREA ST TS 2 MLC/IHA ¢85

Summary of duties:
Examines and verifies Government-wide Commercial Purchase Card (GCPC) purchase requests,
, *contracts, One Touch System, and G-invoicing. Reviews GCPC orders and policies to ensure ]
. items/services are not available from mandatory sources and that item are legal to purchase. Solicits ]
Uoo information regarding the price, delivery, and support from vendors or other supply services. Creates H
U% requisition source data, using database or spreadsheet software and inputs documents in Defense H
| Agencies Initiative (DAI) for approval. Maintains up-to-date certificate for GCPC and attends required ]
| refresher trainings. Coordinates with Regional Contracting Office for GCPC and contracting |
[ purchases. Reviews, processes, and orders supplies and services from different types of purchase to ]\
U include but not limited to Servmart, GSA, and Fedmall. Will route purchase through authorized H
‘T personnel and ensures that follow-ups are conducted. Reviews, processes, and orders supplies and H
‘T’ services from Global Combat Support System (GCSS) and reviewing the Due and Status file. Submits H
‘T’ follow-ups and reconciliation with sections. Coordinates with the sections and Ration Platoon to H
ﬂ"o manage the Meal-ready to eat program. Files documentation from purchases per MCO 4400.201. H
Ensures records are maintained for each purchase. Ensures that files are maintained for a minimum
of ten years and within compliance of the records management instructions. Reviews and processes
materials that are received in the warehouse by verifying that items belong to MCAS Futenma. -
Verifies items and quantities match the manifest. Submits Supply Discrepancy Reports (SDR) or o
Product Quality Deficiency Reports (PQDR) when applicable etc. A

Qualification Requirements &# 4/t J

1. Must have work experience using Outlook, Word, Excel, and Access. il
2. Must have computer literate, especially internet usage. J
3. Must be fluent in both Japanese and English (LPL-2 or higher). |
4. Must be able to learn new functions and attend training. Il
5. Knowledge of GCPSC and Purchase Request Builder preferred but not required. 7

Work Schedule : 0730-1630, Mon-Fri, one hour recess, 40 hours a week ;
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L Required documents/#2HH &4 - I
L 1. MCIPAC-MCBB/CHRO/MLC-THA 12300/2(Rev 9/25) & Questionnaire: Jglii & K |
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2. Copy of English Proficiency Test: #ihRE /) ZFE 5 EFEHD 2 &7 — 1
3. Copies of the required certificates/licenses. VB & S 5 &S D = 7 — J
& U EOEEOZEZRHL T ZEN ]




