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H Application form has been updated as of 15 Apr 2026. H

. Application forms BREERK ]
PERSONAL HISTORY STATEMENT fZEE# (USFJ FORM 196aEJ, 20260415)

‘T’ NEW URL : https:/lwww.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources- H
Office/#In-employment-unit

L Forms may be found at the link or QR code = Mission H
| above_. If you are unable to open the file, please T
. save it to your desktop. oU
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T Application Form BEZEZb 5 ]

\

How to apply & 5 I

(D Hard copy submission (/BB &#X) :
Hard copy application package(s) are accepted at drop box located at Camp Foster, i

Bldg#495. “
EEBEREEEEINDIAIE. F¥ 2T T+ RXF—Building 495 ICHRESNTWSEREZREET ]
ZEHELTHEYET, J

Submit to mcipac_chro_jn_empl@usmc.mil o
EREA—LT FLRIZIRH a
1) Email subject must contain position title and Vacancy Announcement (VA) number. ;

A—JLD (Subject) ¥ IZIXEET HHER EERELHBESZRHLTTELY, Il
2) Submission is limited to 3 PDF files including resume and attachments. ¥

I
Il

I

Il

I

Il

I

Il

I

Il

I

Il

I

Il

I

Il

I

Il

I

Il

. @ Email submissions (* —/L##H) ]
Il

I

Il

I

Il

I

Il

I

Il

H RTEHILPOF (3ELMN) TRESELLET,
Il
I
Il
I
Il
I
H



e e e R R e e e R e e e R R . e e N

Due to network instability, we recommend to submit hard copy.

2Y IO BRFLRELGE, N—FIE—TCORHZEEHDLTEYET,

Note (GEEZEIH)

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.
5 AT DB ITHEEIH O 16 : 30 F TIZ ANHHEMLA/THA EAARIZ (X — VI K 20055 b [RIAR)
HBHLTFIW, MEOH HFHITZ 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.
ERERZEOL, 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 LY,

LANGUAGE PROFICIENCY LEVEL (LPL)
FBFREIR

B CTHHAESINBLPL LAV TRZZIET I,

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

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk
Test Based Test Based Test R
4 — Exceptional - o N N
WD RE ) % B 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
b L 5 AR A ET S 730 ~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - o o N N -
SEHIRE S % B 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary - o o N N N )
PR EE ) % B A 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 —Minimal
BNBORE S BB 5 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FREFREN S IR
2016 F£2 B 8 HURI &L VHGEB ST UL\ 5 MLA/IHATEZEE T, 2016 F 2 A 8 HLIETICFITI 417 EPT (English

Proficiency Tests) ABRIER Z BFHFHL D FH L. T OHBRIBERDOEBEZML NUABLPL LNILE 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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I Date: 13 May 26

| Vacancy Announcement No. (22 I~ & 5): 73-26 I
U: Position Title: Administrative Specialist, #0009, BWT-1, Grade-4, LPL-2 1l

* MLA F/T Permanent Number of position(s): 1 | Location: Camp Schwab “
H Organization: MCB, Camp S. D. Butler, Camp Services Office, Camp Schwab H
l Area of consideration ZEEE#PH: Closing date: (#&HH#FR) ]
l Okinawa Wide :U
“ (MLA/IHAs employed in Okinawa) 22 May 26 5
HBENIC TR S TW\Wb 42 MLA/IHA ¢85

Summary of duties:

Performs clerical work involved in temporary base pass applications, day pass applications,
group access passes, and vehicle passes for contractors required to aboard Camp Schwab.
ﬂ% Receives and reviews base access and vehicle requests for completeness, ensuring the H
ﬂ"o inclusion of necessary documentation, accurate information, and correct signature H
ﬂ"o authorities. Prepares base pass/access requests for signature by authorized officials. Upon gﬂ
ﬂ"o completion, issues base passes to the requesters and to the appropriate gates. Receives é’ﬂ
ﬂ"o technical guidance, confirmation and verification of information from Anti-Terrorism/Force H
ﬂ"o Protection Officer, Camp Director, Facilities Coordinator, and Admin Specialist. As required, H
ﬂ"o meet with the guests/visitors at the gate to provide escort services. Accepts and issues H
ﬂ"o temporary pass and vehicle requests for active duty personnel. Maintains database, records, H
ﬂ% and files of all requests and current status in accordance with applicable policies and H
ﬂ% guidelines. Translates/interprets verbal and written communications between Camp H
H Operations and such guests/visitors as officials from Okinawa Defense Bureau pertinent to &
H the base access from English to Japanese and vice versa etc. °°r
H Qualification Requirements & 5/4 g
H 1. Ability to read, write and effectively communicate (read/write) in Japanese Y
H (Kaniji)/English (LPL-2 or above). A
H 2. Have a good knowledge of grammar, spelling, capitalization, punctuation, and general i
H English Terminology. )
H 3. Ability to use PC and related software (Word, Excel, Power Point, and Access etc). l
H 4. Must have good customer service skills, team work, telephone etiquette, problem l
H solving skills, and data entry skills. Y
H 5. Ability to manage multi-tasks and accomplish tasks in timely manner. Y
I 6. Ability to conduct independent research of Navy/Marine Corps directives, review DOD i
I regulations and provide recommendation on actions required. i
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Work Schedule : 06:00 — 15:00, Mon - Fri, 40 hours a week ]

Required documents/#2HH &4 - )
1. Personal History Statement J&f 3 (USFJ FORM 196aE], 20260415) 4
2. Copy of English Proficiency Test: #5E6E /) #REI 3 5 EFHDO = — ' — Jl
3. Copies of the required certificate/license. # % & X412 % % = &' — ]
& UEoEROHZRHLTIZEIW )




