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Marine Corps Installations Pacific-MCB Camp Butler
U.S. Marine Corps
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ATTENTION
Application form has been updated as of 1 Oct 25.

2025 10 1B VEEENHLLGYELT-,

Application forms JEREE K

MCIPAC/CHRO/MLC-IHA 12300/2(Rev 9/25) &Questionnaire

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

Forms may be found at the link or QR code SIS
above. If you are unable to open the file, please
save it to your desktop.
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1 Application Form BEZ(XZ5 5

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

Hard copy application package(s) are accepted at drop box located at Camp Foster,

Bldg#495.
EEBEEXBREINDAIE. ¥ T T+ XH—Building 495 [CRRESN TV BEZIREFET
ZHLTHYET,

@ Email submissions (* —/L#H)
Submit to mcipac_chro_jn_empl@usmc.mil
LEREA—ILT FLRIZEH
1) Email subject must contain job title and PWO#

A—JLD (Subject) H& [CIXSET HBER L PIOH#ZEEH L TT LY,
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.

oo <%

oo <%

Y D= NFRELSE. N—FOE—TORHZEEHOHLTEYET,

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.
ISEEE AT D HEEEITREEIH @ 16 : 30 F TIZ NS MLC/THA IR RIS (X —WIC X 20658 S [FIR)

Rt LT aW, MEDdH 2 FHIIZITMIT o EEA

- 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.
EFREDOL, HEEEOHCCERBLET ., RESNEEEERORAMIVEZLEFEA,

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

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

FTITEBT LY

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

LANGUAGE PROFICIENCY LEVEL (LPL)

AR HE IR

B CHAEEINB LPLLARNLIETREZETIL,

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk
Test Based Test Based Test R
4 — Exceptional - - - -
B DR ) % BT 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb L 5 e A T2 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average o o - o - -
TR ) & BT 7 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560~ 869 | 2nd
1 - Elementary - - - o - - )
PR 1 B B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
B INBORE S % B 5 350~ 399 40 ~ 64 NA NA NA NA 3rd
0 — No language proficiency
RETRENI R E I RN
2016 £2 B 8 HUETL W MM EA SN TUL % MLC/IHA (E£E T, 2016 2 B 8 HUFNICFKITI L7z EPT (English

Proficiency Tests) FERIGER Z BIFHL DAL, TOHABBEROBZML NN LPL LRI ELTERINET,

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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g% Announcement No. 178-25 1\
ﬁ% PWO #: 285 Position: MWR Program Assistant, #0225, BWT-1, Grade-4 h
| IHA F/T, Permanent Number of position(s): 1 | Location: Camp Foster Il
U% Organization: MCB Camp Butler, MCCS Div, Business Operations Branch, Retail Program Sec, Tours Plus H
L Area of consideration FZAE & Closing date: (2 HH#IFR) ]
U% Okinawa Wide (MLC/IHAs employed in Okinawa) 7 Jan-2026 H
L | RN TEASh TV 54 MLC/IHA R [

H Task List: The incumbent serves as the Tour Coordinator for the Tours Plus Section, MCCS Division H
) and performs duties as a Tour Coordinator and Tour Guide. Incumbent performs a variety of duties to |
| support a comprehensive and versatile information, tickets, and tour program for military personnel, I
| t hensi d tile infi tion, ticket dt fi ilit I |
ﬂ° DOD Civilians, and their dependents. Duties are itemized as follows: Researches, compiles, schedules H
ﬂ% and marketing for on-island and off-island tours to MCCS customer. Gathers and packages information, H
i assists customers with international and domestic tour reservations, providing information, obtaining an A
H" ist t ith international and d tic t ti iding inf ti btaini d OH
h selling tickets, collecting fees, dealing with complaints from patrons with tact and diplomacy. Attempts to ¥
H" lling tickets, collecting fees, dealing with plaints f pat ith tact and dipl y. Attempts t "H
secure airline tickets, transportation, hotel rates and tour packages for Tours plus packaged tours at
‘ competitive rates. Develops new tours with coordination with local travel agencies, local and |
l international resort representatives. Builds strong business relationships with local and international ]
l resorts through phone, visits or electronic communication means. Conducts independent surveys with J
I coordination with MCCS Marketing to determine tour offerings and effectiveness of the program. J
U% Prepares reports to evaluate the success or shortcomings of program offering. Establishes and maintains H
. | a database of tours and information for easy retrieval and reference. Coordinates and requests motor ]
U% transportation support for the local tour program. Make Tour calenders and tour guide schedule. Serves H
I as the Contracting Officer(COR) or Assistant Contracting Officer (ACOR)on a variety of contracts to ]
[ include Hotels, Travel Agencies, Ticketing Agencies and others in relation to the Tour Program in ]
U accordance with the Regional Procurement Office. Provides clerical support to the Tours Plus operations H
W and staff. Answers customers' questions in regards to the Tours Plus program and offerings through H
i various means to include telephone, email and face to face. Performs cashier duties for external )
W’ customers in accordance with MCCS Cash handling procedures. Accepts payment from customers for H
i local tours, unit, tickets, hotels and off-island tours. May be required to work weekends and at satellite &
offices located inside Camp Hansen Palms and the Camp Kinser Surfside. Operates a MCCS 9 passenger
van (Government Owned Vehicle) as need to support the tour program. Performs other related or
i incidental duties as assigned. »

I Qualification Requirements &4/ 1
I 1. Must be proficient in basic computer operations with experience using MS Word, Excel, Adobe PDF. }
I . Proficient in public speaking and comfortable addressing large audiences or tour groups. }
I . Must be willing to travel to mainland Japan and surrounding islands as required. }
I . Must possess, or be able to obtain, CPR, First Aid, and AED certifications. }
I . Must be fluent in Japanese (business level) with the ability to translate effectively between Japanese }
I and English. I
| . Ability to communicate effectively with customers in English (LPL-2 level or equivalent). }
U 7. Ability to work flexible shifts, including occasional weekends & evenings on an as-needed basis only. }
|
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8. Must possess a valid regular driver’s license. }
Work Schedule: Primary 5days/40hrs per week: 0900-1800, Coverage at Hansen (0830-1730) or }
Schwab (0930-1730) is required only on an as needed basis. I
Required documents/#& &4 : A
1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: J&/F & & E R il
2. Copy of the GOJ Driver’s license: i izt #FiE oD = &7 — ¥
3. Copy of English Proficiency Test: #7EnE#HE N 27T 2 EBHD 2 £ — o
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