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ﬂo LIST OF JOBS YOU HAVE HELD {STARTING FROM CURRENT JOB CHRONOLOGICALLY). H
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* 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, ‘:‘
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! |
I EEBEEEEREINDAIE, Fvo T I+ X4 —Building 45 [CHRESh TV EESRERT |
I ZHLTBYET, ]
h% ]
. (@ Email submissions (X —/#2H) |
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H 1) Email subject must contain position title and Vacancy Announcement (VA) number. \:
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H 2) Submission is limited to 3 PDF files including resume and attachments. ﬂ"
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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: 29 Jul 26 H

l Vacancy Announcement No. (ZJi 5% 52): 129-26 ]
‘T’ Position Title: Administrative Specialist, #0009, BWT-1, Grade-4, LPL-2 H

. | MLAF/T Limited Term N : ]
I NTE: (20270604) Number of position(s): 1 | Location: Camp Courtney ]

. Organization: MCB, Camp S. D. Butler, Camp Services Office, Camp Courtney ]

i Area of consideration ZEAE & FH: Closing date: (#2HHIfR) i
I Okinawa Wide :
i (MLA/IHAs employed in Okinawa) 7 Aug 26 i
© | EMIRPIC TR Sh TV 54 MLA/THA RE£R :

U Summary of duties: H

‘T Provides clerical and administrative support for Camp Director and for the day-to-day operations of H

‘T’ the Camp Service Office. Receives visitors and telephone calls to the office, determines the nature of H

ﬂ% requests, and directs callers to appropriate staff, or personally provides the information for routine H
and non-technical matters. Takes requests for appointments for supervisor and staff, checks on their

availability, and confirms appointments. Schedules appointments and makes arrangements for time,

Uoo participants, and location of meetings. Makes necessary arrangements for travel, arranges schedules H

Uoo of visits, makes reservations, and notifies organizations and officials to be visited in accordance with H

Uoo instructions from supervisor. Manages the Camp Director and staff’s calendar and schedule and H

U% maintains a presence when the staff is out of the office. Receives incoming correspondence, screens H

U% material prior to distribution for suspense date, establishes controls, and follows up with the H

| supervisor. Advises Camp Director of the status of the packages. Maintains subject matter files and |

H records. Compiles a variety of reports and ensures a timely submission. Assists in the maintenance H

U of Camp Service webpage and Camp Facebook page. Assists the Community Relation Specialist and Il

W provides necessary support such as making arrangements and serving as a translator for the guests 1

U from Uruma City, Uruma City Hall and other local communities. Creates temporary base passes for 3

- guests and contractors. Coordinates wit PMO and Uruma City Hall for base access for Uruma City -

H residents for tours or tomb visits. As a Government-Wide Commercial Purchase Card (GCPC) card -

H holder, processes procurement of requested items for the Camp Services Office and the Billeting

H Office. Assists the Camp Operation Officer, Camp Director, Operation Chief, and Billeting Manager in -

| the maintenance of the Camp’s facilities. Assists in processing and tracking work requests for repair gL

I and renovation and keeps the Camp Director informed of all camp facilities issues, changes, and J

I happenings etc. )

H Qualification Requirements &#& 44 ]

I 1. Ability to read, write, and effectively communicate in English (LPL-2 or above) and Japanese. A

U% 2. Have a good knowledge of grammar, spelling, capitalization, punctuation and general English J

l terminology. J
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3. Ability to use PC and related software (Word, Excel, Power Point, Access, etc). }
4. Must have good customer service skills, teamwork, telephone etiquette, problem solving skills Il
and data entry skills. 1
5. Ability to conduct independent research of Navy and Marine Corps directives and review DoD 1
regulations as required. )

Work Schedule : Mon-Fri, 07:30 — 16:30, 40 hours a week ]
Required documents/#ZH &3 : “

1. Personal History Statement &/ (USFJ FORM 196aEJ, 20260415) ]
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