Civilian Human Resources Office H
Marine Corps Installations Pacific-MCB Camp Butler H
U.S. Marine Corps |

MLC/IHA R A4 I
i YRR BRI AN ]

‘T Vacancy Announcement/=R A\ A% H

i ATTENTION ]

U% 2026 £ 4 A 15 B& Y BEENH L < Y E L1, :
[ Application form has been updated as of 15 Apr 2026. I

. Application forms JBEEEH# : ]

. PERSONAL HISTORY STATEMENT /EEE# (USFJ FORM 196aEJ, 20260415) I

| NEW URL : https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources- |
Lz, Office/#In-employment-unit ‘

[+

| Forms may be found at the link or QR code Mission I
. above. If you are unable to open the file, please I |

. save it to your desktop. |

H ERYVIOFLFIQRO— MDA VA—KRTEET + Okinawa Vacancy Announcements H
| 27ANEEERITAVNMESE. TRI by TITRELT |
H MASEWLTT L., I] Supporting Documents I H
| T Application Form BEEZIZZ5 5 ]
| N )
* How to apply #Hi ¥k 7

. (D Hard copy submission (BEE %) ]
ﬂ% Hard copy application package(s) are accepted at drop box located at Camp Foster, ﬂ"/
= Bldg#495. ]
l |
I EEBEEEEREENDLAF. Fr T T+ R4 —Building 495 [CRESN TV IBEEEREET |
I ZRHLTBYET, :

. @ Email submissions (2 —/Li#H) ]
l Submit to mcipac_chro_jn_empl@usmc.mil ]
. LS A—LT FLRIZER l
H 1) Email subject must contain position title and Vacancy Announcement (VA) number. H

i A—L® (Subject) #& ISIFEET ZBBL EEFLEHFSERHBLTT S, i
“’f’ 2) Submission is limited to 3 PDF files including resume and attachments. H

I FAEEEPOF ELN) TRESELLET, ]



%
w©

Due to network instability, we recommend to submit hard copy.
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Note G¥EZEIH)

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

LANGUAGE PROFICIENCY LEVEL (LPL)
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TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Soip
Test Based Test Based Test e
4 — Exceptional - o - -
BB S B S 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
Wb x5 AR R ET S 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - - - - o o
THHRE N A B 5 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary - - - - o o i
PR T B BB 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
ENBORE S B TS 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
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Proficiency Tests) FBRIER & HFH D H X, T OHBBEROBZML NN LPL LNLE 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: 20 Apr 26

Vacancy Announcement No. (Z2fE A #%5): 51-26

Position Title: Administrative Specialist, #0009, BWT-1, Grade-4, LPL-2

MLCF/T, Limited Term Number of position(s): 1 | Location: Camp Foster
NTE: 7 Apr 2027

Organization: G-3/5, Operations Division, Fire & Emergency Services

Area of consideration ZZfE&iFA: Closing date:  (#2HHIIR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 29 Apr 2026
HHBENICTERA ST TW54 MLC/IHA #E45

Summary of duties:

Works under direct supervision of the Deputy Fire Chief to perform first level support functions as
described in the MCIPAC Information System Coordinator guidelines for technical support of computer
users. Uses knowledge of computer and network security requirements to ensure the highest level of
security. Serves as liaison to MCIPAC G6, S6, and Contract Technical Representatives to identify,
coordinate and resolve all information systems, computer, and internet related issues and requirements.
Serves as the liaison to help desk and assists co-workers with user account issues. Maintains the F&ES]
shared drive and performs routine review, updates, file maintenance, and manages access permissions
of shared data files for authorized co-workers. Serves as the System Administrator (SA) for the MCIPAC
F&ESJ records management system Emergency Reporting (ER). Provides first level support for ER users
for the MCIPAC Camp Butler and Camp Fuji Fire Departments. Creates, assigns, modifies, and suspends
ER user accounts, and provides user training and system update training. Troubleshoots ER system
issues and problems, coordinates systems issues with ER management team and other SA, provides
recommended functional solutions, and implements corrective action to maintain optimal ER
performance. Researches, develops, implements, and maintains the active and inactive records
management program. Manages projects as assigned to include vital records control as well as the
disaster prevention plan, and disaster recovery procedures. Prepares statistical and analytical reports as
required. Oversees the identification and preservation of department historical records. Maintains a
thorough knowledge of library system operations, practices, policies, and procedures to include a
general knowledge of reporting, record keeping and other office systems and practices. Performs as the
technical Point of Contact and provides assistance for information systems users of Microsoft office
programs, Purchase Request (PR) Builder, Wide Area Work Flow (WAWF), Defense Travel System (DTS),
MAXIMO (USMC-MAX), Fleet Anywhere (FA), and ER. Provides assistance in the study and analysis of data
information, provides technical advice for optimal systems operation, and provides correspondence,
reporting and recommendations for process performance. Designs, develops, and maintains FRESI web
pages using current graphic design and software programs.

Qualification Requirements &% 4/

1. Must be able to communicate effectively in English (LPL-2) and Japanese, both orally and in writing.

2. Working knowledge of DLA/Xerox MFD contract or network security related to on-line devices is
preferred.

3. Must have experience in a full range of clerical and administrative functions such as preparing and
reviewing correspondence, with at least intermediate-level proficiency in Word, Excel, and
PowerPoint.

4. Ability to translate some office documents and other materials (from English to Japanese or vice versa).

Work Schedule: 0700-1545 (Mon — Fri)

Required documents/#HEH :
1. Personal History Statement J&/# (USFJ FORM 196aE], 20260415)
2. Copy of English Proficiency Test: <3505 He /) A fitl 4 2 FHD 2 v —
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