I MLC/ IHA POS|t|on Vacancy Announcement I
Civilian Human Resources Office L

Marine Corps Installations Pacific-MCB Camp Butler H
U.S. Marine Corps ||

MLC/IHA R ASREE ]
MR RFAAANE ]

 How to Apply (SZHEE) j]

- - When submitting hard copy application (BEE% BET ) :
i Hard copy application package(s) are accepted at drop box located at Camp Foster, I

I Bldg#495. :
T EEBEEEREINSAE. FrUTI+RH—Building 495 ICHBESNTVWIBEERE
. BTERMALTBYET, ]]

. - Email submissions (* —ACREEZ#EHT 3HE) |

I Submit to mcipac_chro_jn_empl@usmc.mil (Z#2H i

‘T’ = Email subject must contain job title and PWO# H
i A—JL®D (Subject) H& [CIFNET SBERE PIO#ZELEH L TT LY, i
ﬂ% " _Submission is limited to 3 PDF files including resume and attachments. H

I NTEEIEPOF GELRA) TRESEWLWLET, ]

- Application forms BEREERK - ]

MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & (=)
Questionnaire Forms may be found at the link below or QR
code. KAEN. BEZEITTE) VIV FLIEIQRaI—FMbL
Aroon0—KTEET
https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-
Human-Resources-Office/JN/JN-Staffing/
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H Application Form//g@ &t }
. Note GEE¥H)
i
[ !
H = Application with required documents must be submitted to LN Employment Unit, CHRO no-
I later-than 16:30 of the announcement closing date for either hard copy or email. Incomplete ;
I applications and application packages missing required document will not be processed. ;
H 5 A E S DUEEBRIIREEIH 0 16 : 30 E TIZ AHFHER MLC/THA R IR (A —/ U & D055 6 [ I
I BR) IZRHLTTFE W, MiDdb 2 ERIT=ZIMToNEEA i
H = Applications are subject to screening prior to referrals and only individuals selected for 1
H interview will be contacted. Your application package will not be returned once submitted. N
H EHRRZEOL, HEBEEOACTERBLET, RESNEEEEHORAEIWV-LERA, i
H = For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to: A
i mcipac_chro_jn_empl@usmc.mil 5
ll HRIEH L NC/THA BFIR (645-3370/098-970-3370) XId A — L .
H mcipac_ chro_jn empl@usmc mil FTTEHLT LY, i


mailto:mcipac_chro_jn_empl@usmc.mil
mailto:mcipac_chro_jn_empl@usmc.mil
https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/JN/JN-Staffing/
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‘T’ Announcement No.65-24 H

Uoo PWO #: 088 | position title: Administrative Officer, #484, BWT-1, Grade-6, LPL-4 H

I MLC F/T Permanent Number of position(s): 1 | Location: Camp Foster Il
. | Organization: Office of the Chief of Staff ]
= | Area of consideration ZEEHIH: Closing date: ($£HIHAFR) »
‘e‘% Okinawa Wide (MLC/IHAs employed in Okinawa) 17 May 23 “
L | RN TR SN TV 52 MLC/THA RE% R ]

l Summary of duties: 1) Serves as an administrative officer by performing a combination of technical I
l administration management support functions, which are encompassed in the programs of management ]
| analysis, office services, human resources (military, U.S. and local national civilian employees), ]
. | procurement and supply. Receives guidance from the Chief of Staff (C/S) and Deputy Commander (DC) ]
. | concerning policy tasks and mission as related to administration. Interprets the guidance and distributes | |
L information, directions, and tasks to all Divisions of the C/S, arranges for timely submission of required )
I information. Provides guidance and assistant to Division secretaries that includes, but not limited to, J
[ fundamental principles and practices of administration, information system technology, grammar, ]\
U spelling, punctuation, required formats and Naval Correspondence, Marine Corps Directive Control H
‘T System, Mail and Postal Affairs, Defense Telecommunication Network and Commercial Long Distance H
‘T’ Telephone Services, performance evaluations, training and civilian pay procedures and policies, H
\T priorities/deadlines. Maintains tracking files to ensure Divisions comply with established deadlines and H
timetables. Coordinates and evaluates the efforts of functional specialists (Division secretaries) to

identify specific requirements to develop and adjust plans and schedules for required support actions
Uoo needed to meet deadlines. H
Uoo 2) Serves as the receptionist for all visitors to the C/S and DC, Headquarters MCIPAC-MCB Butler by H
Uoo greeting guests, announcing visitors to the C/S and DC, scheduling appointments, and providing H
U% information and referral on a wide variety of issues that may or may not be related to the C/S and DC. ]
Performs a variety of secretarial duties where the extensiveness of participation is characterized by the )
devotion of substantial work time on the following representative types of duties. Reviews incoming and |
outgoing material for proper format, grammar, punctuation, and ensures necessary enclosures and ]
references accompany correspondence. Prepares and submits final requests for civilian personnel Il
actions. Screens telephone and personal callers, which in his/her judgment can be handled by the C/S 1
or DC subordinates or other offices and tactfully refers them as appropriate by personally taking care of )
many matters and questions including answering substantive questions. Keeps the C/S's and DC's a
calendar and schedules appointments and conferences without prior clearance in most cases and sees -
that the C/S and DC are briefed on matters to be considered before the scheduled meeting. Makes

travel arrangements (to include requesting Government Aircraft) for the C/S and DC and his/her staff
members and prepares various travel vouchers and reports. p
3) Serve as a Protocol Specialist assisting the Chief of Protocol with the following duties in support of CG. o
Directs, coordinates, executes, and manages all elements of visits by high-ranking U.S. and foreign a
dignitaries, military leaders, and members of private industry and academia. Plans and provides J
oversight for the execution of detailed itineraries based on time and place of arrival, size and significance |
of group, culture, background, and interests. Coordinates room reservations with on-base lodging }
facilities for distinguished guest visits. Develops, maintains, and manages a long-range protocol matrix Il
tracking visits of all distinguished, high-ranking visitors to MCIPAC HQs and subordinate commands. 1
Performs a variety of administration functions related to protocol: composes correspondence, to include q
support requests and letters of appreciation, provides administrative services for visiting officials, and :
maintain meticulous records of itineraries, talking points, and briefs used for official visits. -
Qualification Requirements &#& 51t :

1. Must be able to speak, read and write English (LPL-4) and Japanese fluently, &
2. Must possess executive level secretary/administrative experience. :
3. Must have experience with office automation software (e.g. Microsoft Office suite) -




TR T e e . T e e e e e I S e e e S S S S e e e e . R B Ol
L4 Prefer to have knowledge of Marine Corps Protocol J
L5 Prefer to have knowledge of Naval Correspondence )
| 5 [
‘T Work Schedule : Mon-Fri 0730-1630 H
" | Required documents/#HE¥H : ]
| 1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire: & /i & & & ]2 1l
]2 Copy of English Proficiency Test: $3h D5 He A RE+ 2 FHO 2 ' — ]
U 3. Copy of completion of Naval Correspondence if obtained: Naval Correspondence Class D& 1 &) H
| HIUTIRM ]
L LE U EOBRKREOA ZRE L T 2SIV ]
! |
f |
| .
LANGUAGE PROFICIENCY LEVEL (LPL)
I FEFRE IR i
| |
| B TRAEEINS LPL LRIV TREIETS L, ]
U% Please see the below for the English Language Proficiency Level (LPL) required of the position: H
| [
i TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN ]
ﬂ° LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk H
ﬂ% Test Based Test Based Test * H
ke 4 — Exceptional - - - - gl
| meorsEETs 860~990 | NA 600 250 100 NA 1st i
L, zﬁ_g'iegt&,ﬁgﬁ pwigy | 7307859 | 90~100 550 ~ 599 210 ~ 249 80~ 99 870 ~ Pre-1st J
% 2 — Average N ~ ~ - - - &
R 550~729 | 75~89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 | 2nd |
I 1 - Elementary - o - - - - }
B 400~ 549 | 65~ 74 430 ~ 459 120 ~ 139 40~ 49 475~ 559 | Pre-2nd ;
Pre-1—Minimal N N o

e MRS 5 E 2 350~399 | 40~64 NA NA NA NA 3rd :

0 — No language proficiency pl
RN R EE 2L ]

|

i

2016 F£2 A 8 HUAI L VikitEB ST L% MLC/IHAREZEE T, 2016 F£2 B 8 HLARTICHITI N7z EPT (English }

Proficiency Tests) FERIER Z BFHHDH L. TOHBBEROBFIML 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.



