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

Hard copy application package(s) are accepted at drop box located at Camp Foster,
Bldg#495.
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@ Email submissions (X —/1#&H)
Submit to mcipac_chro_jn_empl@usmc.mil
ERA—LT FLRICIREH

1) Email subject must contain job title and PWO#
A—JLD (Subject) H& IZIXEET HHER L PIO#ZEH L TTF S,
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.
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Note CGEXEZEIR)

- 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.
ERBLEY, RESNEREEHORAEIWN-LEE A

- 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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HHEEEIEMC/IHA ER% (645-3370/098-970-3370) X% A —JL 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 Sk
Test Based Test Based Test R
4 — Exceptional - ~ ~ -
FEEORE S B TS 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
Wb L S Al AT S 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - - - - - -
TRHEE N B ES 7 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 | 2nd
1 -Elementary - - - - - - )
BN RE ) & B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1—Minimal
N T 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FETTRE A S 2
2016 £2 A 8 HUAI L VikiEERB ST L% MLC/IHAREZEE T, 2016 F£2 B 8 BLARTICHEITI N7z EPT (English

Proficiency Tests) FERIER Z BFHHDH L. T OHBEROBFIRML 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.
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Date: 2 Dec 25

Announcement No. 155R-25 RE-ANNOUNCEMENT

PWO #: 241 | Position title: Administrative Specialist, #0009
BWT-1, Grade-4, LPL-2

MLC F/T Permanent Number of position(s): 1 | Location: Camp Courtney

Organization: III Marine Expeditionary Force, III MEF Information Group, III MEF Support
Battalion, HQ Company

Area of consideration ZLEEHIPH: Closing date: ($ZHi#R)
Okinawa Wide

(MLC/IHAs employed in Okinawa) 12 Dec 25
BENICTEAIN TS 42 MLC/IHA 168

Summary of duties:

Assists with updating local policy and guidance for the Travel Charge Card (GTCC) and Defense
Travel System (DTS) programs in order to maintain audit and inspection readiness.

Maintains DTS organizational reporting hierarchies that support electronic routing and approval of
documents via DTS. Maintains appointment/acknowledgement letters and required training
certificates for accountable officials. Extracts and works required reports. Adds and registers new
users, detaching users, and assists travelers in reducing errors within their DTS profile. Receives and
responds to DTS trouble issues presented by CE personnel or higher headquarters. Liaisons with the
DTS Help Desk, Lead Defense Travel Administrator (LDTA), Financial Defense Travel Administrators
(FDTASs), to resolve authorization/voucher errors and/or rejections.

Assists in monitoring and maintaining the HL-7 III MEF CE GTCC program. Extracts, properly works
and maintains HL-7 reports. Properly checks in/out CE travelers, ensuring all relevant documentation
is accurate and properly retained. Processes increases/mission critical requests for cardholders when
necessary. Notifies travelers and supervisors of charge card delinquencies. Assists travelers in
updating GTCC profiles, reconciling GTCC statements, and troubleshooting errors. Liaisons with
higher HLs, Citibank, and cardholders in order to resolve issues or provide support for taskers, as
required. Assists in the training of CE travelers, users, Authorizing Officials, Certifying Officials, and
Reviewing Officials. Assists in the development and/or dissemination of training materials in the use
of new (or updated) policy and system modifications.

Qualification Requirements &#&5 514
1. Must be able to communicate in English/Japanese verbally and through written
correspondence (LPL-2 or above).
2. Must be able to use computer and related software (MS Word, Excel, Outlook etc).
3. Must have a minimum of 1 year experience and knowledge of administrative support
work.
4. Knowledge of Defense Travel System (DTS) is preferable.

Work Schedule : 07:30 — 16:30, Mon — Fri, 40 hours a week

Required documents/#2HH &4 -

1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: JE L & Z R
2. Copy of English Proficiency Test: HGEEE/) AR T 2 EHO a2 —

3. Copies of the required certificates/licenses. M2 & S 5 &R E D = 7 —
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