. MLC/IHA Position Vacancy Announcement

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

MLC/IHA ;R AB54E ]
P RFANSEE |

Ug, Vacancy Announcement/>R AJA% H

I ATTENTION I
i Application form has been updated as of 1 Oct 25. i
I 20254510 B 1 B&YBEESHFLIHY E L=, :

I L I
- Application forms ERERK :
. MCIPAC/ICHRO/MLC-IHA 12300/2(Rev 9/25) &Questionnaire |

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

‘ . . ‘
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(D Hard copy submission (/BB &#X) |
Hard copy application package(s) are accepted at drop box located at Camp Foster, pl

Bldg#495. pl
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1) Email subject must contain job title and PWO#
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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 GIEBHH) d
ﬂ% - Application with required documents must be submitted to LN Employment Unit, CHRO no H
ﬂ% later-than 16:30 of the announcement closing date for either hard copy or email. Incomplete H
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H - 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. J
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L - For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to: i
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* Please see the below for the English Language Proficiency Level (LPL) required of the position: 5
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For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess J
EPT test (English Proficiency Tests) result dated prior to 8 February 2016, the attained level will be “grandfathered” Y
and honored as the employee’s current LPL. i
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Re Announcement 26 Jan 26

Announcement No. 175-25R

PWO #: 273 | Position: Clerk, #0042, BWT-1, Grade-3, LPL-2

MLC F/T, Permanent Number of position(s): 1 | Location: Camp Hansen
Organization: MCB Camp Butler, MCCS Div, Semper Fit Branch, Fitness Center Hansen Annex
Area of consideration ZEEEHIPH: Closing date: (#2HIHARR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 3 Feb-2026

BRI TEA S TW5 4 MLC/IHAREEE

Task List: _Administrative Duties: a). Provides clerical support to ensure efficient office operations. Assists in
the daily operations of a multi-faceted diverse fitness center and provides fist level support and service to
customers. b). Establishes and maintains a variety of files. Routes and distributes mail to appropriate individuals.
¢). Composes correspondence such as memorandums and letters. Establishes and maintains suspense dates to
ensure that required actions and responses are made within deadlines. d). Maintains and orders office supplies. e).
Prepares time and attendance data and submits them in a timely manner. f). Receives and directs telephone calls or
visitors. Based on the general knowledge of the organization, refers telephone callers and visitors to appropriate
staff or office. Answers routine, non-technical requests for information. Takes and delivers messages for staff
members. Makes appointments and keeps appointment calendar. g). Types, edits and prints a variety of documents
for the office staff including correspondence, reports. memorandums, work requests etc. Determines the
appropriate forms to be used. Consolidates information for various reports in accordance with established
procedures and guidance. Assists on an as needed basis in translating information related to the gym. h). Operates
cash register, conducts inventory and ensures security of funds and property, assists the supervisor with shift and
end of month inventories. 1).Completes the Daily Activity Report (DAR) and prepares money for deposit.

General Duties: a). Assists in set-up and preparation of the facility supporting strategic events such as athletic
and/or recreation events, and other special events. b). Assists in ensuring all facility rules and regulations are being
adhered to. c). Issues athletic supplies and equipment. May clean equipment or other items as directed by
management. d). Advises customers on the practical and safe use of equipment. Checks supplies and equipment for
serviceability, as appropriate when damaged or unserviceable supplies and/or equipment are identified, reports
condition/status to supervisor. €). Advises customers on the practical and safe use of equipment. f). Assists or
independently opens and/or closes the facility. g). As required, trains new employees on proper customer service,
telephone etiquette and all general day-to-day operations. h). Checks supplies and equipment for serviceability, as
appropriate. Other Duties: Performs other general duties as assigned to support operations.

Qualification Requirements &% 54

- Ability to communicate in English - speak, read, write, and understand in a business environment.(LPL-2)

- Must have at least 1 year of administrative or supply order experience or education that the candidate can
demonstrate an ability to perform variety of clerical duties.

- Must have excellent interpersonal and customer service skills.

- Must have skills in using computer software applications including Microsoft Office — MS Word, Excel, and
PowerPoint. Ability to maintain and update project files and provide database management.

- Must have driver’s license (Futsu) and able to obtain a Government Owned Vehicle (GOV) to travel between
facilities in different camps as required.

Other Requirements:

- Ability to conduct independent research, manage multiple tasks and accomplish work in timely manner.

- Able to work outside the normal schedule hours (to include weekend) for special occasions as needed.

Must be able to lift and carry items up to 45 lbs. independently and over 45 1bs. with assistance when needed.

Work Schedule- : (Mon-Sun): 8/10hrs shift per day, 40hrs per week

Required documents/# HESE :
1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: &/ &g R
2. Copy of the GOJ Driver’s license: &zt FZFAED =1 ' —
3. Copy of English Proficiency Test: #GEmsESRET) A4 5 EHHD 2 v —
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