Civilian Labor Affairs Office

United States Marine Corps

v O E L ERILER

Combined Arms Training Center, Camp Fuji

Gotemba-City, Shizuoka-Pref., Japan

Job Posting Site/sk AiB#E

Date: 22 APRIL 2026

CAMP FUJI - MLC/THA POSITION VACANCY ANNOUNCEMENT

https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/LN-Programs-CATC-Camp-Fuji/Camp-Fuji-Vacancy-Announcements/#In-programs-camp-fuji

ATTENTION

20265E4A15H LV BEERH L2V ¥ L7, Application form has been updated as of 15 Apr 2026.

2ZRELERE S Announcement No. : 003-26

PWO #: FUJI-26-PWO-
003/004

i, HE&. 85K, ik, 55F6EEH
Job Title, Job No, Basic Wage Table, Grade, Language Proficiency Level:

== Housing Manager
#88, BWT-1, Grade-5, LPL-3

BBE Activity: Military Housing Office, S-4, CATC Camp Fuji

SR A No. of recruitment: | EFIDIERA Type of Employment:

2 XMLC [JIHA

X&EHF Permanent
CIPRTEEAR Limited Term
# B HZET

Not to exceed
FE BRI DAL R - 55 HED E]REEHD

Term may be extended or shortened

EhFEIBPR Location:

ETESHRX
AR R iR E

CATC Camp Fuji
Gotemba, Shizuoka

S EFH Area of Consideration:

XIMLC/IHARERE (Fr>TELW)
Current MLC/IHA employees within Camp Fuji

XIEMLC/IHATEEE (EEIER)

Current MLC/IHA employees within commuting distance

NIEMLC/IHAEEE (EREE/BlLEtEEREBECEE)

Current MLC/IHA employees (Japan-wide/Relocation costs must be borne by the

individual)

XOEBIGESE

S&EMtIB Closing date:

ERANNREITDET
Open until filled



https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/LN-Programs-CATC-Camp-Fuji/Camp-Fuji-Vacancy-Announcements/#ln-programs-camp-fuji

Off-base applicants

E&FEAZE Summary of Duties:

This position is responsible for the operation of the Unaccompanied Housing (UH) program to include management
and utilization of assigned unaccompanied housing facilities, determination of housing requirements, and is the Sub-
custodian for Furniture, Fixtures & Equipment (FF&E) used to support the billeting operation at the camp. The
program encompasses base bachelor housing spaces.

1. Unaccompanied Housing (UH) Program Management

a. Serves as UH Manager, responsible for implementing management plans and directives concerning the
operation and utilization of housing assets at the camp and planning, scheduling, and coordinating all major
activities for housing projects and facilities associated with the assigned unaccompanied housing facilities/
spaces.

b. Coordinates with the GS Housing Manager and the S4/Logistics Section through the supervisors ensuring
responsiveness to the camp and tenant requirements and to gain command support for projects related to the
UH program. Responsible for communicating with tenant units on any issues with the tenants or the facilities
and ensuring UH requirements are filled. Reports any issues/project requirements to the supervisor.

c. Implements overall activity plans and procedures for housing assignment, eligibility, and related activities.
Determines total billeting requirements for assigned units and allocates adequate billeting space to each unit to
ensure unit integrity is maintained to the greatest extent possible. Allocates housing quarters to all
unaccompanied personnel reporting for duty at the camp, ensuring check-in and check-out inspections are
performed for all tenants.

d. Develops and implements effective occupant relations program to encourage a high level of occupant
cooperation and pride. Implements housing related procedures and instructions. Mediates and resolves a variety
of disputes between occupants and management not resolved by lower-graded staff.

e. Enforces compliance with UH directives, fire prevention regulations, safety, and utilities conservation directives
to obtain uniformity of operation, equitable housing quarters assignments, and maximum utilization of adequate
facilities.

f.  Processes maintenance work requests for assigned UH facilities in accordance with existing orders.
Responsibilities include verifying necessity and scope of requested maintenance, preparing work request with
appropriate documentation, assigning work request number and maintaining work request log, verifying
satisfactory completion of work request, and coordinating cyclic and self-help maintenance programs through
timely dissemination of information and requisition of supplies and materials.

g. Implements inspection program by inspecting the operation of assigned facilities to ensure records are current
and accurate for resident quarters inspections, maintenance requested and performed, FF&E replacement, key
control, and security.

h. Develops and maintains a rigorous key control system for unaccompanied housing. Serves as the Cash
Collection Primary or Alternate for Unaccompanied Housing by collecting funds for damaged furniture or lost
keys and making regular deposits.




i. Develops and implements a comprehensive self-help program within prescribed policy guidance to provide for
and encourage the voluntary participation of UH occupants to maintain and improve housing assets.

j-  Implements annual housing occupant surveys to ensure that occupants' needs are met and quality of life
standards are maintained.

k. Drafts, monitors, and coordinates correspondence, ensuring requisite files and directives are maintained.
Maintains utilization records and prepares eMH Reports, BEQ room availability, and renovations status used
for quarterly reports submitted to Headquarters Marine Corps (HQMC).

2. Sub-Custodian for Furniture, Fixtures & Equipment (FF&E)
a. Serves as the Sub-Custodian for all FF&E assigned to support UH activities at the camp.

b. Manages the UH Consolidated Memorandum Receipt and ensures that FF&E in the individual rooms is sub-
signed to the occupant(s) of that room.

c. Identifies unserviceable FF&E for turn-in or repair and schedules replacement of barracks furniture. Removes
and places new FF&E in barracks rooms where applicable (replacements and not whole room concepts).
Coordinates with the supervisor to order replacement fumiture in accordance with established Military Housing
Office (MHO) procedures. Recoups the cost of replacement or repair of furniture due to occupant's abuse or
neglect and handles these collections in accordance with established UH program regulations and procedures.

3. Technical Oversight to UH Program Staff

a. Provides technical oversight to lower-graded employee(s). Conducts on-the-job training and checks for work
performance. Recommends necessary personnel actions to the supervisor.

b. Manages local national contractor activities by ensuring base access requests and/or escort service are propetly
processed and enforcing compliance with established regulations. Also ensures that complaints and
discrepancies between contracted service workers and occupants are properly resolved. Serves as liaison/
translator as required.

4. Must be able to maintain a valid local driver's license. Occasional driving of a small truck and to/from Naval Air
Facility (NAF) Atsugi for money deposits is required, as needed.

Performs other duties as assigned.

BEH&EEM Qualifications / Licensing Requirements:

e Performs miscellaneous functions such as operating pertinent computer and software programs that
relate to job performance.

e Comfortable with Microsoft Office products that include: Outlook, Word, PowerPoint, Excel, eams,
One Note, TEAMS, Publisher, etc; eMH, QSRMax... Other software not mentioned shall be
handled and expected to be learned on an as-needed basis.

e Must be able to communicate via email & telephone, handle various other admin functions as
required for Logistics office.

e Must possess a valid Japanese driver's license.




EhF5BFR Work Schedule:

Ep¥E05ME 0 07:45-16:30 BFHH : A—& A8 11:45-12: 30

Work hours: 07:45-16:30 Workdays: Monday-Friday Recess: 11:45-12:30

R ZE M Required documents:

1. f@fEE USFJ FORM 196aEJ—PERSONAL HISTORY STATEMENT

> (https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-

Office/LN-Programs-CATC-Camp-Fuji/Camp-Fuji-Vacancy-Announcements/#In-programs-camp-fuji)®
[Camp Fuji Staffing, Recruitment & Classification IDFILFI>AZ1—%F<E SRABED TG
SHEMEEHRINTVET, J7IZ2BVSEOFEASITIDOT(FL —E I ZPCIARFLTNSR
FUIIPAINARLTLIEEW,

USFJ FORM 196aEJ-PERSONAL HISTORY STATEMENT is available from the ‘Camp Fuji Staffing,

Recruitment & Classification’ drop-down menu in the link above. Before filling out the form, please save the file
to your computer first, then enter your information into the saved file.

2. MEBLENZPBEERENDOIE—  Copies of the required certificates/licenses
3. REBEENZEIBAIZEFEDIE—  Copies of English Proficiency Certificates

XOMEBDSIGE D7 (FREFENRBDEIT DT FELDEE I EE CELTZE ),

The submission procedure for Off-base applicants differs; please refer to the application instructions below.

5575 3& How to apply:
(BAMLC/IHATE%E Current MLC/IHA employees)

MLC/THAK ABEITGEEN DA F FEOA—IL T RLAN REERZRMTUREZSFEVELF T,
We are encouraging applicants to submit the required documents via email to the email address below.
[EEER L 7o X—IL7 RUA Email Address: FUJI JN STAFFING@usmec.mil

s EX—-UCTEEEZIRE I ROALIGHEISE Important Notice about the e-mail submission.
- Subjectff&(C(. HIMIEL LS ELEESZHRECL TS,
E-mail subject must contain “Job Title” and “Announcement No.”
- WIELEEPDF (3MELA) T. Zip FileF(ICEME IIHREBFEVLES,
Submission is limited to 3 PDF files, do not zip the files.

= FIRILEEEREDBE} CLAO ASERF (FroJEL. @MES 140, 122 5F) (CTRIFIT

Web&Ed,

Printed documents are accepted at Room 122, Bldg#140, Civilian Labor Affairs Office at Camp Fuji.
n SEFRIGGEHOVESHEDHIRECZE.
Submit ONLY required documents listed in the announcement along with your application.
n #BYIE  BEBEFEEUIBO1L6 : 30X TICCLAOIRELTTFEW, MED®HhdE IR TEFEA.

Deadline: required documents must be submitted to CLAO, no-later-than 16:30 of the announcement closing
date. Incomplete applications will not be processed.



https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/LN-Programs-CATC-Camp-Fuji/Camp-Fuji-Vacancy-Announcements/#ln-programs-camp-fuji
https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/LN-Programs-CATC-Camp-Fuji/Camp-Fuji-Vacancy-Announcements/#ln-programs-camp-fuji
mailto:FUJI_JN_STAFFING@usmc.mil

» SAFEITO L, WHIEEDOHCTEBEUT T, IRESNTICESZAORANEVUFEA . ZRMEEXDIRER
SRS VLFT,

Only successful applicants will be contacted for an interview after the document screening.
Submitted documents will not be returned. They will be appropriately disposed of after the vacancy is filled.

s BEIVEDEEFr>TELTREAASE (E8E224-8383) Ficld. LEEEERESLEA-ITRLAET
TEHETEE
For more information, please call the Civilian Labor Affairs Office at DSN 224-8383 or email the address above.

(AE8BI5SE Off-base applicants)

SMEBIGEE FMIRIATEVAAN BIBESHEESHEEME(TLE) IOHPZIHEBVVIIZE, T55(C58 N
TV EBAZEME. TN EBRSZEARH O EEELTLOEMENLET .

Off-base applicants should refer to the website of the Labor Management Organization for USFJ Employees,

Incorporated Administrative Agency (LMO), complete the required documents listed there, and submit them to the
LMO Zama Branch by mail.




A F HE IR
LANGUAGE PROFICIENCY LEVEL (LPL)

BB TRALENSLPLLALIE TSRRZIE TS,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEFL TOEFL TOEFL

LPL TOEIC | ALcpT | (PBT) (CBT) (iBT) casec | LINEN
Paper Based Computer Internet iR
Test Based Test Based Test

4 — Exceptional

SR DREHEE TS 860 ~990 | NA 600 ~ 250 ~ 100 ~ NA Ist

3 — Fluent

EBLSREEDAETS 730~ 859 | 90 ~100 550 ~ 599 210 ~ 249 80 ~99 870 ~ Pre-1st

2 — Average

TN A ETS 550~729 | 75~89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 | 2nd

1 — Elementary

TSN REENEETS 400~549 | 65~74 430 ~ 459 120~ 139 40 ~ 49 475~ 559 | Pre-2nd

Pre-1 — Minimal

2/ RO E BT 350~399 | 40 ~ 64 NA NA NA NA 3rd

0 — No language proficiency

SBFRENEERSRL

2016F2H8H LRILDFR G AN TLBMLC/IHAREZEE T, 20168 2H8HLARICHEITSNIZEPT (English

Proficiency Tests) itE&faR2HBFRFEDT (L. TORERIERDEBFZRLANINIRLPLLAIEL TEREINET,

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.



