Civilian Labor Affairs Office
Combined Arms Training Center, Camp Fuji
United States Marine Corps
Gotemba-City, Shizuoka-Pref., Japan

v O E L ERILER

Job Posting Site/sk AiB#E

Date: 10 JUN 2026

CAMP FUJI - MLA/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.

ZERELERE S Announcement No. : 005-26

PWO #: FUJI-26-PWO-006

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

EREEI OIS LMBIEE MWR Program Aid
#224, BWT-1, Grade-3, LPL-2

BBB Activity: SMP, Athletics, MCCS Camp Fuji Branch

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

1 [OOMLA XIHA

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:

XIEMLA/IHATERE (BEIER)
Current MLA/IHA employees within commuting distance
NIEMLA/IHAEEE (EREE/BlLEtEERIBEC&E)

Current MLA/IHA employees (Japan-wide/Relocation costs must be borne by the
individual)

XOEBIGESE

S&EMtIB Closing date:

HERANNREIDET
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:

The incumbent supports and assists the Single Marine Program (SMP) Coordinator with organizing multiple
Community Relations Programs with the Military and Local National Communities in the area. The work requires
ability to communicate in fluent English, (read, write, and speak), to organize multiple community relations
programs with the Military and the local national communities in the area.

SMP Assistant duty:

Acts as a source of information of the activities of the SMP.

Assists the coordinator in arranging for necessary supplies, transportation, venue reservation, and services to
accomplish the preparation and execution of scheduled SMP activities.

Assists in planning and development of short and long-range SMP calendars.

Provides feedback and recommendations to the SMP Coordinator on customer inquiries into equipment and
events being conducted.

Attends SMP council meetings.

Administrative/Clerical duty:
Prepares various reports such as weekly/monthly/quarterly activities, participants and volunteer counts.

Reviews outgoing correspondence for accuracy in format, grammar, punctuation, and spelling ensuring that all
necessary supporting documents or enclosures are attached.

Maintains sign-in rosters and activity patron counts.

Performs weekly preventive maintenance inspections on the Semper Fit facilities. Submits service tickets/work
requests to the appropriate authorities for repair and maintains a maintenance log.

Works on computer to create flyers/notices for customers in Japanese/English using Microsoft Excel, Word, and
PowerPoint.

Completes the Daily Activity Report (DAR) and prepares money for deposit.

Athletic Program duty:
Monitors the operation of the reception, ensuring appropriate customer service is provided to all the patrons.

Assists customers and operates cash register if necessary.
Issues/receives/inventories sports/outdoor recreation gear.
Assists staff as needed; translates instructions/information as needed to Japanese employees.

Assists in ensuring all facility rules and regulations are being adhered to.




Assists or independently opens and/or closes the facility.
Maintains the overall appearance and cleanliness of the recreation center.

Assists in organizing various sports tournaments ensuring the program meets the requirements of a diverse
population.

Prepares after-action reports for all events and other reports as required by the Athletic Director.

Janitorial:

Cleans fitness equipment, field equipment, facilities, light fixtures, appliances, restrooms, furniture, sporting
equipment, outdoor recreation equipment, vehicles and other items as directed by management. Operates pressure
washer as needed to clean walkways, bathrooms and other areas which require additional methods of cleaning,

Ground maintenance:
Assists in preparing playing fields and courts for various recreational sports programs. Operates mowers, weed

eaters, and field maintenance equipment as needed.

Other duties:
Operates MCCS vehicles to transport volunteers/patrons to various locations as needed or assigned.

Performs other related duties as assigned to support operations.

BEH&EEM Qualifications / Licensing Requirements:

o EEBBERI WA ZRIFLTVSIL. NHEEL R ZEISL. REFTEIL,

o FHERUVBAAECHERFBPXETEANRIZIZI 33> TEDHE. (LPL-3 DL EAEFLL)

o URMLEINIRR. DAbERESE, AED, ISRFEHOMN - JICBIULAEIRTERIL,

o F—[Ol IREEUREIIRE 1 FETEOMBEIEEZT T TSHIE

o TR B BXRZZT. ZRIZNFENBIEETH DL,

o REFRIIZID. B F2MEI. 20F0U T OV EEMT, Fenl Lo, #BERI TS BT RU
B TE L.

e Must have a Japanese regular driver’s license and be able to obtain and maintain a GOV license.

e Ability to speak read and write both Japanese and English (minimum LPL-2 level for English, LPL-3 is highly
desired)

e Must be able to attend and pass CPR, AED and First Aid training.

e Must complete Cash Handling Training Course before handling funds and attend a Refresher
Course once per year.

e Must be able to accommodate a flexible work schedule including evenings, holidays and weekends.

e Must be able to perform prolonged standing, walking, reaching, lifting and carrying objects up to
451bs independently and objects over 451bs with assistance.

EhF5BFR Work Schedule:




Eh¥5ETRE 1 10:00-19:00 $%58H : &~—H A& : 14 :00-15:00
EBORE(CU RIS LR E LR RN HDET,

Work hours: 10:00-19:00 Workdays: Thursday-Monday Recess: 14:00-15:00
Work schedule may change depending on program needs.

R ZE M Required documents:

1. fBfEE 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 IOFILFIAZ1—%FI<E. SKRABED TG
SHEMEEHREINTVET, J7Z2BVSEOFEASITIOT(FL —E I ZPCIARFLTNSR
FUIIPAINAARLTLIEE W,

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. REBRENZEIBAIZEFADIE—  Copies of English Proficiency Certificates

XOMEBDSIGE D7 (FRETENRBDE T DT FELDISE T EE CELTZE ),

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

5575 3& How to apply:
(BAMLA/IHA%E2S Current MLA/IHA employees)

MLA/THAK AZEICISEEN DA F T EROA-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 ELEESZHHECL TS,
E-mail subject must contain “Job Title” and “Announcement No.”
- WIELEEPDF (3ELA) T. Zip FileF(IC(EMEE IIHRESFEVLES,
Submission is limited to 3 PDF files, do not zip the files.

s FIRILEEEREDBE} CLAO ASERF (Fr>oJEL. @MES 140, 122 5F) (CTRIFIT

WeLEd,
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  BESBEFEEUIBOL6 : 30X TICCLAOIIRELTTFEW, MED®HhdE IR TEEEA.

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

n BFEZQD L WHIEEOHTEBEUT T, IRESNTLEEEADRMNEVLFEA . ZREMEEDIREE



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

SHEE)cADVLED,
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 BEVEDEEFr TETRMAANSED (88224-8383) Field. LELBESREFLEX-IT7RUAET

TEHETEE N
For more information, please call the Civilian Labor Affairs Office at DSN 224-8383 or email the address above.

(S8BIB5SE Off-base applicants)

SMEBIGEE FMIRIATECAAN BIBESHEESHEEME(TLE) IOHPZIHEBVVIIZE, T55(C58 N

TV EZFEZFRE. DIV EBRISZEAMRH O EEEFTILOBMMNVLET,

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.

e F HE IR
LANGUAGE PROFICIENCY LEVEL (LPL)

BB TRUALENSLPLLALIE TSRZIE 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

KEEEDEE AT S 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

TR HEET S 550~729 | 75~89 460 ~ 549 140 ~ 209 50~79 560 ~ 869 | 2nd

1 — Elementary

HEREE A ET S 400~549 | 65~74 430 ~ 459 120~ 139 40 ~ 49 475~ 559 | Pre-2nd

Pre-1 — Minimal

=/ ROEEHEETS 350~399 | 40 ~ 64 NA NA NA NA 3rd

0 — No language proficiency

SEFRENEERSRV

2016F2H8H LRILDHR G AN TLBMLA/IHAREZEE T, 2016F2H8HLARICHEITSNIZEPT (English

Proficiency Tests) itE&fER2HBFRFEDT (L. TORERIERDBFZRLANINIRLPLLAIEL TEREINET,

For current MLA/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.



