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

v T E L ERILER

Job Posting Site/:k A#H#4

Date: 17 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

2ERELERES Announcement No. : 006-26

PWO #: FUJI-26-PWO-007

B, BE. 85K, Sk BFED
Job Title, Job No, Basic Wage Table, Grade, Language Proficiency Level:

BHEEIO)S AR MWR Program Assistant
#225, BWT-1, Grade-4, LPL-2

BBEX Activity: SMP, Athletics, MCCS Camp Fuji Branch

S AEI No. of recruitment: | EEFIDFEXH Type of Employment:

1 OOMLA XIHA

XEF Permanent
OPEEHAM Limited Term
# B HJZT

Not to exceed
EFRHAE DL R - FafEda] gE 4 dnh

Term may be extended or shortened

EpFEISPR Location:

ELTESHX
FRi RIS

CATC Camp Fuji
Gotemba, Shizuoka

S EE§M Area of Consideration:

NIRMLA/IHATERE (BEIEN)
Current MLA/IHA employees within commuting distance
NIEMLA/IHARERE (EREE/BUEEEERGE S &)

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

XONEBIESEE
Off-base applicants

SE&E®IA Closing date:

RANREISET
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

E&FEAZE Summary of Duties:

Acts as a source of information of the activities of the SMP. Organizes multiple community relations programs
with the military and local national communities. Meets with local vendors such as travel agencies, tourist sites,
etc. to negotiate fees, cost and services for SMP trips. Attends meetings as necessary. May serve as an interpreter
to communicate with local vendors as necessary.

Plans and organizes various reoccurring and non-reoccurring events at the camp level ensuring the program is
meeting the needs of the single Active Duty Military members.

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

Arranges for necessary supplies, transportation, venue reservation, and services to accomplish the preparation and
execution of scheduled SMP activities.

Plans and develops short and long-range SMP calendars.

Prepares and types correspondence and various documents to include Letters of Appreciation (LOA) in correct
Naval Correspondence formatting. Compiles data/statistics for after-action reports. Prepares and summarize
various reports for supervisor’s review. Reviews outgoing correspondence for accuracy in format, grammar,
punctuation, and spelling ensuring that all necessary supporting documents or enclosures are attached. Maintains
files, ensures correspondence is stored in the proper SSIC sequence; ensure correspondence is maintained per
current directives. Maintains sign-in rosters, Rec Trac, and activity patron counts.

Responsible for the general maintenance and upkeep of the recreation center, recreational equipment, and other
ancillary properties, and submits service tickets/work requests to the appropriate authorities for repair and
maintains a maintenance log. Assists in maintaining the overall appearance and cleanliness of the recreation center.
Assists/greets incoming customers. Receives incoming telephone calls, identifies the caller, and determines the
nature of the call and directs it to the appropriate person, or independently provides answers to routine and non-
technical questions.

Operates MCCS vehicle to transport volunteers/patrons to various locations as needed or assigned.

Performs other related duties as assigned.

EH&E ¥ Qualifications / Licensing Requirements:

o HAFBLHRFEBEOMAS T, HANOBHREENRNICTZI 1T -3 ZBEENTE BTGV TESRELT
WIHTEDTL. (RIKTELPL-2DWZA. LPL-3M'EFELLY)

o MM EBZERNT DR, IEHRER - SOK - D5 mz AVWTERR TE L,

o 3PYETOMCCSOAAEDNRFZEUSTETEHIL,

o HBOEIE BS(CHIIRIEREE. MetER XEZ/EMISH(C. Excel. Word, OutlookzZ0E
ANBIDE1-H-YINIITV O EEOITNDIE,

o HFRIKEDHRIV-—H-ERZIRMHTE, BRI U TFEIIRBEBE THIGU. fDOZYIEETTTTYS 3
(CHHULTENT DL,




ERUVFDYIDDRTE, IOz B (CIEL, BRIz D TS TE L.

o KA. BEXR. NAZSVRUREFEE AN TESL.

o RIFEIOIIBMAE. 517, FeMELTEENTE RASORIR (¥914kg) FTOMZ— ATHRSE LI &
TE. 30/R> REiBR MBI HNERR DL,

e Must be able to communicate effectively in both Japanese and English with internal and external
units and service as an interpreter as necessary (minimum LPL-2, LPL-3 is highly desired)

e Must be proficient in English writing for outgoing correspondence ensuring accuracy in format,
grammar and punctuation.

e Must be able to obtain a MCCS government vehicle driver’s license up to 3 tons.

e Knowledge in basic computer software including Microsoft Excel, Word, Outlook in preparing a
variety of reports, statistics, and correspondence concerning the management and issuing of
equipment.

e Must be able to provide world-class customer service, have a pleasant attitude to greet customers,
and work professionally with other workers.

e Must be able to handle multitask and be able to prioritize duties while working under strict
deadlines.

e Must be able to work flexible work hours including nights, weekend, and Holidays.

e Must be able to perform prolonged standing, walking, reaching, lifting and carrying objects up to
30Ibs independently and objects over 30lbs with assistance.

EhFE0FRI Work Schedule:

HiE- A8 . (B0, NBE-AKRIE) 10:00-19: 00 fA%H14 : 00-15:00
(HEE) 06:00-15: 00 fA%810:00-11:00

EBOMHE(GU TSR RIS (JZ B (D BIRE N HDF T,

Sun-Thu: (Sun, Tue-Thu)10:00-19:00 Recess: 14:00-15:00

(Mon) 06:00-15:00 Recess: 10:00-11:00
Work schedule may change depending on program needs.

R ZE X 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/#ln-programs-camp-fuji)®d
[Camp Fuji Staffing, Recruitment & Classification IOFILAFI>AZ1—-%FA<E SRABED TG
SREMEEEINTVET, 7ML ZRVESZDFEA ST TIDTIIRL, —EI71)ZPCILARTFUTHSE

FURRIDPAIINAADULTLZELN,

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. MEBLENZPIEERENOIE—  Copies of the required certificates/licenses
3. REBRENZEEBAIZESADIE—  Copies of English Proficiency Certificates



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

XOMEBNSIGE D7 (FREENRBDEIT DT FEEDISE I E2 CELTTE,

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

5575 3E How to apply:
(BRMLA/IHA%ESEES Current MLA/IHA employees)

MLA/THAK ABEICISEEN DS F T EROA-ILT RLAN REEFRZRMTUREZEFAVELET,
We are encouraging applicants to submit the required documents via email to the email address below.
BREEIRE FEA—IL 7 R R Email Address: FUJI JN STAFFING@usmc.mil

s EX-UCTEEEZIRHE I RO ALIRHXENSE Important Notice about the e-mail submission.
- Subjectff&(C(F. WIHIER LS ELESESZAEL TS,
E-mail subject must contain “Job Title” and “Announcement No.”
- WITE4EIPDF (3ELAA) T. Zip File(CEHERIICIREBFEVNLET.
Submission is limited to 3 PDF files, do not zip the files.

» FIRILBEEREOBEE CLAO ASEB (Fr 8L, BMES 140, 122 5F) (CTRIHT

WelEd,
Printed documents are accepted at Room 122, Bldg#140, Civilian Labor Affairs Office at Camp Fuji.

» SEZRIGEROVEBEEIEOH RIS,

Submit ONLY required documents listed in the announcement along with your application.

w fHIE : EEEEFTIED16 : 30FTICCLAOGRHEULTTEV., MEDHDIE 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.

s SAEEQ L WEIEBEOHCEEHUET, I—ESNUSES ORI EVUERA . ZEMBFDIREE
SHEETCALDVZLET,

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 TETRBAANSEED (88E224-8383) Ffi(d, LEEEEEREETEXA-IITRLAET

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

(SEBRS5=E Off-base applicants)

HEBICSEEIMIRIIITECEN BIBESFHBESHEEMB(TILE) IOHPZIHEERVVIIZE ., T55(CFEEN

TV EEREFMNAE. TV ERRSZEARL O EEETTLOBMMOVLET,
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.



mailto:FUJI_JN_STAFFING@usmc.mil

A+ HE IR
LANGUAGE PROFICIENCY LEVEL (LPL)

B TRBAEENBLPLLALIE TERZIE TS,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEFL TOEFL TOEFL

LPL TOEIC | ALcpT | (PBD) (CBT) (iBT) cAsEC | LIKEN
Paper Based Computer Internet RiR
Test Based Test Based Test

4 — Exceptional

SRR AE T 860 ~990 | NA 600 ~ 250 ~ 100 ~ NA Ist

3 — Fluent

B LSBEEHAET 2 730~ 859 | 90 ~100 550 ~ 599 210 ~ 249 80 ~ 99 870 ~ Pre-1st

2 — Average

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

1 — Elementary

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

Pre-1 — Minimal

2RO HEETS 350~399 | 40 ~64 NA NA NA NA 3rd

0 — No language proficiency

EFRENZESRV

201642 A8 H UBIL DM EEAINTLBMLA/IHAREE S T, 20164288 HBICFITENIZEPT (English

Proficiency Tests) s{B&RIERZHIFEDT (&, TOHERFERDFEEFZIRLANIDIRLPLLANINEL TEEBEINET.

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.



