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

Vacancy Announcement/R AJEE

Date: 24 Apr 2025

CAMP FUJI - MLC/THA POSITION VACANCY ANNOUNCEMENT

https://www.mcipac.marines.mil/Staff-and-Sections/Special-Staft/Civilian-Human-Resources-Office/LN-Programs-CATC-Camp-Fuji/Camp-Fuji-Vacancy-Announcements/

Announcement No. 007-25
PWO #: Position title: Hotel Desk Clerk, #0156, BWT1-3, LPL1
FUJI25-PWO-007 RTIVEFEH. #0156, EAMER 1. Fl3,88F D1

T p ] - Location FA3EI5FR :
ype: Permanent ' No. of position SFEAEL: | b a
THA EA3 5585 Camp Fuji ¥vY I B (FERR)

Organization k4 : MCCS, CATC Camp Fuji, MCIPAC (5% > 7 5 1= f Al AT)

Open to SR N/ABH AL &F: Closing date:
Current MLC / IHA employees within commuting area of Camp Fuji,
or to those willing to relocate at their own expenses. Open until filled.

BIMLC/IHATEE B & v > 7 H LIBEBENICIEET 507, b LIIAE | BAENRETSET
(CCEYEN~BETE 575,

Summary of Duties FFEDRE:

This position provides administrative and customer service support at the hotel front desk, ensuring smooth lodging
operations. Responsibilities include guest registration, cash handling, sales of retail items and rental services, room
inspections, and maintaining inventory. Additional duties include preparing breakfast, assisting with cleanup, and
supporting typhoon and inclement weather procedures. Major Duties include:

ZORY Y a U NE, RTNADT 0y b TATIZBS DEMES WA =P — AR - L, A
L= RIFINEE AT OE T, EREBICE, SR MR, BAEE, NEERP LA — B RO
JE. FEOSR, EEEFHATENET, SLIC PIROUER, AT oM, B RS ERERF O3S TFIE
DY R—bFbEENET, FEREBIILLTOHEY T @

1. Guest Services and Front Desk Operations:
a. Provides exceptional customer service by addressing guest inquiries, complaints, and requests promptly
and professionally.
b. Manages guest reservations, check-ins, and check-outs, including assigning rooms, issuing keys, and
handling guest accounts.
c. Prepares and maintains reports related to reservations and occupancy.
d. Provides information on local activities, tourist attractions, and services.
e. Prepares and sets up breakfast counter for guests, ensuring cleanliness and replenishment of food items.
f. Assists housekeeping with breakfast clean-up and maintains the dining area.
g. Implements emergency procedures during typhoon and adverse weather conditions, including securing
property and communicating safety instructions to guests.
h. Mountain Motors Car Rental support: Assists customers in the vehicle rental process by facilitating their

needs, providing information on available options, and coordinating the rental of vehicles from MVI. Ensures a
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smooth and efficient experience for customers by handling inquiries, processing reservations, and offering

support throughout their rental period.
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c. THRIRBEMIRIUC BT 2 LA — F ZAERL - (RE L £ T,
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2. Cash Handling and Sales:
a. Manages a change fund and maintains accurate financial records.
b. Conducts currency conversion and reconversion operations, ensuring proper documentation.
c. Sells retail merchandise, alcoholic beverages, and rental services, including vehicles.
A B L RGE -
a. HLEEH ($90 EROMERLRE) 21TV, IEMARME ek ERE LE T,
b. SME TR R 2 S h L, WY EEH AR L £,
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3. Room Inspections and Inventory Management:
a. Conducts room inspections and prepares deficiency reports.
b. Maintains records of supplies and property inventory.
c. Orders and replenishes food items and other inventory as needed.
R R & AT
a. HWEDORMZATV, KiflEE 2 L £,
b. fii i Wi DTEE LR 2 L L £,
c. B OMOIERZE L, flifELET,

4. Army Recreation Machine (Slot machine) Program (ARMP) Coordination:
a. Coordinates with the ARMP on cash-related matters.
b. Processes jackpot payouts and maintains appropriate documentation.
c. Ensures compliance with cash handling procedures related to ARMP operations.
HxL 7V m— g U T e 7T A(ARMP)DFREE
a. ARMP & OBLG B FIRZ I L £,
b. % v 7 Ay MO FREE 21TV, IR ER AR L,
c. ARMPEFSIZBIE T 2 B AR FIEZ AT L £

5. Other Duties:
a. Handles guest mail, sorts and distributes messages, and ensures effective communication with guests.
b. Performs other related duties as assigned.
Z DD
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Qualification / Licensing Requirements HERRFEIRS :

and supervisors. (LPL-1 level).

SEENTELZ L, (LPL-1 L))
2. Ability to effectively deal with foreign speaking customers.
AMEFE Z GRS L CHEIC N TE 5 2 L,

computer system.

ANTEHT &,
4. Ability to follow instructions and work independently without direct supervision.
FERIZIEV, EENREE R LTI L TIEETED 2 &,
5. Knowledge of basic cash handling techniques.
FARW 22 BT O F#N S5 Z L,
6. Ability to complete cash handling course within 30 days of hire.
JEM 30 HLWIZB Gl =m — 2 2B T35 &,
7. Ability to lift up to 25 pounds (11 kg) independently.

KR25ACR (W11 ¥uerJL8) 2HMTRLEFAZENTEDHI L,

1. Ability to read, write, and speak English at a level sufficient to communicate effectively with guests

FARRLEFIEREMC I 2= —a VERD OISR LV THEDHAES &

3. Ability to work by shift days and Nights Ability to access, read, and accurately input information using

BEZRHITEHHETELH L, arta—F—I A7 &M L THERZ EREICHEAID |

'Work Schedule Ej# & A 7Y 2. —)L:

7 days a week 24 hours. The schedule can be anytime. Ability to work by shift days and Nights
8 7 A 24 KRR OF TEHERMIZY T Mil, BERRHETES LA TEDS L,

Required documents :

—

MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire 12300/1
2. Copies of certifications.

. E{8EBFEZEMCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire 12300/1
2. FAEEREIAEDIE -

How to apply/)uEs 5 ¥:

Submit the completed package to//BEESEHE A —/L 7 R A FUJL JN_STAFFING@usmec.mil

@

@ Application form/Ji> 2 FHE:

QR code. JGHEHEIFLL T DY 7 F21FRaT— RN H X 7 m— K[,
O]

https://www.mcipac.marines.mil/Portals/28/JN%20App%20F orm%20and%20Questionnaire.pdf

We are encouraging applicants to submit the application packages through an email to the email address above.

MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire 12300/1 is available at link below or
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C SR ERECELET
‘T’ m Important Notice about the e-mail submission. e A —/WIZ CEEEZ TR T 2RO RO 2B bE

< — e-mail subject must contain “Job Title” and “Announcement #”

| SubjecttF#(C(d, WS RIS B S ESHIARRL TR

Uoo — Submission is limited to 3 PDF files including resume and attachments.
I URAFEEUE PDF (3 fHLAPN) CHRHBHV LET,

H" The paper based printed application packages are accepted at Room 122, Bldg#140, Civilian Labor Affairs Office at Camp Fuji.
‘T’ HIpI L 72 @ISR 05613 CLAONFEHET (v 78 1, @WK 5140, 122%5%) ([T TRUMITWzLET

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

| SR RO LB RO B TR 2 S0

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

I i) A c JEEEEITHREYIA 016 : 30F TIZCLAOICRH LT T &V, M 2 FHITZ T TEA

H m Applications are subject to screening prior to referrals. Only individuals selected for an interview will be contacted.

‘T Submitted application package will not be returned. It will be appropriately disposed, after the vacancy is filled.

- FHEATO L, EHEE ORI TEER L ET, BESHUSEEFRORANINZ LERA, ZEHER

L HLE 0 WA LI UL e LE T,

Ue m For more information, call Okinawa CHRO at 645-3370/098-970-3370, or email: FUJI _JN_STAFFING@usmc.mil

I F TG < E N,

I LANGUAGE PROFICIENCY LEVEL (LPL)
[ SR

B CHEE INBLPLL RV TREZZET L,

H“ Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
Uz LPL TOEIC ALCPT Paper Based Computer Internet CASEC xR
Test Based Test Based Test
0 =
‘T 4 — Exceptional
‘T B DREHEE TS 860 ~ 990 NA 600 ~ 250~ 100 ~ NA 1st
s 3 — Fluent
i . . . . . . _
s S L SHESHAET S 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
o 2 — Average
| TIEEHEESS 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 | 2nd
1S 1 - Elementary
U% DS REENEETS 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
H Pre-1 —Minimal
‘T =/ RO HEETS 350~ 399 40 ~ 64 NA NA NA NA 3rd
H: 0 — No language proficiency
[ EBFRNZESRL

U% 20162 B8H AT & V) Mk B S N T LB MLC/IHATEEE T, 20165FE288HLUIRTICFHEITS M7= EPT (English Proficiency
lTm@ﬁﬁ%%%ﬁ%%@ﬁm\%@ﬁﬁ%%@%imv&»ﬁﬁmmv&»&LT%%éﬂiﬁo
Uz For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess EPT

Uoo test (English Proficiency Tests) result dated prior to 8 February 2016, the attained level will be “grandfathered” and
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Uo honored as the employee’s current LPL. H
|
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