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: 23 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

2ZRELERE S Announcement No. : 007-26

PWO #: FUJI-26-PWO-008

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

RTFIEFERE Hotel Desk Clerk
#156, BWT-1, Grade-3, LPL-1

&BB Activity: Mountain View Inn, MCCS Camp Fuji Branch

SR AH No. of recruitment: | EEFIDIERA Type of Employment:

1 [OOMLA RIHA

X&EHF Permanent
CIPREEAR Limited Term
# B HZET

Not to exceed
FE FEAR O R - 55 HEDE]REEHD

Term may be extended or shortened

EhFEIS AR Location:

ETESHRX

EEdRAL=Yidll ey
CATC Camp Fuji
Gotemba, Shizuoka

S EFA Area of Consideration:

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

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

XONEBIESEE
Off-base applicants

BSEMtIB Closing date:

HERANNREITDET
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:

ART2aVE RFINOTOY NSRBI DEREFFENAIN - —EXTR— Meigfftl. AL—XB

BREEZITY. ERFEHICF. FYANETR REEE, /\EEmPLIIIY-EADIRTE. BEEDR
R EEEENEEND. S50, HROER. F00ME). SREXRIERFOMGFIROTR—H
HEFIND. TERFEFEILUTO@ED :

FANG—ERETONTRADEE .

a. FAMDEVEDE, BIF. YVIIZANSRENDTOT1YSaHIUSTIEL. BNREE Y —ER %I 2,
b. FANDFH. FIvI4>. FIvI7INEEIREL. BBEDEIDH T, SBOZAG, T AN 1> NIRRT T
Do

C. FHIRREMAILICBEHEDS BLR— NAERk R E T .

d. kD7 I571E5 1, RPN, H—EOVWTOERZIEHE T2,

e. T ANBDRARNI - DEREITL\ SERIZRE . BROMHFEZI T,

f. \DRF—-E>I%ZIBL. BRROR S RI1Z>I TP DEIR%IT,

g. BRPEXIEFORSFIEZEITL. MEEROEZEHEFEPLT AMOEZ RIS ROEMZ1TI.

h. XU 72— H-LAVHR=b . BEENEmL ANV EREBIITABELIYR—N. ATS3o0
1BHRETRAL. EEL A DFAEEZI TS . BEEDBVEDEADITIE. FHIUEE, L >4 LERRFOHR—
28U T, AL~ X TR AR Z IR T 2.

IREEIRLARGT :

a. IHEEE HIIKOEMIE) 2170\ [T ERETD.

b. HNEMEESEFNEL. BYLEXRFNI D,

c. /)\5EEan, 7ILI-)VERRIBEDARTS, BEMALDL >IN B—ERZR M TS,

BERIRCEEEE

a. BEEDRIREITV\ RpERESZZAFI D,
b. R )mDIEECiFE BRI 5.

C. BMPZOMOEEZEX L, #ITI D,

BRI AM(ROY NS —>)T 0954 (ARMP) OFFEE
a. ARMPLDIRERHEEIRZ LI D,

b. Sy My MOSTHNNFHEZI T\ EYIREL R T,

c. ARMPEEFS(CREE S 2IREEIEFIRZ/ETI D,

TOMBDZETS -




a. TANDEMEYPZEOIR, Atz —S%(1 5317 - Bl S AMNORBERIZ1Zr—23>%ES,
b. ZOMEEEEFZZITI B,

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:

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 counters 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 smooth
and efficient experience for customers by handling inquiries, processing reservations, and offering support
throughout their rental period.

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.

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.

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.

Other Duties:
a. Handles guest mail, sorts and distributes messages, and ensures effective communication with guests.
b. Performs other related duties as assigned.

BEH&EEM Qualifications / Licensing Requirements:

o SANOLEEIEZNREMICAZIZT -2 3B EDIC TR RIANIN TREBDRHESLSENTESEE, (LPL-
1LAJL)




o NMEFEZFAIBEZ(HLCEICHIGTESIL.

o BRIZAHITEFHETEDIL,

o IVE1-9-3RTLheERUTRIRZERICGRHED. ANTEDIE.
o FERICAEV. EEMREERUTHIIUTIEETEDIL,

o EARMRIFEEURV OGN DD,

o ERRI0BALAICREEURI-RZIETIBIL,

o FAR25KRVR (#911F0735L) ZEIRTHSE LIFBIENTEREL.

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

and supervisors. (LPL-1 level)

Ability to effectively deal with foreign speaking customers.

Ability to work by shift days and nights.

Ability to access, read, and accurately input information using computer systems.
Ability to follow instructions and work independently without direct supervision.
Knowledge of basic cash handling techniques.

Ability to complete cash handling course within 30 days of hire.

Ability to lift up to 25 pounds (11 kg) independently.

EhF5BFR Work Schedule:

1E7 B 2485 IR TN T i . BREAHITEKCENTES L.
7 days a week 24 hours. The schedule can be at any time. Ability to work by shift days and nights.

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)®d
[Camp Fuji Staffing, Recruitment & Classification IDFILFI>AZ1—%F<E SRABED TG
SREMEEINTVET, 7ML ZRWEEZDFEA ST TIDTIIRL, —EI71)ZPCIRFULTHS/R

FURITAWAAAUTIZE N,
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. REBRENZEIBAIZEFEDIE—  Copies of English Proficiency Certificates

XOMEBDSIGE D7 (FREENRRBDE T DT FELDSE T EE CELTZE L,

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

5575 3& How to apply:



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

(BAMLA/IHA%E2S Current MLA/IHA employees)

MLA/THAK ABEICISEEN DA F TFEROA-I T RLAN REEFRZRMTUREZSFEVELF T,
We are encouraging applicants to submit the required documents via email to the email address below.
[EEER M 7eX—)L7 RUA Email Address: FUJI JN_STAFFING@usmec.mil

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

= FIRILEEZREDBE} CLAO ASERF (Fr>JEL. @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 after the closing date.
Incomplete applications will not be processed.

s SREZQ L WEIEEOHCTERHUE T, I—RESNCES ORIV UFEA . ZZEMEFDIREE
SHEECLDVLET,
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 TETRBAANSED (88224-8383) Fld. LELEESREFLEX-IT7RURET

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

(AE8BIB5SE Off-base applicants)

SMEBIGEE FMIRIATECAAN BIBESHEESHEEME(TLE) IOHPZIHEBVVIIZE, T55(C5# 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.

A F e IR
LANGUAGE PROFICIENCY LEVEL (LPL)

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



mailto:FUJI_JN_STAFFING@usmc.mil

TOEFL TOEFL TOEFL

LPL TOEIC | ALcPT | (PBT) (CBT) (IBT) casec | NEN
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

FELSREENAETS 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

2/ RO AT T3 350~399 | 40 ~ 64 NA NA NA NA 3rd

0 — No language proficiency

SEFRENEESRV

2016F2H8H LIRILDHR G SN TLBMLA/IHAREZEE T, 2016F2H8HLARICHEITSNIZEPT (English

Proficiency Tests) iE&RiERZHFEDS (&, TORERFER DB ZIRLANIDIRLPLLANILEL TEBENE T,

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.



