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

Vacancy Announcement/R AJE

Date: 9 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. : 005-25
PWO #: Position title: Billet Manager, #0024, BWT1-4, LPL2
FUJI-25-PWO-005 BEYL—Iv—, #0024, EXigxR 1. Fh4, 53BF N2

. Location FLSEIZPR :
Type: Permanent % /H | No. of position BHEAL: |

THA HoA 7 e 34 Camp Fuji ¥ IS (FRER)

Organization ##E4 : MCCS, CATC Camp Fuji, MCIPAC (5 > 7 5 F. AR

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:

1. Supervisory duties:
Exercises the following supervisory authorities and responsibilities.
Reviews work of employees to ensure the uniform application of regulations, policies directives and sound business
practices. Prepares work schedules and timesheets for [HAs and contract workers engaged in front desk and
housekeeping work. Approves/disapproves leaves for IHA staff. Provides advices or instructions on both work and
administrative matters; recommends personnel actions to the supervisor, such as promotions, reassignments,
appointments, terminations, awards, and discipline; and supports and promotes the Equal Employment
Opportunity Program goals and objectives. Adjusts work schedules to meet planned and unforeseen requirements.
Provides on-the-job training to new employees. Monitors and ensures training certificates are current.
Recommends/approves trainings necessary for the employees.

2. Front Desk Operations:
|Assists with front office operations, reservations and guest service activity for the MVI (Mountain View Inn).
Ensures that distinguished visitors and high-ranking military and civilian guests are afforded the appropriate
accommodations and services. Processes the reservations of distinguished guests and groups from different offices.
Ensures that room blockings, billing and other special requirements are accurate and accommodated to maximize
revenue. Interacts with guests on a regular basis to obtain feedback on the quality of product, service levels and
satisfaction results and reports to the manager. Discusses any issue with the manager and develop the way to improve
the level of services. Manages guest problems and complaints effectively. Reviews night audit reports, Daily Activity
Report and compile daily, weekly and monthly utilization data. Forwards completed reports in a timely manner.
Performs all duties at the front desk as necessary.
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| 3. Financial Management: H
‘T Counts and verifies cash count and acts as the Petty Cash Fund custodian. Ensures adequate measures are used to H
‘T’ protect cash in accordance with an appropriate procedure and regulations. Collects the income and prepares the report H
\T for vending machines and slot machines. Assists the Lodging Manager to prepare monthly variance analysis and mid- H
»  |year review. Maintains official operating records for internal control's review and audit. Responsible for maintaining :
. |cash change fund and completing a variety of daily cash handling reporting functions. .
U% 4. Supply and Facility Maintenance: H
. [Inspects the facility for irregularities of plumbing, fixtures, electrical hazards, and proper cleanliness and adequate |
H supplies, and other deficiencies, ensuring that satisfactory service is furnished, and sanitary and safety and other H
H regulations are adhered. Advises manager on development or improvement of internal operation procedure. H
‘T Coordinates with supply technician for MCCS property and equipment, maintenance, and repair of equipment, and H
‘T’ preparation of quarterly consolidated memorandum receipts (CMR) reports. Prepares work requests, maintains log of H

requests, orders supplies, and forecasts monthly usage requirements.

U% 5. Other duties: H
U% May perform as the Typhoon Duty Personnel when assigned. This duty requires the incumbent to stay at the Mountain H
Uﬂ View Inn beginning at Typhoon condition 1 C and ending when released by the supervisor. Performs all other related H
H duties as assigned. (This position may require the incumbent to lift and carry objects up to 45 Ibs) H
\L JJ
_ |Qualification / Licensing Requirements #ZE R RFFEIES : I
H 1. Must have customer service experience. (Hotel experience is preferred). H
CoR Ability to effectively deal with customer. Il
ﬂ" 3. Must have leadership skills to lead/supervise subordinate workers. H
ﬂ“" 4. Ability to communicate with customers including high-ranking military in English. (LPL-2 equivalent) H
= 5. Ability to access, read, and accurately input information using computer system. 5
U% 6. Able to work any shifts and during typhoon. H
. (7. Knowledge of basic cash handling techniques. o
. [Work Schedule B R 7Y 2. —)L: ]
I ]
. |Ability to work by shift days and nights. ]

H Mountain View Inn hours are from 0600-2300 and the schedule can be anytime during these hours 7 days a H
. [week 24 hours. However, the Billet manager may be called upon in an emergency, such as inclement weather| |

H or guest lock-out 7 days a week 24 hours. H
I |
\ \
* | Required documents : A
. | 1. MCIPAC/CHRO/MLC-THA 12300/2(Rev 4/14) & Questionnaire 12300/1 ]
Uao 2. Copies of certifications. H
I ]
. | 1. EETEBFEZEMCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire 12300/1 ]
\ S - o \
- | 2. FrEEEEEREOIE - !




How to apply/)u5s 5 ¥:
Submit the completed package to//BEESEHE A —/L 7 R LA FUJL JN_STAFFING@usmc.mil

@ Application form/Ji> 2 FH:

MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire 12300/1 is available at link below or
QR code. JEFEHMITZLAT DY > 7 F72iFQRa— Kb 4 7 m— K],

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.
MLC / THASR ARG SN D FIZ EFED A =T R A~ e A — /LI TREBREZIRMFEERHB LWL L9,
T e BB LET,
m Important Notice about the e-mail submission. e A —/UIZ CJEREE AR T 5 EEO KU 72365 51
— e-mail subject must contain “Job Title” and “Announcement #”
Subjectft#&(C(d. HITHIEREBEL EHS AL TEEN
— Submission is limited to 3 PDF files including resume and attachments.

IATESIL PDF (3 ELAN) TREHBW L ET,

The paper based printed application packages are accepted at Room 122, Bldg#140, Civilian Labor Affairs Office at Camp Fuji.
FIR L 72 IR B4R H O35 A 1% CLAONFHESTT (Fv v 7@ L, BWE 140, 1225%) ([C TV LET

m Submit ONLY applicable documents listed in the announcement along with your application.
SRS OBLEEHO AL THRHEZ S0

m Deadline: Application with required documents must be submitted to CLAO, no-later-than 16:30 of the announcement
closing date. Incomplete applications will not be processed.
WO H ¢ JREFIIAEDIH 16 1 30E TIZCLAOICHIE L TT &V, RMid b 2 EITZA TE A

m Applications are subject to screening prior to referrals. Only individuals selected for an interview will be contacted.
Submitted application package will not be returned. It will be appropriately disposed, after the vacancy is filled.
FHEATO L, EHEE O TEER L ET, RBESHUSEEFRORNINZ LERA, ZEHN
L D REBFFUTEN AL W2 LET,

m For more information, call Okinawa CHRO at 645-3370/098-970-3370, or email: FUJI JN STAFFING@usmc.mil
BRIWA DRI A H-CLAOA S (H7E645-3370 FEAE098-970-3370) F7=iE, LFEA—LT KL%
FTTHEHREESVN,

LANGUAGE PROFICIENCY LEVEL (LPL)
sEFHESIR

BECHHAL ENBALPLLARNVIITREZETXL,

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

| TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
ﬂ" LPL TOEIC ALCPT Paper Based Computer Internet CASEC =i

H Test Based Test Based Test =

| 4 — Exceptional

ﬂ" 4%E’“0)ﬁ273%§3'5 860 ~ 990 NA 600 ~ 250~ 100~ NA 1st

| FEx(DRE

H 3~ Fluent 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1

T | REOBENEETS re-ist
‘T 2 — Average

‘T TIEE A ES S 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560~ 869 | 2nd

‘T’ 1 - Elementary 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
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a0 g0 S0 S0 0 0 0 0 0 0 g 0 0 0 0 0 0 g 0 0 0 0 0 0 o o p 00— 00— 000 g
et —e% % % % % % % % % % % % % % % % % % % % % % % % % % % % % % % % % % % % Qo
o

|| DSHRENEETS
H Pre-1 —Minimal

U E/IROENEETD
H 0 — No language proficiency
| | EFEEEEBL

350~ 399 40 ~ 64 NA NA NA NA 3rd

H 201652 A8H AT L Y Mt it BB S N T LA MLC/IHATEZEE T, 201652 A8HLABTICFKITI 7= EPT (English Proficiency
U% Tests) HBRERZ BFHHL DAL, TOFEBRBEROBFML NUABLPLLNILE LTEREINE T,
U‘:, For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess EPT

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



