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LIST OF JOBS YOU HAVE HELD (STARTING FROM CURRENT JOB CHRONOLOGICALLY).
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. Application forms JEEE M :

l PERSONAL HISTORY STATEMENT BE& (USFJ FORM 196aEJ, 20260415)

I Forms may be found at the link or QR code
I above. If you are unable to open the file, please

| save it to your desktop.
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ﬁ% How to apply #&H 5

(D Hard copy submission (BEZ&RE)
Hard copy application package(s) are accepted at drop box located at Camp Foster,

@ Email submissions (X —/Li#&H)
Submit to mcipac_chro_jn_empl@usmc.mil
LEREA—ILT FLRIZEH
1) Email subject must contain position title and Vacancy Announcement (VA) number.

A—ILD (Subject) HB IZIXEET HHERLERELHBESZRHE L TTELY,
2) Submission is limited to 3 PDF files including resume and attachments.
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NEW URL : https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-
| Office/#In-employment-unit

5 Mission
o+ Contact Us

+ Okinawa Vacancy Announcements

I» Supporting Documents I
T Application Form BEZF 55
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Due to network instability, we recommend to submlt hard copy.
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Note (GXIEEIH)

- Application with required documents must be submitted to LN Employment Unit, CHRO no
later-than 16:30 of the announcement closing date for either hard copy or email. Incomplete
applications and application packages missing required document will not be processed.
JSBE A AR T DUEEBITAEEIA O 16 : 30 £ TIZ AFHEMLA/THA JE FHIFRIC (A =T L D065 b [AER)
HELTTFIW, MO LFHITZ T T onEzEA

- Applications are subject to screening prior to referrals and only individuals selected for
interview will be contacted. Your application package will not be returned once submitted.
ERREZEQOL, HEBEEOHCTERMLET, RHEHSAEEEZEHEORAMNIV-LEEA,

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil
HEAEEIEMA/IHA ER% (645-3370/098-970-3370) X (% * —JL mcipac_chro_jn_empl@usmc.mil
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LANGUAGE PROFICIENCY LEVEL (LPL)
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Please see the below for the English Language Proficiency Level (LPL) required of the position:

| TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN

‘o% LPL TOEIC ALCPT Paper Based Computer Internet CASEC i

H Test Based Test Based Test R

I 4 — Exceptional N N N N

10‘% BB DR ) % B 7 860 ~ 990 NA 600 250 100 NA 1st

I

) 3 —Fluent

U% s o 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st

I

i 2 — Average - o - - - -

Ho e /) A B B 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1-Elementary - - - o - N .
WP 7o ) A B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
Pre-1 — Minimal
FNRORE S % 57 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
TR EE S
2016 £2 B 8 HURI L VMt EA SN TL 2 MLA/IHA EZEE T, 2016 F£2 B 8 HUARTICFITSI /=  EPT (English

Proficiency Tests) FERIER Z HFH D H X, T OHBRBEROBFZML NUANFLPL LNV E L TEREINE 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.
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Date 22 Jun 26

Vacancy Announcement No. (Z5& /i3 7):100-26

Position Title: Personnel/Manpower Coordinating Clerk, #410,
BWT-1, Grade-4, LPL-3

MLA F/T Permanent Number of position(s): 1 | Location: Camp Foster
Organization: G-F Div, Resources Management Br.

Area of consideration ZEE#H: Closing date: (#2HH#iR)
Okinawa Wide

(MLA/IHAs employed in Okinawa) 30 Jun 26
HREENICCTERASN TV 52 MLA/IHA ¥R

Summary of duties: Acknowledges the requirement for personnel actions and briefs the status of actions to Resources
Management Officer (RMO). Initiates and routes all types of Request for Personnel Actions (RPA) to include transfers,
reassignments, recruitments, retirements, leave without pay, position description reviews and establishment, position
reclassification, promotion, establishment, etc. Initiates RPA in Defense Civilian Personnel Data System (DCPDS). Verifies all
RPAs are correct and have required supporting documentation. Maintains Access Personnel database, Excel Spreadsheets,
Power Point Presentations, Share Point reports, graphs and flowcharts for RPAs and G-F Division personnel. Monitors
temporary appointments and coordinates Overseas Tour Extension request packages with management throughout
organization. Keeps management and supervisors abreast of personnel actions status (that is from initiation to completion).
Works closely with Civilian Human Resources Office (CHRO) on personnel type procedures. Overseas Check-in /Check-out
process of incoming and outgoing personnel and other related/incidental duties as assigned. Initiates Table of Organization
and Equipment Change Requests. Gathers data and or information required to process revision or establishment of Billet
Identification Codes on G-F Table of Organization (T/0) as required by G-1 Manpower; also monitors status from start to
completion of TOECR. Recognizes discrepancies on the T/O and informs management of the proper procedures for
correction. Maintains Position Descriptions (PDs) and T/O. Distributes personnel type information to supervisors, managers
and employees. Appointed G-F Defense Travel Routing Official/Reviewer. Assists DTS users and Approving Officials in
understanding and clarifying transportation entitlements and policy as per applicable references, in order to stay within
Department of Defense travel guidelines. Works closely and consults with DTS Organizational Defense Travel Agent
(ODTA). Coordinates with Commercial Travel Office (CTO) to address any flight issues that arise during travel planning and
contacts GTCC APC for any related travel card relates. Remains current with travel policies and regulations, i.e. Joint Travel
Regulation. Cites information as requested or required. Receives visitors and incoming telephone calls. Responds to routine
and nontechnical requests for information such as status reports, suspense dates and similar. Maintains calendars/daily
schedules for the RMO. Reminds RMO of appointments and provides brief summation of matter to be discussed. Assigned
G-F Training Coordinator. Training Coordinator tracks mandatory training, publishes training announcements, reviews for
accuracy and maintains SF182 and assists staff members with researching training courses or classes. Advises RMO on
training completion status for the division. Provides Time and Attendance (T&A) support. Maintains electronic records and
hard copy files on compressed work schedule and DD577 for time and attendance approvers. Provide reminders and basic
T&A support.

Qualification Requirements &#% &

1. Must possess Language Proficiency Level 3 or above.

2. Specialized Experience: processing personnel paperwork, compiling and presenting data for reports, providing basic
information on personnel matters; maintaining a variety of personnel and general administrative records and files; providing
orientation, dealing with a variety of personnel actions; typing to accomplish word processing/office automation
responsibilities; receiving visitors and telephone calls and exercising judgment in screening those which can be handled
personally or be referred to other staff personnel or divisions actions.

3. Prefer to have experience and be able to use the Defense Civilian Personnel Data System (DCPDS).

4. Prefer to have experience and be able to generate, initiate, AND route various types of Request for Personnel Actions
(RPAs).

5. Prefer to have experience and able to submit a Table of Organization (T/O) request.

6. Must have a valid JN Driver’s License (AT Only is acceptable).

Work Schedule : Mon-Fri 07:30-16:30

Required documents/#HESE :
1. Personal History Statement &35 (USFJ FORM 196aEJ, 20260415)
2. Copy of English Proficiency Test: J:7EDFEFHEN At T 2 EH O a2 v —
3. Copies of certificates/licenses: il « #& TRED =2 ' —




