: MLA/ IHA Position Vacancy Announcement 1

I’ Civilian Human Resources Office )
Marine Corps Installations Pacific — MCB Camp Butler H
U.S. Marine Corps

MLA/IHA R N5 1

\ 5 \
i Vacancy Announcement/sK A\ L4 Yﬁ@ %E: Fﬁﬁ AA%Z%B A
l d
| ]
‘T ATTENTION i H
i 16. WORK HISTORY F/E o
U% 16. WORK HISTORY EE é’U
Uo LIST OF JOBS YOU HAVE HELD {STARTING FROM CURRENT JOB CHRONOLOGICALLY). OU
Ho IF ADDITIONAL SPACE IS REQUIRED, USE SEPARATE SHEET OF PAPER FOLLOWING THE BELOW INFORMATION FORMAT. OH

i IRED Please specify MLA(MLC), IHA, MA(MC) »
i s BUMOFEFFRE - MLAGILC), THA, MAIC) Z 63 32k < 72 X0 i
ﬂ% Clerk, IHA, | | H
I l
. Application forms BREERK :
H PERSONAL HISTORY STATEMENT &£ (USFJ FORM 196aEJ, 20260415) H
I ]
\T NEW URL : https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources- H
‘T’ Office/#In-employment-unit H
. Forms may be found at the link or QR code z) Misslon J
= above. If you are unable to open the file, please iU o
%% save it to your desktop. “
h‘% UV FEEIFZQRaI—KALGEHYO—KTEET + Okinawa Vacancy Announcements h
s 27ANEEERITEMERIF. TR Y TITRELT I . I -
h‘% b\BFaﬁL\'C'FéL\.. Supporting Documents ;‘
H T Application Form BEZF 55 H
. How to apply $#H i |
Il |
b .. Bl
- (D Hard copy submission (BEZ#&K) ]
H Hard copy application package(s) are accepted at drop box located at Camp Foster, :‘\
L Bldg#495. J
ioi% EEBEBEEEEINDIAIL. Fv 2T T+ RF—Building 495 [ZFRE SN TS EEZREFAET U
4 2HLTEYFET, s
5 Pl
i |
= (@ Email submissions (x —/L#H) .
H Su?mit to mcipac_chro_jn_empl@usmc.mil ;
i EREA—LT FLRIZRHE I
L 1) Email subject must contain position title and Vacancy Announcement (VA) number. ]
L A—ILD (Subject) #% IZIIGHT IWEL L EFEBESEEHLTTSL,
| 2) Submission is limited to 3 PDF files including resume and attachments. ]
i |
. ARATELEL POF BELIN) TIRHEBREULLET, .
L.

|



Du

— T TR TN TR T TR T T B

e to network instability, we recommend to submit hard copy.

R2Y LI—IODBFRELSE, N—FIE—TORHZEEFBDHLTEYET,

Note (G¥EZEIH)

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.
JEB AT DUEEBITARYI A O 16 : 30 F TIZ AFHHEMLC/THA JEMFRIC (A — VI X DI85 B[R
HELTTFIW, MiDd 2 FHIIZIHTFonEzEA

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.
ERREEZEQOL, HEBEEOHICTERBLET, RHEHSAEEEZEHEORAMNIV-LEEA,

For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil

HEAEEIEMC/IHA ER% (645-3370/098-970-3370) X (% * —JL mcipac_chro_jn_empl@usmc.mil
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LANGUAGE PROFICIENCY LEVEL (LPL)
FEFREI#R
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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
LPL TOEIC ALCPT Paper Based Computer Internet CASEC i
Test Based Test Based Test R
4 — Exceptional - - o -
BB DR ) % B 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
s o 730~ 859 90 ~100 550~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - o - - - -
e ) A B B 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary o o o . o N .
PR e ) B BB 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
U NBORE S B2 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FETRE N B I
2016 £2 B 8 HURT L VMMt EA SN TL 5 MLC/IHA EZEE T, 2016 2 B 8 HUFIICHK TSI L7z EPT (English

Proficiency Tests) FBRIER Z HFHL D H X, T OHBRBEROBFZML NUANFLPL LNV E L TEREINE T,

For current MLC/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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18 Aug 26

Announcement No. 139-26

Position Title: Personnel Clerk, #0607, BWT-1, Grade-4, LPL-3

MLA F/T, Permanent Number of position(s): 1 | Location: Camp Foster
Organization: MCB Camp Butler, MCCS Division, NAF Human Resources Branch
Area of consideration ZLAE[FH: Closing date: (42 HHIFR)
Okinawa Wide (MLA/IHAs employed in Okinawa) 1 Sep 2026
MR CTEA SN T\ 5 42 MLC/IHA ft£5

Task List:

This position serves as a Personnel Clerk and Front Desk Receptionist in NAF Human Resources Branch,
MCCS, performing a wide variety of administrative tasks including, but not limited to MLC/IHA base pass
and common Access Card (CAC) application/renewals, Award program in support of HR Specialists. Major
duties are: Processes Base Pass and CAC request and renewals for MCCS MLC/IHA employees. Receives
requests, collects necessary documents and verifies information accuracy. Prepares necessary forms and
letters for submission to the installation office. Acts as a liaison between employees, supervisors, and
installation office so that the employee can receive their base pass and CAC smoothly.

Administers the MLC/IHA Incentive Awards program such as On-the Spot Time-Off Award (STOA).
Performance Time-Off Award (PTOA), Special Step Increase (SSI), and Length of Service. Provides advise
and guidance to the supervisors and employees on the regulations and procedures pertaining to Incentive
awards program. Reviews nominations for eligibility and procedural support. Maintains, monitors and
updates database pertaining to incentive awards. As an alternate HR front desk, assists the NAF HR Office
Manager by performing various front desk duties including greeting and assisting visitors, answering
ncoming phones, and providing customer assistance pertaining to human resource services. Serves as
alternate administrator for the department’s Government Credit Purchase Card (GCPC) program, ensuring
that proper controls are applied on the expenditure of funds, the purchasing of office supplies and
equipment, and/or the auditing credits, debits and adjustments throughout each fiscal year. Maintains
files/records, to include MLC timesheets for NAF HRO. Prepares reports as required pertaining MLC/THA
award and leave programs. As needed, provides translation and/or interpretation of Japanese documents
pertaining to but not limited to Employee Benefits and Employee-Management Relations, such as Medical
Certificate, Japanese official documents, Mishap Reports, etc. Perform other related or incidental duties as
assigned.

Qualification Requirements &#% 54

1. Proficiency in speaking, reading, and writing in both Japanese and English (LPL-3) is required, along with
the capability to translate simple documents between the two languages.

2. The ability to engage customers in a friendly and professional manner in person, over the phone, and via
email is essential.

3. The candidate must be capable of managing a diverse range of administrative duties, effectively prioritizing
daily tasks and special projects in a dynamic environment.

4. Excellent customer service and interpersonal skills are essential, along with strong problem-solving
capabilities.

5. Proficiency in Microsoft Office suite, including Outlook, Word, PowerPoint, and Excel, is required.

Work Schedule: (Mon-Sun): 0730-1630

Required documents/#HELH : £ : U TFTOEBEIEDCHZRH LTI ZEW
1. Personal History Statement J& /& (USFJ FORM 196aE], 20260415)

2. Copy of English Proficiency Test: #iE0E#HES) &R 2 EHHO 2 & —




