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Note (GXEZEIH)

- 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.
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- 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.
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- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil
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Please see the below for the English Language Proficiency Level (LPL) required of the position:
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TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk
Test Based Test Based Test R
4 — Exceptional - - - -
B DR ) % BT 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb L 5 e A T2 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average o o - o - -
TR ) & BT 7 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560~ 869 | 2nd
1 - Elementary - - - o - - )
PR 1 B B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
B INBORE S % B 5 350~ 399 40 ~ 64 NA NA NA NA 3rd
0 — No language proficiency
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Proficiency Tests) FERIGER Z BIFHL DAL, TOHABBEROBZML NN LPL LRI ELTERINET,

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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Announcement No. 152-26

Position Title: Administrative Specialist, #0010, BWT-1, Grade-5, LPL-3

MLA F/T, Permanent Number of position(s): 1 | Location: Camp Foster
Organization: MCIPAC-MCB Camp Butler, Office of The Staff Judge Advocate
Area of consideration ZEAE[FH: Closing date: (#2HIHIFR)
Okinawa Wide (MLA/IHAs employed in Okinawa) 14 Sep 2026
HHREENIZCTEHA STV 4L MLC/IHA fE£8

Task List:

Serves as an Administrative Assistant to the head of the Foreign Criminal Jurisdiction Section. Performs
full administrative responsibility as the central source of information concerning administrative matters of
the section.

Monitors pending criminal jurisdiction cases, providing updated information to superiors as cases are
processed by Japanese authorities.

Obtains yearly appropriation data, preparing necessary documentation to obtain funds, and maintain
records for solatium payments, bail money, attorney fees and court costs.

provides assistance to command personnel during condolence visits to Japanese individuals and advises
such personnel on Japanese cultural traditions and customs to be observed during such visits.

prepares court schedules by obtaining schedules from local court and reminds legal assistants of court
appearances coordinates with local attorney for schedule changes.

Initiates and composes various legal documents routinely needed for specific legal actions. Establishes,
maintains and closes out case files. Compiles monthly, quarterly and annual status reports.

Maintains liaison work between the superiors with various Japanese governmental and civilian agencies
to obtain information and other matters involved. Performs other related or incidental duties as
assigned.

Qualification Requirements &#& {4

1. Must have a minimum of two years clerical, technical or administrative work experience in related work.
2. Must be able to read, write, and communicate in English at LPL 3

3. Must have experience with office automation software (e.g. Microsoft Office Suite).

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

Required documents/## HES :

1. Personal History Statement j&/# & (USF] FORM 196aE], 20260415)

2. Copy of English Proficiency Test: #zEmaE A 2T % BHHO = £ —
¥ U EOBEEOAEZRBLTIEIWN
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