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Civilian Human Resources Office
Marine Corps Installations Pacific-MCB Camp Butler
U.S. Marine Corps
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ATTENTION
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Application form has been updated as of 15 Apr 2026.

Application forms JEREEA#K

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

NEW URL : https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-
Office/#In-employment-unit

Forms may be found at the link or QR code g Mission
above. If you are unable to open the file, please
save it to your desktop.

+ Contact Us
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How to apply $#&H &

(D Hard copy submission (BEZ&RE)
Hard copy application package(s) are accepted at drop box located at Camp Foster,
Bldg#495.

EEBERELZEREINDAF, Fv 2T I+ XZ—Building 495 [CEHEBESNTWIEREREMET
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@ 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—JLD (Subject) HB IZIXEET IBERLERELHBESZRHE L TTELY,
2) Submission is limited to 3 PDF files including resume and attachments.
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Due to network instability, we recommend to submit 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.
JEB AT DUEEBITARYI A O 16 : 30 F TIZ AHHEMLA/THA JEFRIC (A — /M X 2055 B[R
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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.
EREZEQOL, HEBEEOHCTEBHMLET, RESAEEEZEHEORAMIN-LELEA,

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil
HREIEHE (X MA/IHA ER% (645-3370/098-970-3370) X I[& A —)JL mcipac_chro_jn_empl@usmc.mil
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LANGUAGE PROFICIENCY LEVEL (LPL)
FEFREI#R

BECHRAEENB LPLL AL TREZTETI L,

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 o . N
BB D BE ) 2 T 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb S e BT 730~ 859 90 ~100 550~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - o - o - -
I s 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560~ 869 | 2nd
1 - Elementary - - - - - - )
R 2R D B B S 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
o NBOE S B A5 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FEERE ) A B S AR\

2016 £2 B 8 HUBI L VT EA SN TL 2 MLA/IHAEZEE T, 2016 F£2 B 8 HUABTICFITIN/=  EPT (English
Proficiency Tests) FERIER Z BIFHL DAL, TOHABBEROBZML NAUHNFLPL LN ELTERINET,
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: 30 Apr 26

Vacancy Announcement No. (%2~ #%& =): 63-26

Position Title: Placement Technician, #153/154, BWT1-4/5, LPL-2/3

MLA F/T Permanent Number of position(s): 1 | Location: Camp Foster
Organization: Civilian Human Resources Office, US Programs

Area of consideration ZEEE#FIH: Closing date: (#ZHH#iR)
Okinawa Wide

(MLA/IHAs employed in Okinawa) 08 May 2026
HEBANICCTEASh TV 542 MLA/IHA REE8

Summary of duties:

Provide a wide variety of personnel services associated with filing, administering, and managing US
appropriated fund positions. General guidance and direction are provided by the supervisor and/or
specialist. Work assignment, direction, training, and specific guidance are provided by the
supervisory. Work progress and accuracy are reviewed by the supervisory. The supervisor reviews
work products for overall satisfaction of mission needs. Provides recruitment services to management
for a variety of routine, lower graded US appropriated fund positions. Provides recruitment advice to
selection officials and management. Primary functions include but are not limited to: reviewing RPA
packets prior to being routed to OCHR; reviewing announcements for accuracy; tracking RPA status
through the hiring process; keeping various data systems updated; reviewing qualifications and
eligibility for selectees and non-competitive name requests; making job offers; and working the pre
employment and in-processing of candidates. Ensures referred candidates meet qualification,
eligibility, and physical requirements for referral and selection. Uses a variety of recruitment media
and sources to ensure sufficient candidates are recruited. Administers recruiting efforts and referrals
in accordance with appropriate regulatory and office guidance. Processes management selections in
accordance with appropriate regulatory and office guidance. Administers local and DoD priority
placement programs in accordance with appropriate regulatory and office guidance. Ensures local
and DoD priorities are properly referred and/or cleared prior to issuance of non-priority referrals.
Administers proper local and DoD priority placement registrations. Provides accurate, timely, and
professional employment information to applicants, employees, and supervisors. Exercises tact and
diplomacy with all customers, co-workers, and management officials. Carries out other personnel
support functions, projects, and tasks as assigned in accordance with guidance and direction
provided, such as processing, preparing, and issuing PCS orders, both incoming and outgoing.

Qualification Requirements &#% 54

1) Must have at least 2 years of administrative/clerical experience.

2) Must be able to read, write and communicate fluently in English at LPL2/3 or higher.

3) Must have general knowledge of office automation software, practices, and procedures (e.g., Microsoft
Office Suite, Adobe, Excel, Share Point, etc).

4) Must demonstrate an ability to prioritize assignments and manage several assignments at one time.

5) Prefer experience in HR, Staffing/Employment field.

NOTE: Selection of the grade will be determine based on selectee’s qualification

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

Required documents/#HEE :
1. Personal History Statement J& /& (USFJ FORM 196aE], 20260415)
2. Copy of English Proficiency Test: #EEDFEFHES) A FEH T 2 EH D 2 v —




