MLC/ IHA P05|t|on Vacancy Announcement

Civilian Human Resources Office
Marine Corps Installations Pacific-MCB Camp Butler
U.S. Marine Corps

MLC/IHA R AZE&E
v R ANSEE

Vacancy Announcement/=R A\ A%

ATTENTION
16. WORK HISTORY JfE

16. WORK HISTORY HE
LIST OF JOBS YOU HAVE HELD (STARTING FROM CURRENT JOB CHRONOLOGICALLY).
IF ADDITIONAL SPACE IS REQUIRED, USE SEPARATE SHEET OF PAPER FOLLOWING THE BELOW INFORMATION FORMAT.

_ UIRED | Please specify MLA(MLC), IHA, MA(MC)
JOB TITLE (F USFJ REQ S O FE IR - MLAGILC), THA, MAQC) & 30 < 72 X

Application forms BERERK :

PERSONAL HISTORY STATEMENT FEFE#& (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 cjgMl=slon
above. If you are unable to open the file, please
save it to your desktop.

# Contact Us

rFRUVIOFEIZFQRaO—FKMBAHDO—KRTEET w Okinawa Vacancy Announcements
J7ANEEERTLGMESEF, TRAI by FITREFLT
MESBILNT TS, l Supporting Documents I

T Application Form BEZZZ5 5

How to apply #&H 5k

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

BEEBEEFBREINDAIE. ¥ T T+ RXE—Building 495 [CERBESNTWSBEEEREFET

ZHLTEYFET,

@ Email submissions (X —/L{&H)
Submit to mcipac_chro_jn_empl@usmc.mil
LREA—ILT7 FLRIZEH
1) Email subject must contain position title and Vacancy Announcement (VA) number.

A—IL®D (Subject) ##& [CIXEHT PHER EEFLBESZRHELTT L,
2) Submission is limited to 3 PDF files including resume and attachments.

ARTELETPOF GELA) TRESEWLWLET,



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

Y rI—OBNFRELE, N—FIAE—TORHZFEBHLTEYET,

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.
ST AT DUEERITHEEIA 0O 16 : 30 F TIZ AR MLA/THA JEFFRIZ (A — /W2 K D065 [FER)

HLTTFSW, NMiDh 5 EHIZ T o EEA

- 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.
EREZQOL, HEBEEOHCTERBLET, RHEHSAEEEEHFORMNIVZLEEA,

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

HREEEIEMA/IHA ER{#% (645-3370/098-970-3370) X (% *—JL mcipac_chro_jn_empl@usmc.mil

FTITEHT S,

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

LANGUAGE PROFICIENCY LEVEL (LPL)

AEFRE SR

B THHEEINB LPLLARLETREZIETEL,

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Soip
Test Based Test Based Test e
4 — Exceptional - o - -
B DB S B F 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb x5 AR R ET S 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - - - - o o
THHEE N A B S 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary - - o - o o i
PR T B BB 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
o INBORE S % B2 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
SRR A E S
2016 £2 A 8 HUBI L VIR ERA SN T2 MLA/IHA f€ZEE T, 2016 F£2 B 8 HUARTICHREITI /= EPT (English

Proficiency Tests) FERTE R Z BIRFHLDH L, ZTOHABERDOBRZIRL NAUHANTLPL L NLE L TERBINE 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.


mailto:mcipac_chro_jn_empl@usmc.mil
mailto:mcipac_chro_jn_empl@usmc.mil

Vacancy Announcement No. (%2~ #%& =): 70-26

Position Title: Personnel/Manpower Coordinating Clerk, #0410
BWT-1, Grade-4, LPL-3

MLA F/T Permanent Number of position(s): 1 | Location: Camp Foster

Organization: G-6 Div, Administrative Section

Area of consideration  ZE4E & Closing date: (#ZH#IR)
Okinawa Wide
(MLA/IHAs employed in Okinawa) 26 May 2026
HHEENICTEASh TS L MLA/IHA #E%8

Summary of duties: Responsible in the preparation and processing of Master Labor Contract (MLC)
personnel action requests as required by coordinating the requirements of MLC supervisor and branch
heads utilizing appropriate computer-generated forms. Solicits guidance from Civilian Human Resources
Office (CHRO), Manpower Branch Office and Labor Management Office (LMO) on MLC issues regarding
pay, promotion, inspections, safety, health, and recruitment as directed by supervisor.

Maintains MLC employee timesheets and leave accounts utilizing a computer spreadsheet application and
submits monthly MLC timesheets to the labor office. Solicits guidance from CHRO and LMO on MLC
issues regarding pay and leave as directed by supervisor.

Assists the Administrative Officer BWT 1-6 with routine administrative tasks related to such matters as
Defense Civilian Personnel Data System (DCPDS) job actions, position descriptions, organization charts,
and other information needed that is relevant to this action.

Serves as an alternate for the Defense Travel System, Non-Defense Travel System Entry Agent (NDEA)
for MCIPAC-G6 division. Reviews travel authorizations and vouchers.

Responsible for ensuring that all administrative correspondence emanating from the headquarters and all
branches are reviewed for correctness and proper format and recommends changes to ensure uniform
administrative procedures for all section within G-6. Prepares correspondence in accordance with naval
guidance. Updates morning report in Marine On Line.

Manage office equipment and supplies, and ordering new equipment and supplies as needed. Assigned
as NAVMC 11869 Receiving Official for Executive Branch.

Maintains MLC personnel information by utilizing a computer database and submits daily civilian
accountability report.

Maintains hardcopy file system of incoming documents and correspondence utilizing established naval
instructions for file systems.

Qualification Requirements &#%5{t

1. Must be able to speak, read and write in English at LPL-3 or higher level.

2. Ability to perform administrative/clerical work in process and maintain of various documents and
records.

3. Administrative work experience is preferred.

4. Must have a general knowledge of office automation software, practices and procedures (e.g. Microsoft
Office Suite, Adobe).

Work Schedule : Mon-Fri 07:00-16:00

Required documents/#HEH :

1. Personal History Statement J&/#£# (USFJ FORM 196aE], 20260415)

2. Copy of English Proficiency Test: $iE D FEFRES) & FEI 4 5 EEHD 2 ' —
E:UEOEBEROAZRHLTIEIN






