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. Application forms JEEE M :
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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
FTITERTEL,

LANGUAGE PROFICIENCY LEVEL (LPL)
FEFREI#R

B CHHEEINB LPLLARLIETREZIETE L,

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 21 May 26

Vacancy Announcement No. (%5 A3 5):77-26

Position Title: Office Automation Clerk, #606, BWT-1, Grade-4, LPL-3

MLA F/T Permanent Number of position(s): 1 | Location: Camp Hansen
Organization: G-F Div, FMB, M&R, North Maint Det., Hansen Unit

Area of consideration Z£E#i[H: Closing date: (#ZHH#iR)
Okinawa Wide

(MLA/IHAs employed in Okinawa) 27 May 26
HREENICTERAShTWS 4L MLAJIHA (it 5

Summary of duties: Maintains a central source of information for assigned work centers for Facilities
Maintenance and Repair matters. Utilizes Maximo to enter data for MLA labor usage on a daily basis, completes,
closes, transfers emergency and routine service tickets, work requests, and preventative maintenance work orders.
Maintains and updates the database for tracking work assigned to work centers. Duties include collecting and
tracking of completed job orders for submission to operations with labor hours used and material costs defined.
Receives, prepares, and routes correspondence from the Maintenance and Repair Section to all levels of recipients, to
include the Resource Management Branch, Facilities Maintenance Branch, Management Assistant Office, Civilian
Human Resource Office, Labor Management Office, Base Safety and other support/command personnel. Prepares
correspondence via internal routing to Government of Japan agencies on issues such as recruitment of personnel,
MLA travel authorization reports, and issuance of protective clothing and uniforms for personnel. Tracks time and
attendance for MLA employees, creates and submits MLA time/attendance sheets and monthly special work
allowance to Civilian Pay roll. Coordinates with Civilian Human Resources Office to set up training or briefing for
MLA and U.S. personnel. Tasks include preparation of a variety of operational, administrative and technical reports.
Moderate translation both English and Japanese information, documents, and provides the information to the MLA's
and U. S. personnel as necessary. Verifies and prepares in final format the work data submitted for compiling shop
safety report, shop tools and special operating stock (SOS) authorization, request letters, and compiles mileage
reports. Prepares SF-182 and TAD requests for MLA employees. The incumbent independently accomplishes
clerical functions and preparation of reports and correspondence that are due on an established time basis. Develops
and integrates new assignments into existing operating clerical systems utilizing efficient and effective methods and
procedures which promote productivity. Assists in minor interpretation at shop level meetings. Receives, maintains
tracking logs, and routes correspondence internal/externally for the organization with a full understanding of the
various branches and their responsibilities. Receives telephone calls, either routes the call or provides the caller with
the required information and/or takes a message. Utilizes available computer software in designing spreadsheets to
track organizational requirements. Creates different kinds of automated documents to format organizational charts,
rosters, and daily time sheets. Supports the full office of clerical requirements of a maintenance organization with
various buildings, mechanical, electrical, utility trades and supporting management. Assists the Lead OA Clerk
position with support for the Facility Manager (ex. Water meter readings, design review, overtime requests, utility
clearances, power/water outages, distribute various information to all camps, etc.).

Qualification Requirements &#% 54

Must be able to speak and write English (LAD-3 or equivalent).

Must be able to translate both verbal and written correspondence.

Must have the experience in using computers (Microsoft Word, Excel, Outlook etc.)
Must have a minimum of one year clerical/administrative experience.

Must possess a valid driver’s license (AT acceptable)

. Experience with Maximo is preferred.
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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: #EEDFEFRES) A FEH T 2 EFH D 2 v —
E:UEOBROAZREHLTIEIN




