I MLA/ IHA P05|t|on Vacancy Announcement ]

U% Civilian Human Resources Office H
| Marine Corps Installations Pacific — MCB Camp Butler ||
W U.S. Marine Corps H

| MLA/IHA R A4 l
[ Y SLBR A AT |

L ATTENTION -
| 16. WORK HISTORY H/& J
I 16. WORK HISTORY BE ||
ﬂo LIST OF JOBS YOU HAVE HELD (STARTING FROM CURRENT JOB CHRONOLOGICALLY). H
IF ADDITIONAL SPACE 1S REQUIRED, USE SEPARATE SHEET OF PAPER FOLLOWING THE BELOW INFORMATION FORMAT.

_ UIRED Please specify MLA(MLC), IHA, MA(MC) ]
JOB TITLE (IF USFJ REQ . B O IR - MLAGILC), THA, MAQMC) 2043 2 Zi# < 72 X1 H

[ | OH
&

 Application forms JBREEE K : ]
. PERSONAL HISTORY STATEMENT % (USFJ FORM 196aEJ, 20260415) |

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

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

LRIV FREIE QRJ_PfJ\‘:D/f@VD_P—C‘”%ij_ s Okinawa Vacancy Announcements ‘\
27 ANEEERITEVMESIE, TRY by TITRELT |
MNEBFRWLTT L. I Supporting Documents I }

T Application Form BEEIXI5 5 |
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(D Hard copy submission (/BB &#) A
Hard copy application package(s) are accepted at drop box located at Camp Foster,

Bldg#495. &
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@ Email submissions (* —/L#H) ]
Submit to mcipac_chro_jn_empl@usmc.mil J
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1) Email subject must contain position title and Vacancy Announcement (VA) number. i
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Due to network instability, we recommend to submlt hard copy.
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Note (GEEZEIR)

- 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.

T ANEEBIIFEYI A O 16 : 30 £ TIZ
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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

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

FTITERT S,

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

LANGUAGE PROFICIENCY LEVEL (LPL)

FEFRESI AR

B THREENB LPLL AR TEREZIETI L,

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 ORE S A TS 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
Wb 1 D AEE ) A B2 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - - - - - -
THEE N % 5 7 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary - o o - o - )
W AR BE ) % B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 —Minimal
ENBORE S & B 5 350 ~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FETRR AR EI RN
2016 F£2 A 8 HUBI L Wikt EAR SN TWL 5 MLC/IHATEZEE T, 2016 F£2 A 8 HUARIICHKITI N7/=  EPT (English

Proficiency Tests) FERIER Z BFHDH L. T OHBEROBFRL NUNFLPL L NLE L TERINE 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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Date 21 May 26 |

Vacancy Announcement No. (Z&)i I~ 2 5): 81-26

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

MLA F/T Permanent Number of position(s): 1 | Location: Camp Foster
Organization: MCB, Camp S. D. Butler, Regional Contracting Office

Area of consideration ZEEEHI: Closing date: (#2HHARR)
Okinawa Wide

(MLA/IHAs employed in Okinawa) 2 Jun 2026
HRBENICTER SN TW54 MLC/IHA 68

Summary of duties:

Provides technical direction specific to the Government Wide Commercial Purchase Card (GCPC)
program, as well as general procurement guidance, to cardholders and billing officials on the use of
public funds to purchase goods and services under the GCPC program. Assures compliance with the
provisions of the GCPC contract with the purchase card servicing bank, and managers associated
online management system as directed by Headquarters Marine Corps (HQMC) and Naval Supply
Systems Command (NAVSUP) Consolidated Card Program Management Division (CCPMD). Processes
application/nominations for program participants, establishes new accounts, and generates letters of
appointment and/or Contracting Officer warrants as applicable. Coordinates GCPC implementation
with the Marine Corps Installations Pacific (MCIPAC) G-8, III Marine Expeditionary Force G-8, and/or
Major Subordinate Command G-8 as appropriate. Ensures that appointing documents have been
properly prepared and certified by appropriate officials and that all training requirements have been
met before establishing GCPC accounts. Serves as a liaison between US Forces Japan ad GCPC
participants to request for USFJ 420 EJ Tax Consumption Exemption Forms FY serial numbers and
issuing to GCPC Billing Officials. Provides updates on taxation and other policies as they relate to
GCPC purchases. Directly deals with Japanese vendors, as required, to resolve problems with credit
card transactions, tracking of vendor statistics and increasing credit card usage in the local economy.
Conducts Surveillance and auditing, both on-site and via electronic means, of each GCPC account at
least annually, as well as random surveillance on a periodic basis, and regular monthly screenings, to
ensure compliance with applicable laws, regulations, and current audit/inspection findings. Closely
monitors the activity of newly appointed cardholders, ensuring that all purchases are compliant with
established policy and procedures. Monitors transactions and initiates temporary or permanent
suspension of purchase card privileges for individuals who violate GCPC policy or procedures.
Conducts GCPC training to users on regulatory guidance and procedures, both in resident classes and
remotely via telecommunication methods etc.

Qualification Requirements &#& 514
1. Must have civilian driver’s license and ability to get U.S. Government license.
2. Experience using the Microsoft Office products, Word, Excel, and PowerPoint.
3. Organization skills in both hard copy and electronic files for record keeping.
4. Confident to speak in front of up to 30 personnel in providing training.
5. Customer service skills answering phone inquiries in English (LPL-3 or above).
6. Must be able to speak, read, and write Japanese.

Work Schedule : 07:30 -16:30, Mon — Fri, 40 hours a week

Required documents/#ZHE :

1. Personal History Statement &t & (USFJ FORM 196aEJ, 20260415)
2. Copy of English Proficiency Test: Seiige /1 A 7EM T 2 FHDO 21— ' —
3. Copies of the required certificate/license. /3 & SN 5 EHE & —
& UEOEFEOHZEZRHLTIZIW




