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Due to network instability, we recommend to submit hard copy.
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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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Date: 15 Jun 26

Announcement No. 91-26

Position Title: MWR Program Assistant, #618, BWT-1, Grade-4, LPL-2

MLA F/T, Permanent Number of position(s): 1 | Location: Camp Foster
Organization: MCB Butler, MCCS Div, Semper Fit Branch, Adult Sports Program

Area of consideration  Z&E i [H: Closing date: (#2H{#iFR)
Okinawa Wide (MLA/IHAs employed in Okinawa) 24 Jun 2026
HRBENICTEHASh TW5 2 MLC/IHA REEER

Task List: This position serves as a Sports Coordinator to organize and coordinate a wide variety of
sports programs for the military and civilian personnel and their families. The work requires ability to
communicate in fluent English, (read, write, and speak), to organize multiple community relations
programs with the Military and the local national communities in the area.

Organizes various sports tournaments at the installation level for base-wide and island-wide open
competitions, ensuring the program meeting the requirements of a diverse population. Such sports
programs including but not limited to softball, basketball, volleyball, football, golf, tennis, bowling,
racquetball, wrestling, succor, martial arts etc. Arranges for the necessary supplies, transportation,
venue reservations, and services to accomplish the preparation and execution of scheduled sports
activities. Coordinates all field maintenance for recreational use as well as for formal competitive events,
ensuring athletic fields to be used are in the proper condition. Provides World-Class Customer Service to
all the patrons who participate in the sports events.

Prepares after-action reports for all events and other reports as required by the Adult Sports Director.
Provides feedback and recommendations to the supervisor on customer inquiries into expendable
equipment and retail product assortment. Plans, coordinates, and executes short and long-range sports
calendars. Performs other related duties as assigned.

Qualification Requirements &#&45f4:
1) Ability to communicate in fluent English and Japanese, (read, write, and speak) and serve as an
interpreter/translator. (LPL-2).
2) Must have knowledge or experience in organizing or coordinating sports events.
3) Must be able to obtain and maintain a Government Owned Vehicle (GOV) license to operate vehicle up to 2
tons (Japanese Driver license(#) is required). (A/T is acceptable.)
4) Must have customer service skills to communicate effectively, the ability to answer the phone and take
message.
5) Knowledge of basic computer software (MS Word, Excel, Outlook, Power Point).
Other Requirements:
6) Excellent organizational and research skill, attention to detail. Must be proactive.
7) Must have excellent interpersonal skills.
8) Must be able to multitask and prioritize work and special assignments to meet strict deadlines.
9) Must be able to attend and pass CPR and First Aid Training.
10) Must be able to perform prolonged standing, walking, reaching, lifting, and carrying objects up to 45Ibs
(20.5kg).
11) Must be able to work at other locations/camps.
12) Must be able to work flexible work hours including nights, weekend, and holidays.
13) Must be able to complete pre-employment and annual health check and immunization and provide evidence of
immunization. (e.g., Annual flu shot).

Primary work schedule (Mon-Fri): 0730-1630, For special events (Mon-Sun) 5 days, 40hrs per week
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3. Copy of the Driver’s license: J&E#r 50 FFiED = £ —
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