0 —c%

L MLA/ IHA POS|t|on Vacancy Announcement

Civilian Human Resources Office

e

Marine Corps Installations Pacific — MCB Camp Butler

U.S. Marine Corps

MLA/IHA Rk AZ£E
SRR R AR

[ 16. WORK HISTORY B/

ATTENTION

H JOB TITLE (IF USFJ

I Clerk, [IHA

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.
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. Application forms JEEE M :

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

I Forms may be found at the link or QR code
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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FILPDF QELIAN) TRREBEWLLZET,

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 £ TIC AFHEMLC/THA JE FHIFRIC (A =T L D65 b AR
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
HEAEEIEMC/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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Vacancy Announcement No. (Z5J& /A& 7=): 93-26

Position Title: Employee Management Relations Technician, #65/#260,
BWT-1, Grade-4/5, LPL-2/3

MLA F/T Permanent Number of position(s): 1 | Location: Camp Foster
Organization: CHRO, US Programs, Employee & Labor Relations Unit

Area of consideration ZEEEHE[H: Closing date: (#2HHHABR)
Okinawa Wide

(MLA/IHAs employed in Okinawa) 24 Jun 26
HRBEANICTERA SN T\ 4L MLC/THA REEE

Summary of duties: Researches and interprets Department of State Standardized Regulations (DSSR),
Department of Defense (DoD) regulations and Joint Travel Regulation (JTR) to provide procedural guidance on
authorization and payment of overseas allowances for eligible U.S. civil service employees. Determines
eligibility of applicants or employees for allowances and computes the allowances to be authorized.
Independently provides advice and guidance to management officials and/or employees on regulatory
requirements during Permanent Change of Duty Station (PCS) process and after arrival. Assures that correct
procedures are followed when submitting requests for overseas allowances. Refers unusual or complex cases to
Supervisor and/or HR Specialist for further guidance. Prior to referral of complex cases, thoroughly researches
the case and prepares a recommendation of best course of action for the Supervisor to consider. Prepares and
makes presentations at New Employee Orientation (NEO) and other briefings as necessary.
Computes/processes overseas allowances and advance pay to be authorized. Reconciles Living Quarter
Allowance (LQA) annually and/or when employee separates or transfers. Inputs overseas allowances data into
the Defense Civilian Personnel Database System (DCPDS) and works with Customer Service Representatives
(CSR) of services activities, such as Defense Finance Accounting Service (DFAS), and Office of Civilian Human
Resources (OCHR). Regularly collaborates with to resolve overseas allowance issues. Performs thorough
review and analysis of inaccurate or erroneous claims as needed and elevates matter to supervisor if ii cannot
be resolved at their level. Provides technical advise to HR Specialists for grievances and appeals related to
overseas allowances, e.g., CBCA/OPM. Provides technical guidance on DCPDS/DCPS and other computerized
system(s). Provides clerical support to the programs in the Division. Greets visitors to the Division. Assists
with drafting and types correspondence, reports, directives, and manuals for the Division. Maintains files,
correspondence, reports, directives, and manuals. Answers telephone calls and provides procedural
information and materials based on knowledge of the Division's function. Collects data and compiles reports on
programs as requested. Provides information and processes paperwork on Voluntary Leave Transfer Program,
Family Friendly Leave Program, Family Medical Leave Act, Overseas Special Travel program, and Incentive
Awards. Must be able to read and translate receipts, utility bills, off base rent contracts, etc. prepared in
Japanese to English. Performs other duties as assigned.

Qualification Requirements &#& &
1. At least 3-year administrative experience.
2. Must be able to communicate in verbal/written at LPL-3 level.
3. Must have computer software knowledge (Word, excel, power point, access, etc.).
4. DCPDS experience preferred.
*Determination of grade level will be made by management at the time of selection.

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

Required documents/#ZHEH :
1. Personal History Statement &/ (USFJ FORM 196aEJ], 20260415)
2. Copy of English Proficiency Test: 3:5EDFEFRE/ ) T 2 FH DO a v’ —




