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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.
JEB AT DUEEBITARYI A O 16 : 30 F TIZ AFHHEMLC/THA JEMFRIC (A — VI X DI85 B[R
HELTTFIW, MiDd 2 FHIIZIHTFonEzEA

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.
ERREEZEQOL, HEBEEOHICTERBLET, 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
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LANGUAGE PROFICIENCY LEVEL (LPL)
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Please see the below for the English Language Proficiency Level (LPL) required of the position:

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC i
Test Based Test Based Test R
4 — Exceptional - - o -
BB DR ) % B 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
s o 730~ 859 90 ~100 550~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - o - - - -
e ) A B B 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary o o o . o N .
PR e ) B BB 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
U NBORE S B2 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
FETRE N B I
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Proficiency Tests) FBRIER Z HFHL D H X, T OHBRBEROBFZML NUANFLPL LNV E L TEREINE 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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Announcement No. 94-26 Date: 16 Jun 26

Position Title: Procurement Clerk, #219, BWT-1, Grade-4

IHA F/T, Permanent Number of position(s): 1 Location: Camp Foster
Organization: MCB Butler, MCCS Div, Business Ops, Retail, Arts & Crafts, Foster Custom Shop & Framing
Area of consideration ZEAE & H: Closing date: (#2H{H#R)
Okinawa Wide (MLA/IHAs employed in Okinawa) 25 Jun 2026
HBENICTERA SN TV 4L MLC/IHA RE£8

Task List: The position is responsible for the procurement of all promotional items for MCCS Okinawa to
include Camps Fuji and Mujuk. The incumbent serves as the primary liason between the end-customer and the
vendor. These purchases include MCCS-logo items such as event Tshirts, promotional items for MCCS hosted
events, and all awards for all MCCS events.

Receives purchase requests/orders from the customers and researches vendors in both local and United States
with best price and services to meet customers needs. Provides customers with advisories pertaining to the
effectiveness of the designs, color contrasts and arrangement/layout of the work. Works closely with the
customer through numerous meetings, e-mails, or phone calls, to determine the final design and to ensure the
desired outcome is met. Relays all pertinent information to the vendor and receive the invoices. Makes
payment for invoices through NAF Purchase Card (NAFPC) or electronic Purchase Requests (ePR), depending
on the value of the invoice. Ensures compliance with all policies regarding both methods of payment and
related paperwork. Ensures that orders and deliveries are completed within the timeframe required by the
end-customer. The incumbent works with both English and Japanese-speaking vendors and needs to be fluent
in both languages in written and orally. Once inventory arrives, ensures that itmes are received according to
the policy. Prepares invoice to the end-customer and ensures that accurate payment is made by the customer
through intra-MCCS Sales system. Assists in the procurement and payment of supplies for Foster Framing and
Fine Arts, the Custom Shop, and Courtney Arts and Crafts as needed. Assists with maintaining inventory with
the manager, and performing monthly inventory counts. Submits ePR (Electronic Purchase Request) for special
order. Acts as caller and receiver of BPA with multiple retail vendors as needed. Assists in performing sales
clerk duties, works with cash register, accepts and handles cash collection from authorized patrons and
prepares daily activity reports. Responsible for the orderly operations of the facility ensuring that it is clean
and organized. Assists in operating the standard and laser engraver; assists as heeded on projects on the
operations floor to include engraving, mounting, organizing, cleaning, drilling, cutting, and color-fill painting.
Performs other related or incidental duties as assigne by the Facility Manager. This position subject to work at
various location (eg, Courtney Arts and Crafts) and will need to acquire a GOV license.

Qualification Requirements & 5f4

1) Ability to communicate in both English and Japanese - speak, read, write, and understand in a business
environment.(LPL-2)

2) Must have at least 1 year of administrative or supply order experience or education that the candidate can
demonstrate an ability to perform variety of clerical duties.

3) Must have skills in using computer software applications including Microsoft Office — Microsoft Word, Excel,
and PowerPoint. Ability to maintain and update project files and provide database management.

4) Must have a valid driver’s license (Futsu, Only AT acceptable) and be able to travel between facilities using
a GOV to different camps as required.

Other Requirements:

5) Must have excellent interpersonal and customer service skills.

6) Ability to conduct independent research, manage multiple tasks and accomplish work in timely manner.

7) Able to work outside the normal schedule hours (to include weekend) for special occasions as needed.

8) Mus be able to lift 20 Ibs. (9 kg) independently and over 20 Ibs. with assistance

Primary work schedule (Mon-Fri): 09:00-18:00

Required documents/#®HEMH : 1 : U TOEKIEDCHZRHL T ZEWN
1. Personal History Statement J& /& (USFJ FORM 196aE], 20260415)

2. Copy of English Proficiency Test: #gEDsEHET) Z A4 % EHED 2 & —

3. Copy of the Driver’s license: &0 FFAED = & —
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