I MLC/ IHA POS|t|on Vacancy Announcement J

Civilian Human Resources Office H
I @ Marine Corps Installations Pacific-MCB Camp Butler H
U.S. Marine Corps ||

MLC/IHA R ASREE ]
I MR RFAAANE |

ﬂ° Vacancy Announcement/>k A A4 H

[ ATTENTION //

Application form has been updated as of 1 Oct 25. Previously submitted
applications prior to 30 Sep 2025 will be accepted.

2025F 10 A 1B&YBEENRHLLEYELI, 2025 9 A 30 HE TIC
RHESh-BEEDBRHIIFTETT,

I Application forms BEERK |

I MCIPAC/CHRO/MLC-IHA 12300/2(Rev 9/25) &Questionnaire ]

U‘:, NEW URL : https://lwww.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources- H
. Officel#in-staffing |
* Forms may be found at the link or QR code G Miesion i
H abovc. If you are unable to open the file, please e ontactis H
i save it to your desktop. =

ERYVIOFELEFEQRI— NS HFIO—FTEFET . Okinawa Vacancy Announcements “
27ANEEERTLAWVMESIE. TR by FITRELT :
MNERAWTT I I Supporting Documents I g‘L
1 Application Form BEZZC5 5 ‘:

A g‘o

How to apply ##HH 5E ]

(D Hard copy submission (BEE&K) |

Hard copy application package(s) are accepted at drop box located at Camp Foster, p

Bldg#495. i
|
EEBEEZEZREINDIAIK. Fv T I+ AXAF—Building 495 [ZRE SN TWSIEREREET i

@ Email submissions (X —/#H) A
Submit to mcipac_chro_jn_empl@usmc.mil
ERA—-LT7 FLRIZIREH i

1) Email subject must contain job title and PWO# |

A—JLO) (Subject) HF ICIXIGHY PHEA L PIO#ERBLTT S,
2) Submission is limited to 3 PDF files including resume and attachments. |
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Due to network instability, we recommend to submlt hard copy.
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Note (GEEEIR)

- 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

HELTTFEW, MDD 5 EFHIIZ T oNEEA

NS MLC/THA JE AR (A — U2 L D5 S [RAR)

- 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

HHEEEIEMC/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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Announcement No. 144-25

I PWO #: 217 | Position title: Administrative Specialist, #0009 ]
I BWT-1, Grade-4, LPL-2 |

. MLC F/T Permanent Number of position(s): 1 | Location: MCAS Futenma -
H Organization: MCAS Futenma, S-1 Headquarter & Headquarter Squadron H
I Area of consideration ZEEEHIH: Closing date: (#&HHIER) ]
I Okinawa Wide ]
| (MLC/IHAs employed in Okinawa) 21 Oct 25 ]
LL, B NIC TR STV 54 MLC/IHA RE£8 ]

l Summary of duties: ]
| Provides support and assistance of both a general and technical nature to Government Travel Charge ]
L Card (GTCC) section program coordinators assigned to MCAS Futenma. Conducts research to )
| respond to complex inquiries as needed. Processes Citibank applications, activates/deactivates )|
| charge cards via Citibank’s automated system. Maintains access to Citibank electronic access system |
| to review and monitor cardholder status, account listings, delinquent accounts, and system reports. ]
U Identifies problem accounts based on published guidance and ensures timely notification to H
‘T leadership. Performs monthly spot checks for GTCC abuse/misuse. Uses Department of Defense H
‘T’ (DoD) regulations, Marine Corps Orders, and MCIPAC guidance to analyze transactions. Maintains H
‘T’ DTS access to verify TAD authorization and voucher statuses. Provides Excel and PowerPoint reports H
ﬂ"o to management as required. Serves as the Organizational Defense Travel Administrator (ODTA), H
= supporting H & HS DTS program operations. Troubleshoots DTS issues; elevates unresolved cases to s
U% Tier 2 support. Trains travelers and DTS users, including Authorizing Officials, Certifying Officials, H
Uoo and Reviewing Officials. Assigns user roles and permission levels; generates required system reports. H
Uoo Ensures adherence to DoD travel policies and supports inspection readiness. Serves as the H
command'’s subject matter expert for Records Management and Directives Management, supporting A
the Adjutant and Executive Officer with implementation of inspectable programs. Analyzes, reviews, J
and edits content of command publications such as directives, manuals, and instructions prior to |
issuance. Translates English to Japanese (and vice versa) via telephone, email, and written forms }
when coordination with Japanese agencies is required. Maintains up to date Standard Operating Il
Procedures (SOPs) and desktop guides; ensures an accurate turnover file is kept etc. 1
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;; Qualification Requirements &#5 414 ]
I 1. Able to speak, read and write English (LPL-2 or above). I
I 2. Able to operate computer to include Microsoft Excel, Word, Outlook and PowerPoint. I
I 3. Must have experience in providing customer service. ;
I 4. Ability to serve as the command’s SME in Record Management and Directives }
I Management. ]
I 5. Knowledge of the Defense Travel System (DTS) ]
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6. Knowledge in Government Travel Charge Card (GTCC) program. }
7. Able to translate to English to Japanese vice versa. }

Work Schedule : Mon-Fri 07:30 -16:30, 40 hours per week |
Required documents/#HE% - o

1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: Jg/f# & & B p
& UELOEROHZRHL TIZEW !




