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» (D Hard copy submission (BREE&KX) q
Hard copy application package(s) are accepted at drop box located at Camp Foster, °°r

Bldg#495. °°r‘
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@ Email submissions (X —/L#H) ]
Submit to mcipac_chro_jn_empl@usmc.mil )|
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1) Email subject must contain job title and PWO# J

A—JL® (Subject) #HE ICIZEHT PMBER L PO#ZRHELTT SN, I
2) Submission is limited to 3 PDF files including resume and attachments. l
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Due to network instability, we recommend to submit hard copy.
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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.

IEE A T T AREEBIIRFEIA @ 16 : 30 £ TIC
gD & 5 =E

BHEHLTTFSVY,

NEESMLC/THA JE FRIZ (A — T L D52 [RIER)
FHEIIZ T O ERA

- 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.
ERBLFEY. REShEREE

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil
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LANGUAGE PROFICIENCY LEVEL (LPL)

B ToHESINS LPLLAVIETREZD

Please see the below for the English Language Proficiency Level (LPL) required of the position:
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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 o . N
BB DR ) % B 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb x5 ke R ET S 730~ 859 90 ~100 550~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average - o - o - -
RIS % B B 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1-Elementary - - - - - - )
TR RE S % B 7 400 ~ 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 R E S
2016 £2 B 8 HURT L YV Mkt EA SN T 5 MLC/IHA REZEE T, 2016 F2 B 8 HUBIICHKITI L7z EPT (English

Proficiency Tests) FERIER 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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Date: 7 Nov 25

Announcement No. 160-25

PWO #: 246 | Position title: Budget Analyst, #0021
BWT-1, Grade-6, LPL-3

MLC F/T Permanent Number of position(s): 1 | Location: Camp Foster
Organization: Host Nation Support Office

Area of consideration ZEEE#ilA: Closing date: (#ZH#iR)
Okinawa Wide (MLC/IHAs employed in Japan)

BAEMICTER SN T\ 2 MLC/IHA )t ¥ 8 17 Nov 25

Summary of duties:

Maintains the Host Nation Support Office Labor Cost Sharing (LCS) Program of Government of Japan
(GQJ) for Marine Corps Installations Pacific (MCIPAC), Commander Marine Forces Japan (CMFJ) foreign
national indirect hire personnel employed under the provisions of the Special Measures Agreement (SMA).
The LCS program contains personnel and payroll record data for all Japan based MCIPAC commands
including MCB Butler, MCAS Iwakuni, MCAS Futenma, Camp Fuji, and reimbursable customers such as III
MEF and DLA. The data is maintained in an Access data base provided by the Labor Management Office
(LMO) HQ and broken down by Master Labor Contract (MLC) and Indirect Hire Agreement (IHA)
employees for each command. The incumbent collects all required data, performs daily reconciliations to
ensure accuracy, and contacts the local LMO offices and USFJ-151 as required if discrepancies arise.

Validates calculation method of USF] LCS allocation distribution and requests adjustments to the allocation
from J51 if incorrect. Distributes the CMFJ allocation to each command based upon previous year LCS
execution. Prepares SF 1034 or other acceptable payment voucher forms monthly as required to
reimburse the GOJ, from other service components and MCCS to cover LCS shortfalls. Serves as the CMF]
LCS specialist to USF]. Develops and prepares a variety of financial execution and personnel reports for
command fund managers such as monthly SMA LCS execution reports and on-board strength reports.
Supports Host Nation Support Officer and Joint Labor Resource Committee (JLRC) representatives by
preparing and providing all necessary data and reports regarding LCS issues.

Provides LCS shortfall obligation requirements to responsible command fund managers and ensures they
take appropriate action to obligate funds in DAI to cover their respective shortfalls. Continually monitors
that CMFJ] has sufficient obligations in totality to cover any GOJ LCS invoice. Prepares bulk obligation
documents and DD 250 expense forms for command fund managers to support their DAI accounting
entries.

Monitors the HNSO share point site daily to prepare MLC & IHA cost estimates when organizations request
to promote a current position, establish a new position or temporarily hire a Limited Term Employee (LTE)
that may result in a double encumbered position.

Serves as a backup to administratively support the unit or serve as an interpreter in meetings with GOJ
officials in lieu of the HNSO Interpreter/Translator position in absence of the incumbent as required.
Travel may be required.

Qualification Requirements &#% {4
1. Must have the ability to speak, read, and write in English (LPL-3 or above).
2. Must have the ability to operate a computer and related software (Microsoft Excel,
Word, Outlook, PowerPoint, and Access).
3. Must be highly proficient with Microsoft Access for database management and
reporting.
4. Must have strong written and verbal communication skills.




I 5. Must have experlentlal knowledge of accountlng prmuples flnanC|aI management I
I and budgeting procedures. i

6. Must have knowledge of budget formulation, execution, and validation. J
i 7. Familiarity with Power BI or other data visualization tools is highly desirable. )

8. Must have the ability to analyze and prepare detailed financial reports and coordinate ]
l with both U.S. and Japanese counterparts. ]
l 9. Must have a minimum of two years of relevant experience in accounting, finance, or ]
L administrative work. ]
| 10. Must have the ability to consolidate and manipulate large amounts of data for analysis ]
l and to create comprehensive reports for decision making. J

.| Work Schedule : Mon-Fri 07:30-16:30 :
i Required documents/#2HEHE : "
ﬂ% 1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: /& & B 2 H
W’ 2. Copy of the required certificates/licenses. %2 & SN 5 EED 2 v — H




