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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\T Announcement No. 141-25 H

H PWO #: 211 | Position title: Personnel/Manpower Coordinating Clerk, #0410 H
| BWT-1, Grade-4, LPL-2 ]

4 MLC F/T Permanent Number of position(s): 1 | Location: Camp Foster so
H Organization: MCB, Camp S. D. Butler, G-4 Division, Motor Transport Branch H
I Area of consideration ZEEEHIH: Closing date: (#&HHIER) ]
| Okinawa Wide OOU
| (MLC/IHAs employed in Okinawa) 14 Oct 25 ]
. HHREENIC CTEA S T34 MLC/IHA LR Il

l Summary of duties: ]
| Assists Motor Transportation Specialist, Foreman, and U.S. Supervisors in each of specialized area as ]
| the expert source of information on all the clerical/administrative details of maintaining the MLC )
| program operations for Motor Transport Branch. Prepares standard correspondence and forms )|
| working from unedited and various source documents; makes corrections on errors or uses guidelines |
[ that are not applicable to all work situations, and selects the most appropriate guideline and decide ]\
U how to complete the various transactions; translates variety of documents from English to Japanese H
‘T and vice versa; as necessary, acts as an interpreter for U.S. supervisors and MLC employees in H
‘T’ various occasions such as conferences, phone calls, briefings, job interviews, lectures, counseling, H
‘T’ etc. The work includes maintaining time sheets and attendance records for total of 213 MLC H
ﬂ"o employees comprising of 113 employees in Operations section and 100 employees in

= Maintenance/Headquarters (HQs) section. Each position will be rotationally assigned to these
U% sections (i.e., Operations section/Maintenance & HQ section) in an annual manner, verifying their H
Uoo overtime, night differential, holiday work and annual leave balances; completing requests for H
Uoo Personal Work Order for recruitment, personnel actions, processes all request for Common Access |
Card (CAC), and base access pass requests and distributes forms and instructions for MLC employees A
ensuring timely and proper completion of the requested actions; tracks receipt of information from J
offices in response to requests for information for various reports; processing recommendation |
letters, duty rosters, leave request etc. Acts as the primary point of contact with Human Resources }
Office (CHRO) and Labor Management Office (LMO) for completing request for purchase of protective Il
clothing and uniforms for MLC employees, manages proper uniform procedures to ensure that each 1
item requested by an employee is listed on the Table of Uniform (T/U) and is consistent with the 1
uniform afforded for each respective job title prior to the submission to CHRO; maintains, tracks, and 4
updates the data such as name of employees, job title and number, nomenclatures and -
specifications, color, quantity, size, and a cycle period of each uniform. The position may operate
motor vehicle to deliver and receive the documents such as personnel action requests,
correspondences, Government official mails, messages etc. p

Qualification Requirements & 4/4 ’
1. Must have driver’s license.
2. Must be able to operate office automation software to include MS Word, MS, Excel,
Outlook. -
3. Must have strong communication skills to communicate with MTB employees, CHRO,
LMO etc. L
4. Prefer to have experience in preparing and processing MLC time sheets and Personnel
Action.

Work Schedule : Mon-Fri 07:30 -16:30, 40 hours per week i
Required documents/#2 &5 ]

1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: &/ # & & 22 }
& : U\J:O)iiﬁw%k%i%'ﬂ L‘C< téb\ Il




