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

ﬂ% MCIPAC/CHRO/MLC-IHA 12300/2(Rev 9/25) &Questionnaire H

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 ) Misslon
abovc. If you are unable to open the file, please = ContactiUs i
ﬂ% save it to your desktop. T\
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@ Hard copy submission (BREE#E) ]

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

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

A—)L® (Subject) #4& [CIXIEHT DBAER L PHO#ZRHL TTFSILY, ]
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 copv
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Note (GEEEHIH)

- 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.
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- 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.
BEOL, FEABREOAICTERBMLES, RESKEEEEHORANIV:-LEE A,

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil
HEAEEIEMC/IHA ERE (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

‘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 HURT L Ykt EA SN TL 5 MLC/IHAREZEE T, 2016 2 B 8 HUFIICHKITI L7z EPT (English

Proficiency Tests) FERIER Z HFH 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. 142-25

PWO #: 213 | position title: Purchasing Agent, #413, BWT-1, Grade-4, LPL-2

MLC F/T Permanent Number of position(s): 1 | Location: Camp Lester
Organization: Defense Policy Review Initiative (DPRI)

Area of consideration Z£E#i[H: Closing date: (#ZHH#iR)
Okinawa Wide

(MLC/IHAs employed in Japan) 9 OCT 25
BAENICCER SN TS 4 MLC/IHA #t%8

Summary of duties: Request quotes from vendors and other mandatory sources of supply,
determine best value for the organization, and select vendor for supplies and services, prepare
purchase request packages and Government Commercial Purchase Card purchases. Input requisitions
through Defense Agencies Initiative or similar systems for approval and upload key supporting
documents. Submit approved purchase packages through mandatory government sources of supply,
local and stateside vendors. Advise General Supply Specialist on potential issues and may represent
DPRI interests in various aspects of the procurement process with vendors, contracting officials and
Base Property Control Office as directed. Conduct inquiries and follow-ups with the various sources
of supply to ascertain statuses that could impact delivery dates. Initiate follow-up and tracer actions
for all requisitions that shipping status has passed normal transit time. Ensure prompt submission of
Reports of Property Received (RPR) so that vendors are paid for services and material in a timely
manner. Screen and validate RPRs to determine if discrepancies exist due to shortage, damaged
material, incorrect or unserviceable items and/or duplicate shipment. Initiates report of discrepancy
(ROD), request billing adjustments and/or disposition instructions.

Qualification Requirements &#& &
1. Proficient in English and Japanese languages, both written and oral (LPL-2 or above)
2. One year experience as a purchasing agent.
3. Proficiency in basic office software such as Microsoft Outlook Word, Excel and
PowerPoint.

Work Schedule : Mon-Fri 07:00-16:00

Required documents/#HEH :
1. MCIPAC-MCBB/CHRO/MLC-IHA 12300/2(Rev 9/25) & Questionnaire: J& /i * & & =
2. Copy of English Proficiency Test: HiEDFEFRES ZFEH 2 EHD 2 & —
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