i MLC/ IHA Position Vacancy Announcement

Civilian Human Resources Office }
Marine Corps Installations Pacific-MCB Camp Butler H
U.S. Marine Corps
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. Application forms BEZAK
| MCIPAC/ICHRO/MLC-IHA 12300/2(Rev 4/14) &Questionnaire

Forms may be found at the link below or QR code.
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L https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human- Application Form/g i
| Resources-Office/JN/IN-Staffing/ ]

" How to apply #HFik T\
* (D Hard copy submission (BE& &) :

I Hard copy application package(s) are accepted at drop box located at Camp Foster, 1
I Bldg#495. 1
L BEEEEEEREINEAIE, > T T+ R4—Building 495 CHBEAT ]
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. @ Email submissions (* —/L#HH) ]
| Submit to mcipac_chro_jn_empl@usmc.mil J
! EERA—LT7 FLRIZIREH :
i 1) Email subject must contain job title and PWO# y

I A—ILD (Subject) #B ICIFIHET HBER L PIO#ZEHELTT LY, I
" 2) Submission is limited to 3 PDF files including resume and attachments. ¥
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" Due to network instability, we recommend to submit hard copy. ]
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H We will send acknowledge receipt when we received your resume. If you did not receive ]
| our acknowledgement, please contact us at 645-3370/098-970-3370. I
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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.
JSBE A AR T DUEEBITAEEIA O 16 : 30 £ TIZ AFHEMLC/THA JE HIFRIC (A =T L DIG05E b [AER)
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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.
EFREDOL, BHEEEOHCCERBLET ., RESNEEEERORAMIVEZLEEA,

- 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
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Please see the below for the English Language Proficiency Level (LPL) required of the position:

LANGUAGE PROFICIENCY LEVEL (LPL)

FEFHE R

B CHAEEINB LPLLARNLIETREZETXL,

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 OBE ) A B 2 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb x5 AR AT 2 730~ 859 90 ~100 550 ~ 599 210~ 249 80~99 870 Pre-1st
2 — Average - o - - - -
ERHRE /) % B 550~ 729 75~ 89 460 ~ 549 140~ 209 50~ 79 560~ 869 | 2nd
1 - Elementary o o o . o N .
PR B B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~559 | Pre-2nd
Pre-1 — Minimal
RO S A B2 350~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
TR R E S
2016 £2 B 8 HUATL VM EA SN TS MLC/IHA [EEE T, 2016 £ 2 B 8 HUFNICHEITE L7z EPT (English

Proficiency Tests) HEBER Z BB DH I, TOHBBROBFML NAHNHE LPLLRNLE L TERINET,

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: 29 Apr 25

Announcement No. 70-25

PWO #: 034 | position: Clerk #0050, BWT-1, Grade-3

IHA F/T, Permanent Number of position(s): 1 | Location: Camp Foster
Organization: MCB Camp Butler, MCCS Division, Semper Fit Branch, Gymnastics

Area of consideration  Z&4E i [H: Closing date: (#ZH{#iFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 7 May 25

HEENICTREAINTWA L MLC/IHA E%E8

Task List: _ Provides administrative and clerical support to ensure efficient office operations for the
Gymnastics Program. Performs a variety of clerical and administrative functions, using judgment to answer
recurring questions and resolve problems. Assists in establishing and maintaining files and records for easy
retrieval. Reviews incoming correspondence and determines the appropriate action required and its priority.
Routes and distributes mail to appropriate individuals. Reviews outgoing correspondence for accuracy in
format, punctuation, spelling and grammar. Composes correspondence, such as memorandums, emails,
calendars and letters. Establishes and maintains suspense dates to ensure that required actions and responses are
made within deadlines. Receives, screens, and directs telephone calls or visitors. Based on the general
knowledge of the organization, refers telephone callers and visitors to appropriate staff or office. Independently
answers routine, non-technical requests for information. Takes and delivers messages for staff members. Makes
appointments and maintains an up-to-date and organized appointment calendar. Assists with the registration
process of students/patrons into the Gymnastics Program using our content management software system and
ensures registrations are managed based on program requirements. Types, edits, and prints a variety of
documents for the office staff, including correspondence, reports, memorandums, work requests etc., and
determines the appropriate forms to be used. Uses Naval Correspondence standards for applicable documents.
Consolidates information for various reports and in accordance with established procedures and guidance.
Maintains and orders office supplies. Regularly checks retail inventory and submits needed items for orders.
Uses RecTrac to maintain retail inventory, add retail items, price retail items, receive retail items and
run/submit necessary reports as directed. Submits service tickets as required. Acts as the primary coordinator
for facility maintenance records/purchase orders/MIS needs and reporting for Gymnastics Program. This
includes the appearance and general upkeep of the facility to include but not limited to: safety inspections,
facility cleanings, floor cleanings, equipment cleanings, and other maintenance scheduled for the care of the
Gymnastics facility. Assists in the daily operations of Gymnastics Program and provides first level support and
service to students/patrons. Provides a variety of information and responds to questions from visitors/patrons
regarding the Gymnastics Program, activities, and scheduled events. Advises students on the practical and safe
use of equipment. Performs limited demonstrations regarding the use of equipment if required and as directed.
Receives/stores athletic supplies/equipment for patrons. Checks supplies/equipment for service ability
prior/after use. Opens, monitors, checks, and closes facility areas as required. Ensures appearance of facility to
include retail space, lobby, and gymnasium have a clean and organized appearance. Periodically checks tools,
equipment, and gymnasium floor space for compliance with established safety standards, for general condition
and cleanliness. Performs routine maintenance/inventory as required. When corrections cannot be made, reports
them to the supervisor to ensure safety and minimum operational requirements are maintained at established
levels at all times. Assists with maintaining the Key Control Inventory Log, issuing keys to incoming
employees as well as logging returned keys. Performs other related or incidental duties as assigned.

Qualification Requirements &#& 54
1. Must be proficient in English language, to include good communication skills both orally and in writing, at least
LPL-2 (LPL-3 is highly desired to perform work this position)

2. Working knowledge of general office administrative and clerical work and ability to interpret specific procedural
guides, such as instructions, manuals, establish(ed) policies and procedures for assigned tasks, such as filing,
distributing mail, or ordering supplies, which are directly applicable to work.

Working knowledge of Microsoft Office programs (e.g., Word, Excel, PowerPoint)
4. Minimum of one year clerical experience such as managing files and records, preparing documents and
correspondence, receiving visitors and telephone calls, etc.
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i Other Requirements:
I 5.
L3 6.

Must be able to work independently to handle multiple tasks under pressure and fast-paced environment.

Must possess an outgoing, sociable and friendly demeanor, in order to interact positively with customers on a daily
basis.

Must be able to obtain and maintain CPR and First Aid certifications.

Must be able to accommodate a flexible work schedule/shifts including evenings, holidays, and weekends.

Must be able to lift objects up to 201bs(10 kg) independently and objects over 20Ibs with assistance as needed.

. Must be able to complete pre-employment and annual health check and immunization and provide evidence of

immunization. (e.g., Annual flu shot)

ﬂ% Work Schedule- : (Mon-Sat) , 40 hrs per week (5 to 6 days) between 08:00 — 20:00

“’f’ Required documents/#&H &) :
ﬂ% 1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire: &k & E i
ﬂ% 2. Copy of English Proficiency Test: JREDFEFAES ZFEH T 5 EFHD 2 v —

CE: U EOBRIEOLERBL T ZEN



