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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U% Vacancy Announcement/sk Ak H

. Application forms BREZAK
| MCIPAC/ICHRO/MLC-IHA 12300/2(Rev 4/14) &Questionnaire

Forms may be found at the link below or QR code.
RAEAN., BEEETRY VIV FLEQRIA—FALF Y O—KRTEET 0

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 #H ik T\
* (D Hard copy submission (BE&E &) :

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 ]
L NBEEEREE TR LTHYFT, .

. @ Email submissions (* —/L#2HH) ]
| 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. ¥

RATESEIZ PDF G ELA) TIRESELLET, ]

Important Notice with Email submission * —JLIZHIZCDOWWTOEER | -
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" Due to network instability, we recommend to submit hard copy. ]
j: 2y FI—ODBERTRELGE., N—FIE—TORHEZHEBOLTEYET, ]
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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BEEZNE., 2EA—ILZRERLET., REA —IHBEIELVESE 645-3370/098-970- -
310 FTTERT LY, -

Note CGEFEZEIH) :L


https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/JN/JN-Staffing/
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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)

AEFHE 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: 17 Jul 25

Announcement No. 97-25

PWO #: 144 | position: Cash Accounting Clerk #0036, BWT-1, Grade-3

IHA F/T, Limited Term

Number of position(s): 1 Location: MCAS Futenma
NTE: 31-Dec-2025 position(s)

Organization: MCB Camp Butler, MCCS Division, Business Ops, Food and Beverage, Futenma Habu Pit

Area of consideration ZLfE&iH: Closing date: (#&HHiBR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 25 Jul 25
HRENICTEA STV 4L MLC/IHA E¥E

Task List: _Individual filling this position functions as an Activity Cashier, Cash Accounting Clerk, adhering to
proper cash handling procedures as all times. Specific duties also include those of an administrative nature, as
pertain to cashier operations. Completes DAR paperwork on a daily basis. Responsible for accounting paperwork
and reports including Gift Certificate Logs, Tamper Proof Bag Logs, Deposit Slips, Daily Sales. Reconciles the daily
sales and cash amount. In case of discrepancy, the incumbent searches the cause, liaising with management where
necessary to resolve (i.e. variance reports & void reports). Prepares deposits, closing account paperwork each day
and management of Cash Cage. Uses Credit Line Manager and HSI Profit Series to produce daily reports, batch
credit card transactions and submit all accounting data as required by AMO. Responsible for creating and issuing
cashier drawers during shift and follows proper procedure for maintaining cashier logs. Receives appropriate form of
payment (cash, check, credit card) from patrons and operates appropriate Point of Sales (POS) equipment such as
electronic cash registers, computerized cash registers, check verification equipment, and calculators/adding
machines. Provides facility and local information to patrons as well as communicates appropriate answers to
guestions regarding hours of operation, check cashing, gift certificates, credit card usage, returned check redemption,
on-account payments to MCCS, membership benefits, posting to customer accounts, computation of discounts,
processing coupons, etc. Counts and verifies cash at time of issue and/or turn-in of activity bank, and as necessary,
establishes activity banks to appropriate levels, as determined by management. Conducts and/or participates in Cash
Counts of activity banks. Conducts Yen/Dollar conversion/re-conversion operation, along with appropriate
documentation. Assists with dining room, preparation for lunch, set up and tear down of events during scheduled
hours. Replenishes utensils, refills water glasses and is alert to patron spills or other special needs. Concludes dining
experience by acknowledging choice of club and inviting patrons to return. Ensures general housekeeping and
cleanliness of work area at all times. Receives visitors or telephone calls, distribute mail, and maintains files. Assists
customers and communicates positively in a friendly manner. Takes action to solve problems quickly. Alerts the
higher level supervisor or proper point of contact for help when problems arise. Other duties as assigned.

Qualification Requirements & 5f4

1) Knowledge of basic cash handling procedures, be familiar with currency (US dollar and JPN yen), and be able to
operate a cash register.

2) Ability to speak and read English at a minimum proficiency (LPL 1).

3) EPOS or Cashier experience is preferred.

Other Requirements:

4) Ability to work at various shift schedule including night and weekend.

5) Ability to stand prolonged hours.

6) The position is occasionally required to lift heavy item up to 25 Ib.(11kg) without assistance.

Work Schedule: (5 days, 40 hours a week)
06:00-15:00, 07:00-16:00, 08:00-17:00, 12:00-21:00, 12:30-21:30

Required documents/#HELS :
1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire: & FE: & & [
2. Copy of English Proficiency Test: #3E0EFHE N A FEHT 2 EFHO a £ —
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