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MLC/IHA Position Vacancy Announcement

Civilian Human Resources Office
Marine Corps Installations Pacific-MCB Camp Butler
U.S. Marine Corps
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ATTENTION

A0FREFPHOLE, BEBEMLC/IARAZSEICRESNDAEK. BEEZA—IVICTRHELTIE &
CHhhEBSENNELET,

BEEE : MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire
RAEA. BEERFTRE) VISR
https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/IN/IN-Staffing/

’H S : mcipac_chro_jn_empl@usmc.mil

B ERFE (MCIPAC/CHRO/MLC-IHA 12300/2 (Rev 4/14)& Questionnaire) IZF{t9 2 EREHEIZ.
RABERICTERSATNEIHEDODOAERET S, CRABRICHELTHY EFT).

B EEBFEZBREINDIARK, ¥ TI+ X2 —Building 495 [CREBSh T\ BEEERESE
T2HHLTHEYET, (Kadena CPO BT Navy HRO ADBEIT—BHELE LTHEY ET),

B EEZFEITIHEEEHEVBAD 16: 30 ETIZAEHEERAERFE (A—ILIZEZEEDRE)
ICRHLTT S, NMEDHIBHIZ2HFITonFEEA.

B ESEEREDL BAEEOHCCERBLET, BHIA-EEEFOERA IV :-LELA.

B BESEEEARAAEREZ (645-3370/098-970-3370) X[k A —JL mcipac_chro_jn_empl@usmc. mi |
TIEBT SN,

During the global coronavirus pandemic, we are encouraging applicants to submit
application package(s) through email. Hard copy application package(s) are only accepted at
drop box located at Camp Foster, Bldg#495. KAB CPO and Navy HRO drop box are closed until
further notice.

Application: MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire

MLC/IHA Announcements, application form are available at below link
https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-Office/IN/IN-Staffing/

Submit to: mcipac_chro_jn_empl@usmc.mil

B Submit ONLY applicable documents listed in the announcement along with your application.

B Submit your application package (hard copy) in drop box located at Camp Foster, Bldg #495. (KAB
CPO and Navy HRO drop box are closed until further notice)

B Application with required documents must be submitted to JN 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.

B Applications are subject to screening prior to referrals and only individual selected for interview will
be contacted. Your application package will not be returned once submitted.

B For more information: JN Employment unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil



mailto:mcipac_chro_jn_empl@usmc.mil

Date: 15 Oct 20

Announcement No. 90-20

PWO #: 108 | Position title: Administrative Specialist, #10,
BWT-1, Grade-5, LPL-Pre-3

MLC F/T LTE
NTE: 13 Apr 21

Number of position(s): 1 Location: Camp Foster

Organization: G-F, Public Works Br., Real Estate Sec.

Area of consideration FLEE#&H: Closing date: (#2HHIFR)
Okinawa Wide (MLC/IHAs employed in Okinawa) 22 Oct 20
HRBRENIC TR SN TWA L MLC/IHA REEER

Summary of duties: Serves as assistant to the Director of the Real Estate Branch and performs
duties as a specialist in clerical functions in all operational field, e.g. professional, technical and
administrative operations pertaining to the branch. Answers inquiries which require general
knowledge of the organizations and programs. Reviews incoming correspondence for distribution to
the appropriate staff members and outgoing correspondence for conformance with established
procedures, general policy and factual correctness. Types all varieties of reports, instructions, letters,
forms and other documents related to the functions of the branch. Prepares and summarizes
modifications of Base order and maintains personnel files, suspense files, policies and regulations,
and directives, and posts changes thereto as required. Prepares Facilities Subcommittee of the
United States Government Draft Memoranda FSUS to the Facilities Subcommittee of the United States
Government (USG) and the Government of Japan (GOJ) to obtain approvals on land release, Joint
Use Agreement (JUA) and land and water surface areas acquisition required for USMC training
requirements. Obtains data for recurring report for coordination of construction and maintenance at
USMC facilities and areas from PWO and Maintenance Office quarterly and compiles the data,
prepares and forwards the report (Recurring Report RCS: USJ-DJ-59) to USFJ each reporting quarter.
Obtains data for total land acreage used by USMC from Okinawa Defense Bureau (ODB), obtains
total number of buildings assigned to USMC in Okinawa, including the square feet of space of the
buildings, compiles the data and prepares Real Estate Holdings Report (RCS: USJ-DJ-48) USFJPL 87-1
requirement. This report is forwarded to USFJ on Annual basis. Maintains suspense files for the
Director and Branch on matters requiring compliance and follows up to ensure timely reply and /or
action. Establishes and maintains subject matter files, maintains calendar appointments for the
Director. Schedules meetings for the Director and summarizes the proceedings for the Director and
her staff. Prepares for conferences by arranging for time, place and # of people. Process TAD
requests for Real Estate Branch personnel. Maintains GS and JN employees’ timekeeping records and
ensures all timesheets are submitted by proper procedures.

Qualification Requirements &#5f4

1. Ability to speak, read and write English at average proficiency level LPL-3.
2. Computer proficiency in Microsoft Office Suite and Data Base Management.
3. Must be able to drive, obtain an US GOV vehicle driver's license.

Work Schedule: (Mon-Fri): 0730-1630

Required documents/#:HEX -

1. MCIPAC/CHRO/MLC-IHA 12300/2(Rev 4/14) & Questionnaire: Jig /i £ & & [t 2L
2. Copy of the GOJ Driver’s license. JE#A 50 FFRED = B —

3. Copy of English Proficiency Test: #ihfe /) Z 7L T 5 EHHD 2 &' —

B U EOBKRITEOLFEH LTI EEN




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

LANGUAGE PROFICIENCY LEVEL (LPL)

FEFRE IR

BETLEE SN3 LPL LA FRECETAL,

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC ok
Test Based Test Based Test *
4 — Exceptional o . o o
EEYOHE ) A B 7 860 ~ 990 NA 600 250 100 NA 1st
3 — Fluent
B 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 —Average - - - - - -
T AHEE N A B 7 550~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 | 2nd
1 - Elementary o . . o o o )
HPEHGIeEE ) % B 7 400 ~ 549 65~ 74 430 ~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
B NRORE ) % B 350~ 399 40 ~ 64 NA NA NA NA 3rd
0 — No language proficiency
TR EEE R0
2016 F£2 A 8 HUAI L WIMGEER SN TWL 5 MIC/IHAGEZEEB T, 2016 &£ 2 A 8 BUUFIICFEITEI N7z EPT (English

Proficiency Tests) FVBRIER Z BFHL D H L. T OHBRBERDOEBEFZML NUABLPL LNV E 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.



