HMAEEMEREILR

VACANCY ANNOUNCEMENT

LBRES :

Announcement No.

SRF-C930-020-26

8 Jan 26

f . ?])E: 1st Cut-off: 20 Nov 25
osing Date 2nd Cut-off: 11 Dec 25
#17H:

310ct25

Date of Issue

1. B4, BE, S, FBEREHNKR (LPL), 5% BWT) EEAH
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): EO. Of't t
Management Analyst #118 1%

(B HE TR

BiZE R FEFEE Nk Target Grade & Language Proficiency Level (LPL):
E#R Grade-5, FEFREN#R LPL-3

4. B EE &G Arca of Consideration

I X H|MLC/HA %8 (EBKR)
Current MLC/IHA Employee within Activity

1. [X] 3] MLC/IHA ¥ 8(GEEEMN)
Current MLC/IHA Employee in commuting distance
1. [X] TR MLC/IHA ¥ E8(£E B XKE)
Current MLC/THA Employee Japan Wide

V. X] 4+ Off Base Applicant

RATEERE VSR B EE S Acceptable Trainee level:
% #k Grade-4, B REN#R LPL-2

X EHRBWT -1) [ HERBWT-2) [1HRERBWT-3) []EFHRBWT-5,6)
Administrative Blue Collar Trade  Security Medical

2.EBBK Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka (SRF-JRMC), Production Department (C900), Production
Resources Support Division (C930), Quality Management Office (C933)

EN#5IB AT Working Place: #78% 1 AT Tomari-cho, Yokosuka

3.5 75/ Work Schedule (3B 40 A%l hrww )

£17 B Work Days: Monday thru Friday AR - £iEH

B F50ER] - /AE8 Work Hours/Recess Period: 08:00-16:45/12:00-12:45
[ % &) Night Shift

X 5% Overtime X] 143k Business Travel

5.FE A DFEYE Type of Employment
Xl MLC
[] THA
X| #F Permanent
L] BREHAM Limited Term
(_» B Months or NTE date)




6.BEFEMN A Duties

Works with Senior Management Analyst, conducts departmental studies to understand work methods, procedures and reporting
to collect vital business information required to design, develop and maintain the Departmental Dashboard in order to
demonstrate the health of the organization and identifies strengths, weakness, opportunities, and threats. Assists the senior in
analyzing multiple data sets, identifying root causes of deficiencies, proposing solutions, and planning future strategic options
and alternatives. Serves as System Data Administrator supporting both Production Officer (PO), Deputy Production Officer
(DPO).

* Researches a variety of organizational structures to understand the importance of each functional area such as operation,
overlapping, impact on other work processes and products, and interaction with Production Department.

* Understands the various customers and services provided as well as adherence to governing policies.

* Interviews personnel, conducts on-site observation to understand organizational structure and functions, work performed,
methods, equipment, and personnel involved.

* Determines the vital elements that drive the organization and identifies the key business indicators to show operating
success, problems, effectiveness, barriers, and managerial inefficiencies.

* Conducts training to ensure goals and targets are communicated across the various work structures within the organization.

* Understands the organizational mainframe system, Automated Information System (AIS) and data structures so as to mine
and extract the correct data, and create programming variants required to produce accurate metrics.

* Improves Production Department programs continuously to new formats and builds new reports and metrics as required the
department processes and products.

* Provides analytical data and metrics in reviewing and analyzing Departmental programs and processes, including operations,
financial, workload budgetary metrics and program.

* Manages, directs, and controls surveillance activities to capture on-site data in order to increase first time path yield by
promoting higher process adherence rate.

¥Rl ZERFRIR Outstanding Working Condition, if any: N/A

1.EBEH/ BKEHE Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
1 BISRENEBFRABLUANIVCHEAT SREBOFFRENDPDELLGYES,

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR
completion of 4-year college/university in a related field.

b. Knowledge of business process, organizational structures, and functions of the production department of SRF-JRMC.

c. Skill in operating personal computer such as MS Word, Excel, PowerPoint, Access, Visio to maintain various data and
reports accurate.

d. Ability to review and analyze Departmental programs and processes including operations, financial, workload forecasting
budgetary metrics and programs.

e. Ability to conduct studies of business work methods, procedures, and reporting business analytics within the Department.

f. Ability to analyze complex data sets, identify root causes of deficiencies, propose solutions, and determine strategic
options.

* An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level
as below.
1-4: a. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-year
college/university in any field.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.
BEDHAAICOVTIE, ZOREIZLYEREINET,




8.1 9% 4 M Application and Associated Documents

RERIGEE (B MLC/IHA #%8) O TRAEESE PDF, Excel (9 EBME), Word BRXT R I7 7ML BIE3OF
T) EA—JLTODIRH (e-Application) &% Y FEF, PDF, Excel, Word EXLSND T 7 1 ILIZRITHHITERA,
Current MLC/IHA employees must submit all required documents below in PDF, Excel (refer to item #9), Word Format
(up to 3 attachments) by e-mail (e-Application). Files other than PDF, Excel, Word format are not acceptable.

NEEEE GERER) OTEVEEEEI/NN\—FaE— (#) TORBELYFET, Off base (external) applicants

must submit all required documents below in hard copy.

BEEFERNAEXITIRIEE CHE &Y, Seeitem #9 below for How to Submit Application Documents.

TRISFENIDEEFOLTHR > TOEMEE, ELLETRIBOREAZQOHETEY ICCHEEIEITALE
&, BERRELYFHEADTIFEET SV, When all of required documents indicated below or instructions on How
to Submit Application Documents in item #9 below are not followed, your application will not be accepted or considered for
this position.

1. X Z2RE RSB AR Application for Vacancy Announcement (HROY Form 1)
2. [X| EFEEFEAEESE Resume of Specialized Work Experience

1 &2 MEEAlL Complete in [ ] HAEFET Japanese [X] HEFET English [ &5 5 T4 Either
3. ZF DA EEIHE Other Required Documents (REREHEIL. FRICFT v IV—I TRINLHIEELHZES1D
DR TFAIIZEESHTL EELY, For current MLC/ITHA employees, when any of the following documents are check
marked, combine them to one file attachment)

[ sBERHEFELIME L Copy of Driver's License

TAFEERAHFADAIF (A FREFAFAMY 7TV FLYMRSh-RHFFEREZRLE.

For My Number Driver’s License, submit the license information printed from the My Number Driver’s License Reading
Application, etc.

L& TEL/SBAZ D E L Copy of Certificate

X #EDEENZEITBET 5L DDE L, TOEIC, TOEFL, CASEC, ERDAEAMAIIHEL L TZIHHITE
9. (B/ATEMEERIF ALCPT 7)) ZOMOAE. RUOREENICETIECREEIFRAELELYFET,
REZRAEEELTHALLRMAZORENSBLETT,

Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English
Proficiency Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT
certificates or self-statement on English proficiency will not be accepted. The same applies to those whose native
language is English.

X BAREEZLUSNOAIE. EEH—F (@@E) RU/NR7R— kO3 E— For non-Japanese citizen applicant, copy of
Residence Card (front & back) and Passport.

X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

NOTE: Retired US military/reservist must obtain approval for employment under foreign government from both the
Secretary of State and the Service Secretary from which you retired, and attach the approval letter to be considered.

4. X (4RI E D H For external applicants only) 110 IS DYIFEEMF L. ICEEDEERZS I KL EFEV-RE
F#®E (12cm x 23.5cm),  12¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

CARBEHBECLECREEECRO Y THAN, REBEFEBRBETHHLTLSHE. [HRICET2EMR]
FZIRELTCESL,. (RAEREEE. LE3IEOZOMOBESZSHELEFLOTIRHEL TS, )

The “Questionnaire on Relatives” is not a form essential in screening applicant’s qualification. However, if you have any family/relatives
who work at U.S. Navy base/facility in Japan, please submit this form. (For current MLC/IHA employees, please submit with the “Other
Required Documents” in item#3 above.)

LEERKIIUTDO URL LY A O— KTEZET, The above forms can be downloaded from;

https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-
Opportunities/JN-Forms/



https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Forms/
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Forms/

9 .IEEHIZEH AL  How to Submit Application Documents

AELHEE (B MLC/IHA %K) ENBEHESE (FEHER) TE. SHERERHAE - BHAESBIVEY, LD
BERHEMZLUTOETRICHL. MEBEZORNCEEREECFADREICEVTIEROS ARHLTTEL.,. BE
HYIAWE. How and where to submit job application documents is different for Current MLC/IHA (internal) Employees
versus Off Base (external) Applicants. Submit required application documents by ensuring to follow the instructions provided
below at the responsibility of the applicant. Applications must be received by the closing date of the Vacancy Announcement.

1. AFEER (B MLC/IHA #£%8) IRHH5%  Current MLC/IHA Employees must submit to :
K BEHEAEEM OCHR BRAAEMR HRO)DTEEA—I/LF FL X OCHR Human Resources Office (HRO)

Yokosuka’ e-mail address at :
apply@us.navy.mil

* BREEEMSOIREIEZ, CD5EEk (7 FLR) AEA—LICTRESII=EHD (e-Application) DHZFFET,

* CORESEAREMERELEB~AOLEERTY., CEMZFEZHEEYVLEVTY, BREBLMEIOTITE
CEELY,

¥ A=Y Ty b (AR CEFARBCERLRESZRE WHE)  #ERMLAFS—UYFERALAENT
&y,

* BECHEHOKRBEZBLHCIIERSL (TILR—L) ZRATLTLEEL,

*  EEEICIE @us.navy.mil D DoD A —)LT7 FLAKYERNH S ENHY FET, A —ILERETELHLSIC
LTHEWLTLEEELY,

* VARUBROZFEBRREBEOBDEERREI oML THRT Y,
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-
Yokosuka-Region/

* Current MLC/IHA (internal) employees, only those applications which are submitted to the above e-mail address (e-
Application) will be accepted.

* The above e-mail address is only for submission of e-Applications for Yokosuka Base Vacancy Announcements. No
response will be provided to inquiries made via this email address.

*  Enter vacancy announcement (VA) number in the “subject line” (title) of the e-mail submission.

* For the “Applicant’s signature” block in the application form(s), type your full name.

*  Applicants may be contacted via e-mail from @us.navy.mil or other DoD e-mail address. Please ensure that you will be able
to receive such e-mails.

*  Status of the VAs that closed during the last 60 days is available at https://cnrj.cnic.navy.mil/Operations-and-
Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Y okosuka-Region/ .

* LTOHETEYICCHERTAMES, BHEEBHEEREFRELY FHADTIFET S,

BAI7ANE., —BREBANOGEEEICODEVDEDDA—)VISFE L HTEL,

VEDDA—NTEBOEZFELRICEEIN-BE. TOA—VICTRINEETORELSREDELY T,

EEMYBA (RW24008) %,

774 JLFE : PDF, Excel (Microsoft Excel TYERK L 72 LB F “.xlsx” @D Excel 7 7 £ VD HFEN) , Word 7 7

1 ILOIFEH.

S BRAITFANBEIBIFAILET, 85 AH/1 A FUR, 83DOFBAIFMFTI7AIL, BELLAHY A AN5
AHNA L E2RBZIBE. TORBETENELZVET,

& FZPAIE Zip File HICEMETICEE, RLBBLTEIHE, 9xTHA FHSERESHDOA—FT 5B

EXTOREIEDELRYFET,

BT 7T THIFATRE] GREETIRELESL, BEENBELS ., XL THLEHEORNBINERH R

LMEEIXEDELZY FT,

R—BKICHL EHEEE] Shi=zHEEk. FURICEVW b T—BREODA—ILEZFURFGELET,

REBEOEZELEZX, BMZCFLORE. ETOBEZEEELTLESL,

R/
0.0

R/
0.0

R/
0.0

R/
0.0

R/
0.0

X3

%

X3

%

* When the following instructions are not followed, vyour e-Application will not be accepted nor considered for
this position:




*,

» Only one e-Application per VA containing all file attachments will be accepted.

X3

%

Submission of one e-mail for multiple VAs will be considered as invalid application for all the VAs applied by the e-mail.

The e-Application must reach the above e-mail address by 2400 (midnight) of the VA closing date.

< Only PDF, Excel (only those Excel files created by Microsoft Excel with extension, “.xIsx” are acceptable), Word files are
accepted.

% Acceptable file attachments, up to 3 files and not to exceed 5 MB in total. E-Application containing more than 3 file
attachments or more than 5 MB in total will not be accepted.

< Do not zip (compress) the files. Application referring to URL or requiring information to be downloaded from web

site(s) is not accepted and will be considered as invalid application.

Ensure that e-Application files are in the resolution so they are readable. Unreadable attachments are considered as invalid

documents.

Multiple submission for one VA, only the most recent submission before the closing date will be accepted.

If you wish to replace or submit additional document(s), resubmit your e-Application with all file attachments in one

e-mail.

2. NMBEEE (EiER) EiHi%
X, L LEIBHHRBEOICRE,

R/
. 0.0

7
0.0

X3

%

X3

%

Off Base Applicants must submit to:
By mail or at the LMO/IAA office counter.

T238-0011

)R AEBE T KHGER 1-6 /T EIL 4 B
OEIREEHBEFEETERBEEEE X (LMO/TAA)
EEE—&

EEEE S Phone  046-828-6959

T238-0011

Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
Yokosuka Branch of LMO/IAA

Management Section 1

SATERRE - AIEE—SBE. 0830-1700 B (AARDEBHZR<). ERFHEOCEREICHLITEBULEDLET I,
RAKEETERICGLIELHY FTIDOTEHAICTHRT S,

Operating Hours: Mon-Fri, 0830-1700 (Closed on Japanese Holidays). Contact LMO/IAA for questions on conditions of
employment. Contact in advance as the operating hours may change.

10. EFFOEM For Official Use

FAETIIRIR Y Activity POC : SRF-JRMC MLC Manpower Division (C1160) FE (DSN) 243-5245

HRO: (revd: (10//24) kt

PD No.: SRFJRMC-933-003 10/30

PD is accurate and current. Certified by Activity: ks

EHEEZHEZ LTWEWMEE EEORRICEY FH A, Incomplete applications will not be considered.
RESNFICHEERIEIBIRL LEE A, Submitted applications will not be returned.

BHETRELINDIEFENR (LPL) LRALFTRESET L,
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 FE 2B SHAIK YMGER IN S MLC/IHAREE T, 2016 F 2 A s HAENZHITI - ALCPTHEBRERZHEFEDL
DNDAHIE, ZORBEREDEERLALL TS0 RIT7—H—] Sh, TZOADTELPL LRN)LELTEESNET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result

dated prior to 8 February 2016, the attained “level” will be “grandfathered” and honored as the employee’s current LPL.

TOEIC ALCPT TOEFL TOEFL TOEFL CASEC | EIKEN
LPL FEFEENK (PBT) (CBT) (iBT) By
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
5By DRE ) A B 5 860 ~ 990 NA 600 250 100 NA Ist
3 — Fluent proficiency
WE 1 5 e A B2 730 ~ 859 90 ~100 550 ~ 599 210 ~ 249 80 ~99 870 Pre-1st
2 — Average proficiency 560 ~
YRR ) % B2 550 ~729 75~ 89 460 ~ 549 140 ~ 209 50~179 369 2nd




1 — Elementary proficiency 475 ~
oS il R 400 ~ 549 65 ~74 430 ~459 | 120~139 40 ~ 49 559 Pre-2nd

Pre-1 — Minimal proficiency
(1 #%) F/RORES A | 350 ~399 40 ~ 64 NA NA NA NA 3rd
RS

0 — No language proficiency
FETFREN ZE S R

PRIVACY ACT STATEMENT {BEA{SREHEIZDVT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 0o£2003).

EA KENTERER T 10450,9397 ; R BAE - EAFEROREICET HiEE (Ta1 SFEEEERTHES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEI: AFDEf., T2, BEORELZAXREOEBEOZRTEZEME LT, BEAFEREZLET 54,

IR BREIEFEX. L LFEAICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIFABR: FEMOEMICLELR, R CERGEABREZHFT 4.

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

EHE~: EANEROFREIEETIA. BRINFERERE LGN STIGE. TOROFHEOUIT. BN, HDHUIEHET
ERBREAHYET,

VA (MLC) Format Revision: 3-24-2025
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