HMAEEMEREILR

VACANCY ANNOUNCEMENT

= .
LHES : SRF-C980-048-26

Announcement No.

i 17 Feb 26
5 . V8 1st Cut-off: 5 Jan 26
Closing Date

2nd Cut-off: 26 Jan 26

f18: 15 Dec 25

Date of Issue

1. B4, BE, S, B¥eEH% LPL), BEER BWT)
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT):

Facilities Repair Estimator, #312
(b6 5% 4 22 B R k)

BiZE RSB HEN#R Target Grade & Language Proficiency Level
(LPL):
ZE#k Grade-5, ZEFHE S #k LPL-1

RATEERE WVFERFEBFEE ] Acceptable Trainee level:
% Grade-4, 3582 /1% LPL-1

SEAH
No. of
Recruitment

14

4. B EE &G Arca of Consideration

I X MLCIHAft% 8 (BIEKM)
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 it ¥£E(£E B XKE)
Current MLC/THA Employee Japan Wide

V. [X] 4488 Off Base Applicant

X EHRBWT-1) [ HAEERBWT-2) [ RERBWT-3) [ EERBWT-5,6)

Administrative Blue Collar Trade Security Medical

2.EBBK Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Production Department (C900), Physical Infrastructure

Management Division (C980), Production Support Branch (C983)

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

3.5 75 MR Work Schedule (3B 40 B4l hrww )
£17% B Work Days: Monday thru Friday AER - £iEH
B 750 - /AE8 Work Hours/Recess Period: 08:00-16:45/12:00-12:45

[ ] % #) Night Shift X 7% % Overtime X] 143k Business Travel

5. DOFELE Type of Employment
Xl MLC
[] 1HA
X #HA Permanent
L] FREHARE Limited Term
( __» A Months or NTE date)




6. BN ZA Duties
1. Coordination and arrangement of office interior in office move and modification:
* Make on-site review of proposed project to determine the scope of work and actual requirements.
* Design office arrangement considering the shape and floor space of the building, function of the office, flow of the people,
type and number of desks, number of office instruments and available utility connections.
* Develop job specification and sketches/drawings for the interior work for in-house work and also to submit a request
package to Contract office.
* Prepare and modify estimate of type, amount, and cost of materials and man-hour considering most effective and economic
use of resources, work methods, and materials.
* Coordinate with IT and other department in scheduling of interior works, such as furniture setting, telephone installation &
LAN installation.

2. Work Request Control:

Initially review the work request form and scree the content to sort into acceptable request.

* Register all the work requests in the Work Request Control System, coordinate with supervisors and action planners to
keep the data in the system up to date.

Chairperson for weekly Work Request Induction Board in Physical Infrastructure Management Division.

3. Database Processing:

Develop various flow charts and process mapping for analysis and improvement of production methods, financial, supply
and administrative processes.

Maintain the work request database system, based upon the revised methods and procedures and update the system as
operations and processes change.

Establish document archives as per the necessity of control method in each work field in Physical Infrastructure
Management Division.

4. Personal Property Management:

* Initiate, develop and update the organization property instructions and makes timely revisions when necessary.
Recommend the implementation of policies and procedures for the management of government-owned industrial property
in the custody of the organization and the supported sites.

5. Instruction Management:

Compose and review periodically instructions such as the Administration of Preventive Maintenance of Equipment, Tool
Control and the Personal Property Accountability Instruction to improve procedures and business practices.

Develop standards and guide for the improvement of the property management practices and methodology to meet unusual
acquisition, management, or disposal problems.

6. Administrative Duties:
* Manage and maintain document archives for all of the documents in the division.

A BRI Outstanding Working Condition, if any: N/A




7.8 E Wl B EHE Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
1 HISRESNFBRZRARLUANLICHE T SREOFFRNDBELLGYET,

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. Must have GOJ ordinary driver’s license (Futsuu) with gross vehicle weight less than 3.5 ton.

c. Knowledge of job specification and sketches/drawings for the interior work. de. Knowledge of estimate of type,
amount, and cost of materials and man-hour for office move or modification.

d. Skill in operating personal computer with applications such as Microsoft Word, Excel, Power Point and office
applications.

e. Ability to analyze data to recommend for equipment and production.

f. Ability to coordinate with other departments, and also with relevant parties.

g. Ability to arrange office interior function and furniture.

* Required to have knowledge of Microsoft products and be capable of learning other database products for managing
C980 work.

* An applicant who does not fully meet the qualification requirement 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.
b. Must have GOJ ordinary driver’s license (Futsuu) with gross vehicle weight less than 3.5 ton.

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

8.12tH 9 %+ D Application and Associated Documents

REEEE (3 MLC/IHA #%E8) OTRLESEL PDF, Excel 9 BS®B), Word BXT (HFHF 77 L EKIE3 OF
T) EA—)LTORE (e-Application) &7 Y FF, PDF, Excel, Word BRUSND T 7 A ILIEXZITFITFEEA,
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 CGEH%(8) OTREHEEHEIN—FaE— () TOR>MEGTYFET, Off base (external) applicants

must submit all required documents below in hard copy.

BEEERNAEXITERIEE CHEE &Y, Seeitem #9 below for How to Submit Application Documents.

TRICRENZDEBFOLTHREI > TLVELMEE., ELLETRIBEOHEAEZDETEY ICCHEIRITAE
&. ﬁ%ﬁi EBRYFEEHADTIEETFT &LV, When all of required documents indicated below or instructions on How
to Submit Application Documents in item #9 below are not followed, vour application will not be accepted or considered for

this position.

1. [X| 22 % i35 FA#R Application for Vacancy Announcement (HROY Form 1)
2. [X| R FHEPESE Resume of Specialized Work Experience

1&2 DEAlL Complete in [] BAFET Japanese [X] EFE T English [] £5 5 T4 Either
3. ZF DN EEIEE Other Required Documents (NEEEHF(E. FRICFI v I T—Y TCREINIEBENRHDEES 1D
DR T 7ANIZEESHTL 2L, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

X &HiEEERREFRE (3.5 ki) DE L Copy of GOJ Ordinary Driver’s License (Futsuu) with gross vehicle
weight less than 3.5 ton. ¥ 4 7 BERRHFAD AL (YA FTRHFIAZAMY T TV EXVHRISh=zRHFERE
=,

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




L& TS FSEBAZEDE L Copy of Certificate
X ZEDRENZIAT 5L DDE L, TOEIC, TOEFL, CASEC, &N A E AL AAEL L TRIFHFITE
-d- o

(BR/ATEMHERE X ALCPT £ 7)) ZOMOERE. RURFEREAICHTHIECHREFITALLYES ., &
EEAEEELTHAAL LRAHEDREAVBETY,

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 BAEEUSNDAIX, EEH—F (E@E) RU/NRFKR— kO 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 (S ERIE S D # For external applicants only) 110 A DI FZEEF L. EHREDBERS I KA FZE LV RIE
F#Hf8 (12cm x 23.5cm), 12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

*RREGBEICDETCHCEREATES Y TEAN. REBEBESEARBETHHEL W IAE. [BERICEHT SEMR]
EIRHELTLESL, (ABBHEER. LE3EOZOMOMBEZEREFLEOTRELTIEEL, )

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.)

LEERXIFIUTDOURL &Y X9 O0— KTEET, 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/

9 .IEEHIZEH AL  How to Submit Application Documents

ABLHEE (B MLC/IHA #tXR) ENBEHESE (FEHER) TE SHERERHAE - BHAESBIVEYT, LD
BERHVMZUTOETRICHL., MEBEZORNCEEREECAADOREICEVTIHEROS ARHLTTEL.,. BE
HYIAWAE. 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. REEEE FE MLCIHA #%¥58) IRH%E  Current MLC/IHA Employees must submit to :
KEEHEAEEM OCHR BAAERRE HRO)DTFEEA—J/LF KL A OCHR Human Resources Office (HRO)
Yokosuka’ e-mail address at :

apply@us.navy.mil

* BUEEEMISOIHEE., CDBEE (FRLR) AEXA—LIZTRHBEh=£ D (e-Application) DHZ{FET,

* COREIMAREMBRELERE~NDICEERATY. CERFEZHEEYVEEVTH, BEHRLMETOTITE
(S0,

¥ A=Y TTzH b (BEE ICEFARBTEFRLRESZLE WA  HHABICE2AT—YFERALLENT
Ty,

* HBELSEHEORBEZZMICERE (TLFR—L) A TLTLEE,

*  EEEICIE @us.navy.mil D DoD A —)LT7 FLAKYERIH S ENHYFET, A —ILERETELHLSIC
LTHENTLSEELY,

* VARUIBROSEESRREBE O BDEERBREI oML THET S,
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/ .

* LTOHETEYICCHERITEMES, BHEBHEEREFRELY FHADTIFET S,

BAI7ANE., —BREBANOGEELICODEVDEDDA—)VISFE L HTEL,

VEDDA—NTEBOEZFELRICEEIN-BE. TOA—VICTRINEETORELSREDELYET,

EEMYBA (RW24008) %,

774 JLFE : PDF, Excel (Microsoft Excel TYERL L 72 JLIEF “.xlsx” @D Excel 7 7 £ VDB FHEN) , Word 7 7

1 ILDHER.

¢ BRAIPANBIEITIFAILET. BSOS AHNS FLUA, 3D2ZBRIFMHITI7MIL. BELLEHYIXNS
AHNA L E2RBZIEBE. TORBIENELZVET,

@ Z7AIEZip File FICEHETICEBE, RLBBELETEIHE, vxTHA HLIERESYVVA—FT 5
EXTCOEERIEDHELRYFET,

S BT FANIE THIGEARE] BREETIRELESN, BEEREL. MRXLTHLEEORENERH L
VMEEIXEDELZY FT,

Y FE—BRICHL ERELE] ShEHER. HURICEV R T—BEREOA—ILEZFNRMFLELET.

v RHEEOELEZ. EMZECFEORE. ETOEBEEZEBEEEL TS,

R/
0.0

R/
0.0

R/
0.0

R/
0.0

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

+«*  Only one e-Application per VA containing all file attachments will be accepted.

< 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

7
0.0

R/
0.0

R/
0.0

e-mail.
2. NPEEE GEt¥E8) IBH%E Off Base Applicants must submit to:
BiE., b L{EEHBHRBOICRER, By mail or at the LMO/IAA office counter.
T238-0011 T238-0011
ARNNBEBETRIER 1-6 HEEIL 4 [ Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
BB EEHFEHEFFEEMRBEAEEXE (LMO/AA)  Yokosuka Branch of LMO/IAA
EEE—(& Management Section 1

TEEES Phone 046-828-6959

AT - AIE—EME. 0830-1700 B (BADEBZR<). ERZHFOCEREIILLIZERLEHhETEL,
ZAAREIFERICGLELHYFEFTOTERICTHER TSI,




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. EFEAIBH For Official Use

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

HRO: (revd: 12/9) kt

PD No.: SRFJRMC-983-003 12/12

PD is accurate and current. Certified by Activity: mf

INEBIEZHEE- L TWWEWMEE BEZEDOXRIZHEY £ A, Incomplete applications will not be considered.
RESNFIGHEERHIEIBIRL LEE A, Submitted applications will not be returned.

BETLELINDIBIEENR (LPL) LRV TRECET S,
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 F2 A8 HATK YMKERSINSIE MLC/IHA 3EE T, 20165 2 A S HAEIZRKITINI- ALCPT HERHER %
EELDAHIX. TORBBEROEBEERLARAAN ISR IT7—H—] Sh, TOFADIRLPL LRN)LELTERE
SNEY,

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 FBF 8% (PBT) (CBT) (iBT) ey
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
BBy 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 ~
SEHIRGRE ) % B2 550 ~729 75~ 89 460 ~ 549 140 ~ 209 50~179 369 2nd
1 — Elementary proficiency 475 ~
R 7R EE S B B 2 400 ~ 549 65~ 174 430 ~ 459 120 ~ 139 40 ~ 49 559 Pre-2nd
Pre-1 — Minimal proficiency
(1K) |/ NROBES 2 | 350~399 | 40~ 64 NA NA NA NA 3rd
ENRA)
0 — No language proficiency
FETREA TS W

PRIVACY ACT STATEMENT {BAAfEHREEIZDOLNT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 0o£2003).
E KENTERER S 10450,9397 ; RU BAE - EAFEROREICET HEE (Ta1 SFEEEERHES)

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.

FEH: ARD

FED  BRREEFERX. L LIEAICTHEIZRESNET,
ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIREN: FEMOERIDLER., SHCERGENGREZHERT 54,
DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further

processing of administrative actions.

FHER: EANERORRIER TN, EBRSNIERERS L GEH o7

ERBENHYET,

i, X2, MEORELEBREDERHFEDETEAME LT, BEARRETHET 4.

55, TORODFHEDYIT, B, $H5HU kT

VA (MLC) Format Revision: 8-7-2024
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