SRF-JRMC ({#5#) ZFELH
SRF-JRMC (Yokosuka) Vacancy Announcement

RIS EE=E DL, a2 BREWDO RN D,
QICFHH DD EA—=LT RL A% THERL 280,

For current MLC/IHA employees,
please confirm the recipient to avoid any errors.

LBRES :

Announcement No.

SRF-C330-116-26

BEerLIE:

Closing Date 16 Apr26

#17H:

Date of Issue 27Mar26

1B, BE, Fil BFEENK (LPL), BER BWT) BEEAH
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): Eo. of
ecruitment
Administrative Specialist, #9
(B EFEMR) 1%
BiZ%E RSB HEN#R Target Grade & Language Proficiency Level
(LPL):
ik Grade-4, FEFRENH#R LPL-2

4. B EFBH Arca of Consideration
I X3 MLC/IHA %8 (M)

Current MLC/IHA Employee within Activity

1. [X I MLC/IHA i€ £ B GRHEN)
Current MLC/IHA Employee in commuting distance
1. [X] TR MLC/IHA ¥ 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

2.5BBX Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka (SRF-JRMC), Waterfront Operations Department (C300),
Repair Division (C330)

BN #5318 AT Working Place: 1785 7 JHET Tomari-cho, Yokosuka

3.8 #EBER Work Schedule (18_40 BFREH| hrww )
£)7 H Work Days: AEH — £ H Monday thru Friday
7505/ - /KB 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
X] MLC
] HA

X| #F Permanent
(E# 18®~615%. TEEER
%z LIR)
(Age: Ages 18 to 61. Up to the
retirement age.)

B KB RFR TH#ifE S h = H BRI K
ICESEEATHhD

Employed under a labor services agreement
concluded between the Japanese and U.S.
governments

[ BREEAR Limited Term
( _» B Months or NTE date)

6.FEFENA Duties

Prepares various reports and inputs data in Advanced Industrial Management (AIM) such as Daily Labor
Distribution report, Overtime Report, Sick Leave/Termination Reports, etc., logs and keeps records of

manhour, overtime and leave.

Prepares Personal Action Request for personal affairs, benefits, allowance, etc. Prepares and processes
Protective Clothing and Uniform Request for MLC employees. Maintains contact and receives telephone calls
from various inside/outside activities to provide information, current regulations and practices to assist
personnel. Inputs correspondence, forms, reports and similar material into a computer and processes

information on routine basis.

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




1.EBEH. BREH Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
1 HISRENFBRZRARLUANVICHE T SREOFFRNDBELLGYET,

a. One year of clerical, technical, or administrative work experience in any field, OR
completion of 4-years college/university in any field.
. Knowledge of policies, regulations and procedures governing administrative phases of Repair Division.
. Knowledge of navy correspondence.
. Skill in typing accurately and operating a personal computer such as Word, Excel, Outlook, etc.
. Ability to prepare various reports, applications, and request forms.
Ability to control and maintain stock level of supply by collecting, verifying and summarizing data.

o oo o

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

8.1 9% 4 M Application and Associated Documents

RERIGEE (B MLC/IHA #£%8) O TRAEEE PDF, Excel (9 BBME), Word BRXT R I7 7/ L BIE3DOF
T) EA—JLTODIRH (e-Application) &% Y FEF, PDF, Excel, Word EXLND T 7 A ILIZRITHITERA,
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.

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

TRISREhIHDEEEOL THH > TOAVBE, FLETRIBEOEHAZEOETEY IS SHEHIAITELME
&, 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 Z2RERGE AR Application for Vacancy Announcement (HROY Form 1)
2. [X| EFEEFEAEESE Resume of Specialized Work Experience

1& 2 DEEAlL Complete in [ ] HAEFET Japanese [X] HEE T English [ ] €5 5 T4 Either
3. F DA EEIHE Other Required Documents (RNEREHEEIL., FRICFz v IT—I TRINSIEENHZEBES1D
DHBEAFTFAIIZEESHTL EELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

L] sBERHEFEIME L Copy of Driver's License

VA FEBERAHFADAHIF (A FREFAFARMY T T FLYMRSh-RFFEREZRE.

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

L& TEL/SBAZ DO E L Copy of Certificate

X #EDEENZITBET S5 DNDE L, TOEIC, TOEFL, CASEC, ER DA EAMHIIHEL L TZIHHITE
ED
(BERIEMMERE (X ALCPT 1 7) ZOMOAE. RUKFERNICHEILIECHERFALLYET, &
EEAEEELTHOAL LRAHEDIRESVBETT,

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) 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 ERIGZEE D & For external applicants only) 110 A DI F ZEF L. REEDEHERS -Ef- KRB FELV-RIE
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.)

*AREHBECDECRERETEHY TEAN, REBEFEBRBETHHL TLSAE. [EERICEYT 2EMR]
FZIRELTCEEL, (RAEREEE,. LE3IEOZOMOBESHELEFLOTIRHELTLIEEL, )

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.)

LEERXIIUTDO 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/

9 .CEEBEREAE How to Submit Application Documents

AEHEE (B MLCIHA #EXR) ENMIEESE GEEXR) TR, REEEIRHAE - RHEN BVVET, LE®
BERHVZUTOERICHL., MEXORVNCEZLEEECAAORFEICEVTCHEBOS ARHLTTEL., X
YW AE,. 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. REBEEE (R MLC/IHA f#%8) {#HH4% Current MLC/IHA Employees must submit to :
KiFEMARE M SRF-JRMC ABEHEE (C1160) D FEA—I/LF FL X SRF-JRMC MLC Personnel & Programs
Division (C1160)’ e-mail address at :

applysrfmlc(@us.navy.mil

*x BREEMSOIHEIE. COHEE (P ELR) AEA—LICTRBEINF=3H0D (e-Application) DHZHET,

*  Z O FkIEL SRF-JIRMC (7B H) ZELBADOLEEATY ., CEMEEHEY LV TH, BEBLMET
DTITERLESLY,

¥ A—)OYITzH b BER ICEFAERTTEFLBBESZHE WHE) . HE8BIEAFT—UFALENT
I-IAN

* IBEGEEZHEORBEEZEGRMICIIRE (FILR—L) 284 TLTLESL,

*  EHEFEICIE @usnavy.mil D DoD A —J)LT7 FLRA K YERIHHZENHYET, A —ILEZETEDHLSIC
LTHEWNTLESLY,

* 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 SRF-JRMC (Yokosuka) Vacancy Announcement.
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.

* LTOHETEYICCHERTEMES, BHEEBHEEREFRELY FHADTIFET S,

BAI7ANE., —BREBANOGEELICODEVDEDDA—)VISFE L HTEL,
VEDDA—NTEBOZFELRICEEIN-BE. TOA—VICTRINEE2TORELSREDELYET,
EEMYBA (RW24008) X%,

77 1 L : PDF, Excel (Microsoft Excel TYEAX L 723LEF “.xlsx” @ Excel 7 7 £ VDHAEE)) , Word 7 7
1 ILOIFEH.

BEAITZ7ANBUIBTI7Z7AILET, BHS5AHNAL FUR, 3D2FBABFHRMFT7AIL, BELLAHY 1 XHS5
AHNA L EBZIBE. TORBETEMNELZYVET,

R/
0.0

R/
0.0

R/
0.0

R/
0.0

R/
0.0




“ T7AIIEZip File FICEMETICEBE, RLSRBETIHE, vz THA b LERESIVA—FT D
BATORETEDELTYET,

 BFITFAIEE THEHRAE] GREETIRECE SV, REBENMES, SERLTHEEORNETNREEL KL

WMESIZEDELY ET,
< R—BHICHL MEHEELEE] ShizGE8E3. HFURICBWNV P T—BRBEODA—ILEZEUZHFELET,.
S RHBEOELEZ. BENZCHFEZOBIE. 2TOBEZEREELTLESL,

* 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.

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

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.

7
0.0

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

X3

%

X3

%

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 EEFHFEHEFFEEMRBEAEEXE (LMO/AA)  Yokosuka Branch of LMO/IAA
EEE—(& Management Section 1

TBEEEE Phone 046-828-6959

ZATEEE - AEB—EBE. 0830-1700 B (BARDEBZKR), ERFHEOCEMEIHLIIEMLEHETEL,
ZANEIEERICLSIELHYEIOTEAICTHERT I,

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. EFFMEM For Official Use

FEAEIRIE Y Activity POC : SRF-JRMC MLC Personnel & Programs Division (C1160) FE (DSN) 243-5288
PD No.: SRFJRMC-330-004 PD is accurate and current. Certified by Activity: hk ‘ (rcevd 3/23) hk 3/23 ks 3/26

IEBIEZHE L TWWEWNMEE BEDOXRRIZHEY £ A, Incomplete applications will not be considered.
RESINFICHEERHIEIBIRL 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 K3EE T, 20165 2 A S HAEIZRITI NIz ALCPT HERHER %
EELDAHIX. TORBBEROEBEERLARAAN IS RIT7—H—] Sh, TOAFADIRLPL 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.

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

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

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




LERA

TOEIC ALCPT TOEFL TOEFL TOEFL CASEC | EIKEN
LPL FEFRE % (PBT) (CBT) (iBT) TR
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
B D BE ) % T 5 860 ~ 990 NA 600 250 100 NA Ist
3 — Fluent proficiency
WE L 5 7tE ) A B2 730 ~ 859 90 ~100 550 ~599 | 210~249 80 ~99 870 ~ Pre-1st
2 — Average proficiency 560 ~
SEYIHIEE ) 2 550 ~ 729 75~89 460 ~ 549 140 ~ 209 50~79 369 2nd
1 — Elementary proficiency 475 ~
R P RE ) B B 400 ~ 549 65 ~ 74 430 ~ 459 120 ~ 139 40 ~ 49 559 Pre-2nd
Pre-1 — Minimal proficiency
(M 1% B/ ROBESI % | 350 ~399 40 ~ 64 NA NA NA NA 3rd

0 — No language proficiency
FETFREN H B S R

PRIVACY ACT STATEMENT {BAAfEHREEIZDOLNT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 0o£2003).
EA KENTERER S 10450,9397 ; XU BAE - EAFEROREICET HiEE (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 : RREEFERX. 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.
FIRER: FEMOERIDLER., SHCERGENEREZHERT 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: EANERORRIERTTN, EBRSWIERERSLGEH 0T

ERBENHYET,

i, X2, MEORELEBREDEHEDETEAME LT, BEARRETET 4.

55, TORODFHEDYIT, B, $H5HU kT

VA (MLC) Format Revision: 2-6-2026
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