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

WESISEE OJ7IE, 52 BHEVDZRWE 9 |
I NZFEH DI D E A= T FL 2% TR ZE 0,

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

LBRES :

Announcement No.

SRF-C1130-140-26

25 June 26

f%ﬁﬂﬁ‘ 1% Cut-off: 14 May 26
osing Date 27 Cut-off: 4 June 26
#17H:

24 Apr26

Date of Issue

1. B, BE, F&, BFPREANR (LPL), 65K BWT) BEEAH
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): No. of
Recruitment
Administrative Specialist, #10
(EHEEMR) 34
BEERBFEEENMR Target Grade & Language Proficiency Level (LPL):
F#k Grade-5, B REN#R LPL-3

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 E=#HRBWT-1) [ HERBWT-2) [ HERRBWI3) [ EERBWI-5.6)
Administrative Blue Collar Trade Security Medical

2.EBBK Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka (SRF-JRMC),

Administrative Department (C1100),

Administrative Service Division (C1130),

Travel Branch (C1133)

EN#5I18 AT Working Place: #2788 7 JHET Tomari-cho, Yokosuka

3. En BRI Work Schedule (38_40 RS hrww )
)75 B Work Days: Monday thru Friday A f2H — €28
ENF5EEM] + /KRB Work Hours/Recess Period: 07:30 — 16:15/12:00 — 12:45

[ ] %%} Night Shift X] &% Overtime X] Hi3& Business Travel

5.FE A DFEYE Type of Employment
X] MLC
] IHA

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

B R BURE THifE S h -5 B IR E R4
[CEIZERAIIhS

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

L FREHARE Limited Term
( __» A Months or NTE date)




6. BN ZA Duties

1. Acts as an assistant Program Manager for the SRF-JRMC official Temporary Additional Duties (TAD) travel program of
United States Military, United States Civil Service personnel, Japanese Master Labor Contractor (MLC) personnel
and all official visitors. Provides briefings on essential items of travel related matters, entitlement and restrictions;
ensures documentation is complete; drafts necessary correspondence for travel arrangements, ensures computer
data base for TAD management is accurate and current; reviews documentation and initiates appropriate
corrections and modifications to orders and accounting data. Provides input to Department Heads to ensure SRF-JRMC
meets Department of the Navy Travel Funds Management standards.

2. Makes travel arrangements, initiates travel clearance requests, prepares TAD orders and revisions, changes, and
cancellation of the same within government guidelines.

3. Provides expert travel advice and consultation to all official travelers and visitors. Liaisons with travelers,
commands, hotel representatives, visitors, Navy passenger transportation office, tickets agents and travel
representatives for air, land and sea travel. Obtains and computes costs of travel and per diem.

4. Must interpret and apply provisions of Joint Federal Travel Regulations, Navy Passenger Transportation Manual,
Commercial Travel Regulations, Japanese MLC Travel Regulations, and visa requirements for U.S. military and
civilian personnel and Government of Japan personnel.

5. Obtains and computes costs of travel and per diem. Develops and verifies accounting data from various sources
and categories.

6. Provides assistance to SRF-JRMC USCS employees regarding inbound Permanent Change of Station (PCS) travel claims
and outbound PCS processes. Responsibilities include verifying entitlements, preparing all required documentation,
reviewing and signing travel vouchers, and submitting Passenger Reservation Requests (PRRs) to NAVPTO.

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

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

o

. 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.

. Knowledge of procedures, and methods for travel arrangement using the legacy process and/or the Defense Travel System

(DTS).

. Knowledge of customer service concepts and practices

. Skill in operating personal computer such as MS Word, Excel, Outlook, etc.

. Ability to provide assistance and advice to customers on travel-related matters.
Ability to adapt to changes in travel procedures at short notice.

. Ability to speak, read, and write Japanese at fluent proficiency level.

o

Q@ o oo

* 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 TRAEESE PDF, Excel (9 EBME), Word BRXT R I7 7ML BIE3DOF
T) EA—JLTODIRH (e-Application) &% Y FEF, PDF, Excel, Word EXLSND 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.

NEBEEE GERER) OTEVEEEEI/NN—FaE— (#) TORBELYFET, 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.

TRICRENZDEBFOLTHREI > TLVELMEE., ELLETRIBEOHEREZDETEY 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] FBFEE Personal History Statement (196aEJ)
1 DEEAIX Complete in [ | HAEE T Japanese [X| HEET English [ | &5 5 T% Either

2. F DA EBIFE Other Required Documents (REIGHE L. FRICF T Y II—V TCREINIBEENHSBE1D
DFBRFTFAIIZEESHTL EELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

[ sBEHEFEIME L Copy of Driver's License

TAFEERAHFADAIF (A FREFAFARMY 7T 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 D E L Copy of Certificate

X #EDEENZEITBET 5L DDE L, TOEIC, TOEFL, CASEC, ERDAE A AIIHEL L TZIHHITE
ED

(F/RIEMMERE (X ALCPT 1 7) ZOMOAE. RUKFERNICHEILIECHERFALLYET, &
EEAEEELTHOAL LRAHEDRENSVBETT,

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.

3. X (M RIS 5 & D For external applicants only) 110 A DY FZBEfF L, IGHEDEHERS -Fi- KR ZEV-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.)

FEREEKIFIUTOURL &Y FHO0—FTEZET, 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

RBLEE (B MLCIHA #t%E8) LNBEESE (FEER) TIE, SEEFRIAE - BHASENET ., 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. AFIEER (B MLC/IHA #£%8) IRHH%E  Current MLC/IHA Employees must submit to :
KiGEHMARE M SRF-JRMC ABEHRF (C1160) D FEEA—/LF FL X SRF-JRMC MLC Personnel & Programs
Division (C1160)’ e-mail address at :

applysrfmlc(@us.navy.mil

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

* COREFEAEEMBELELB~NDOLSEERTY, CEEREZEEY NV -EVTH, BREBLIMREIDOTITE
&Ly,

x A=Y TTxH b (HEE) CEFARRTEFLBRBESZEH (WE) , GEBICEAF—UFEALAZWNT
TELY,

* IEENEEEORBEZEAR/ICIEIERS (FILR—L) ZRA4TLTLESILY,

*  GEFICZIE @us.navy.mil 1D DoD A — L7 FLAKYERNH LI ENHYFET, A—ILERETETEHLSIC
LTHEWTLESL,

* 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.

* DUTOHETEYICCHRBRITAEMES, SEEHEEREANREGYEFLADTIIET S,

BREI7AINE, —BREBNOHEERICDZEVDEDDA—IISEEHTEM,

VEDDA—LTEBOEBFLRICHESNEZEES., TOA—NICREN=2TORERENELYET,

BE&YUA BR24 008 »E.

774 LR : PDF, Excel (Microsoft Excel TYERR L 72 LR F “.xIsx” @ Excel 7 7 £ VD HE%) , Word 7 7

1 ILDHE.

r B TFANBUXS I7AILET, B5 AHNA FLUA, 3D2EBADIFMAT77MI. ELLARY A1 XH5
AHNA L ERBZIEBE. TORBIENDELVET,

e F7AIIEZip File FICERETICEBE, RLBBELETEIHE, vxTHA HLIERESYVVA—FT 5
EXTORETEDELYET,

S BT FAIVE THIFETRE] BRBEBETIRECLESIL, BBRENEL.,. AL THLEEORBINERALXT
WMESIEEMERYFET,

< R—BLICHL MEBERE] Shi=zB&E. FURICBEWV P T—BERBROA—ILZEIZHFHELET,

¢ RESE0ELEBZ. EMECFLEOREE. 2TOEHEEHEEELTLESL,

X3

%

X3

%

X3

%

X3

%

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

7

< 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

e-mail.

R/
0.0

X3

%

X3

%

2. MBEEH EHRXE) EH%
@k, 3L EEHHABOICRK.

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

T238-0011

HE)IEHEEE T KAGER 1-6 A EIL 4 B
OhEIBESFHEEHHEEEEERAE X (LMO/IAA)
EEE—&

EEEES 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 (AARDEHZR<), ERFHEFEOCEREICHLICEBULEDLET I,
ZAREIIEREICGLIZLHYFTIDOTEAICIHERET 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. EFEMMIEPH For Official Use

SAETRIE Y Activity POC : SRF-JRMC MLC Personnel & Programs Division (C1160) FE (DSN) 243-4554

PD No.: SRFJRMC-1133-001 PD is accurate and current. Certified by Activity:am | (rcvd 3/18) hk 4/22 ks 4/24

IEBIEZHE L TWWEWMEE BEZEDOXRRIZHEY £ A, Incomplete applications will not be considered.
RESINF-IGHEERHIEIBIRL LEE A, Submitted applications will not be returned.

BETLELINDIBIEENR (LPL) LRLBTRECET I,
See the below for the English Language Proficiency Level (LPL) required of the position:

2016 £ 2 A 8 BAElT& Y#tEMA SN S MLC/IHA RERE T, 2016 & 2 A 8 BHRTICHEITS iz ALCPT SHERFER %
BELDAIE. TORBBEROBERLAUAN TSV RFT7—H—] Sh, TOADHELPL LANILELTERE
ENnFEJ,

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 FEFRESIR (PBT) (CBT) (iBT) R

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 ~
YRR ) % B 2 550 ~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
(FE 18R m/RORES I | 350 ~399 40 ~ 64 NA NA NA NA 3rd
LERS

0 — No language proficiency
FEFRENEEI RN

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 ; RU 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.

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

AR EBREEFER. L LLIETCTHEIRESINET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABM: TEMOERICDER. RFCTERGEANBRZHERNT 545,

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

1FREAIR: EANFEROBRRIERTTD. BRINBERERBELEA ST5E. TOROFHRETOHIT, Bh, HDHUIHET
LR BEAHYET,

VA (MLC) Format Revision : 4-17-2026
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