MAEEMEREILR

VACANCY ANNOUNCEMENT

LBES :

Announcement No.

SRF-C1220-148-25

12 Aug 25

fff,**ﬂﬂe Ist Cut-off: 1 Jul 25
& 2nd Cut-off: 22 Jul 25
#178:

10Jun25

Date of Issue

1. B4, BBE, F, FFeEH# LPL), 65X BWT)
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT):

L IN -
No. of
Recruitment

Management Analyst, #119
(BEEZHTHEL)

BiZE RSB HEN#R Target Grade & Language Proficiency Level
(LPL):
ZE#& Grade-6, 5 HE S1#k LPL-3

1%

4. B EEEB Area of Consideration
I. XIIR MLC/IHA %8 (ERBMA)

Current MLC/IHA Employee within Activity

1. [X] I8 MLC/IHA Rt ¥ B CEEEMN)
Current MLC/IHA Employee in commuting distance
I1. [X] TR MLC/IHA ¥ E(£E B XKE)
Current MLC/THA Employee Japan Wide

IV. X 48 Off Base Applicant

RATEERE WVFERFEBFEE ] Acceptable Trainee level:

%k Grade-5, BFRE Rk LPL-2
R Grade-4, %88 /1R LPL-2
X EHRBWT -1) [ HERBWT-2) [1HRERBWT-3) []EHERBWT-5,6)
Administrative Blue Collar Trade Security Medical
2.8BBX Activity

U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka (SRF-JRMC), Business and Strategic Planning Office (C1200),
Business Process Analysis Division (C1220), Work Load Forecasting Branch
(C1220.2)

B #EIBAT Working Place: ##78% AT Tomari-cho, Yokosuka

3.5 #5mER] Work Schedule (38 40 MR hrww )

)75 B Work Days: Monday thru Friday A2 H — £#EH

) F5HEME - /KB Work Hours/Recess Period: 08:00 — 16:45 / 12:00 — 12:45
(] %%} Night Shift Xl %% Overtime  [X] ti3E Business Travel

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

X #®HE Permanent
L] BREHAM Limited Term
(_» A Months or NTE date)




6.1 #E NS Duties

This position is responsible to provide analytical data & metrics with focus on workload and workforce balancing by reviewing and
analyzing SRF-JRMC business programs and processes, including operations, workload and workforce forecasting, budgetary and
financial metrics and programs of various departments.

1. Financial Formulation/Planning

Uses metrics, other information, and data collecting methods to determine and arrive at: ways and methods for improvements of
programs and processes.

Performs planning, formulation, performance measurements, review, and business case analysis of various SRFJRMC programs
and processes, financial and budgetary programs, and reports to arrive at practical recommendations for improvements.
Conducts and oversees economic and budget analysis, obligation-expenditure analysis, cost benefit analysis, trend analysis, and
business case analysis.

Reviews workload, workforce, budget and financial estimates. Identifies shortfalls, alternatives, and improvements in the various
programs and budgets making recommendations for re-programming of funds, re-allocation of resources, and other budgetary
considerations.

Prepares and distributes various recurring reports.

2. Reporting/Program Management

Interfaces with various levels of management and other SRF-JRMC personnel as needed to obtain required information and data.
Reviews and analyzes workload, workforce, budgetary and financial programs in various SRF-JRMC departments and divisions.
Assists in process improvements and strategic planning.

Prepares, develops and maintains workload, workforce, budgets and financial reports and records.

Develops and determines the need for tailored programs and reports using various computer software.

Drafts written guidance in the form of procedures or technical guidance relative to workload, workforce, budgetary and funding
issues. Develops modifications and deviations to adapt new guidelines to meet operational and program requirements.

Al BRI R Outstanding Working Condition, if any

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

a. One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work, OR possession
of master’s degree in a related field.

b. Knowledge in summarizing data submitted or received for accuracy, completeness, and adequacy.

Knowledge in preparing, developing, and maintaining metrics to assist in analysis of the data.

Knowledge and ability to conduct business case analysis by researching and analyzing available data records.

Knowledge of SRF-JRMC or similar-sized complex business organization processes, policies and programs.

Skill in operating various computer programs including but not limited to: MS Excel, Access, Word, PowerPoint, SharePoint.
Ability to develop metrics to identify process deficiencies.

e ao

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as
below.

1-5: 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.

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.




8.12tH 9 %+ D Application and Associated Documents

REEEE (38 MLC/IHA #%E8) OTRLESEL PDF, Excel 9 BS®B), Word BXT (HFHF 77 L EKIEZ3OF
T) EA—)LTORE (e-Application) &7 Y FF, PDF, Excel, Word BRUND T 7 A ILIEXZITFITFFEEA,
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.

NEGEE CGEH%(8) OTREHEEHEIN—FaE— () TOR>MEGTYFET, Off base (external) applicants

must submit all required documents below in hard copy.

EEEBRHAEITIEOEE CHEBfZE0Y, Seeitem #9 below for How to Submit Application Documents.

TERICRESNEZDHDEEEOLTHRi>TWVELMEE., ELLEITRIBEOHRELAEDETEY ICCHEIEITAGE
&, BERELBYFEBEADTTEET S, 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| 22 % i35 FA#R Application for Vacancy Announcement (HROY Form 1)
2. [X| R F5HEPESE Resume of Specialized Work Experience

1& 2 DER AL Complete in [ ] HAFET Japanese [X| EFET English [ ] £5 5 T34 Either
3. ZF DA EEIEE Other Required Documents (NEEEHE(E. FRICFI v I I—I TREINIBENRHDEES 1D
DR T 7ANIZEEHTL 2ELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

[ ] :EERREFFLDE L Copy of Driver's License

TAFTEERHADAE [ FRFAFRARY T TV FLVHR Sh-RFBEREZRLE,

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

L1 TS/ FSEBAZEDE L Copy of Certificate

X ZEDRENZIAT H5LDDE L, TOEIC, TOEFL, CASEC, &N A EHMLAAEL L TRIFHFITE
-d- o

(BR/ATEMHERB X ALCPT £ 7)) ZOMOERE. RURFERAICHTHIECHREFITALLYES ., &
EEAEEELTHAAL LRAMHEDRENAVETY,

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 F ZEEF L. EHREDHERS I KA FELVRIE
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.)

*BREGBEICDETCLCEREATES Y TEAN. REBEBESEBRBETHHEL TWIAE. [HERIEHT SEMR]
EIRHELTLESY, (ABLHEER. LE3EOZOMOMEZEREFLEOTRELTIEEL, )

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.)

EEEERKIFIUTOURL &Y H o> O— KFTEETF, 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 .IEEHEIZEH AL  How to Submit Application Documents

RBLEE (B MLCIHA #t%E8) ENBEESE (FEER) TIE, SEEFRIAE - RHASENVET, LD
BERHMZUTOETICHL., MEBEZORNCEEREECAADREICEVTIEROS 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. 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

* BREEEMSOIREIE, CDI5EE (7 FLR) AEA—/LICTRESII=HD (e-Application) DHZFFET,

* COREIRAREBMEELB~OLHEERTY, CEHFEZHEXYVEEVTH, BERLIMMETOTITE
(S,

* A=Y TTx b (BB CERIAEBTEFLHRESZLE WH) . HAWICEAR—YFEALLLT
I=AN

* BECHEHOKRBEZBLHICIIREL (TILR—L) ZRA4TLTLEEL,

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

* VARUBROEFEBRREBEOBDEERREI 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, BHBHEEREFRELY FHADTIFET S,

BAI7ANE., —BREBANOGEEEICODEVDEDDA—)VISFE L HTEL,

VEDDA—LTEBOEZFELRICEEIN-BE. TOA—VICRINEETORELSREDELYET,

EEMYA (RW24008) %,

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

1 ILOIFEH.

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

@ FZ7PAIE Zip File FICEMETITEE, RLBBLETIHE, 9xTHA FHSIERESHDOA—FT 5B

EXTOREIEDELRYET,

BT 7L THIFATRE] GREETIRELESL, BEENEL ., AL THLEHEORBINERH R

WMESEEMELZYFET,

RI—EKICx L EHEEE] Shi-B&EF, HFURICBVW b T—BEROA—-ILEZEFDZMFELET,

REBEOEZELEZX. ENMZECHFEORIE. 2TOBEFZEXELTLEEL,

R/
0.0

R/
0.0

R/
0.0

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:

7
0.0

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

R/
0.0

R/
0.0

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

R/
0.0

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

%

R/
0.0

e-mail.
2. NPEEE CGEt¥E) IBH% Off Base Applicants must submit to:
BiE., b L{EEBARBOICRER, By mail or at the LMO/IAA office counter.
T238-0011 T238-0011
ARNNBEEBEETRIER 1-6 HEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
BB EEFHFEHEFFEEMRBEREEXE (LMO/AA)  Yokosuka Branch of LMO/IAA
EEE—(& Management Section 1

TEEES Phone 046-828-6959

S2ATEERE - AIE—2EE. 0830-1700FF (AADRBZKR), ERAFHFOIERIEIIHLICEBLEhLETEL,
RAFEEIERICGLIELHY FTITOTEAICTHERT 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. EFFOEM For Official Use

FEEMRIE Y Activity POC : SRF-JRMC MLC Manpower Division (C1160) FE (DSN) 243-4554
PD No.: SRFJRMC-1220.2-006 PD is accurate and current. Certified by Activity: nw 16{/I9{O(rcvd: >/16) ki

EHEEEZHEZ LTWEWMEE EEORRICEY FH A, Incomplete applications will not be considered.
RESINF-IGEEZHEIEIBIRL LELE A, Submitted applications will not be returned.

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

2016 2 A 8 HAT& YMGEM SN SI MLC/IHA X B T, 2016 F 2 A 8 HATICRITS iz ALCPT HAEBRIER %
BBELOAIE. TORBRBEROFBEERLARLDS (TS50 RI77—H—] Sh, TOADHELPL LANLELTERE
EhFEJ,

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

TOEIC ALCPT TOEFL TOEFL TOEFL CASEC | EIKEN
LPL FBF 8%k (PBT) (CBT) (iBT) By
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
L DRE ) % T 5 860 ~ 990 NA 600 ~ 250 ~ 100 ~ NA Ist




3 — Fluent proficiency

Wb L 5 Acke ) A B2 730 ~ 859 90 ~100 550~599 | 210~249 80 ~99 870 Pre-1st
2 — Average proficiency 560 ~

TR ) % E 2 550 ~729 75~ 89 460 ~ 549 140 ~ 209 50~79 369 2nd

1 — Elementary proficiency 475 ~

TR E ) B BT 2 400 ~ 549 65 ~74 430 ~ 459 120 ~ 139 40 ~ 49 559 Pre-2nd
Pre-1 — Minimal proficiency

(M 158%) s/ NRORES I 2 | 350 ~399 40 ~ 64 NA NA NA NA 3rd
LSS

0 — No language proficiency

AFRE A E S R

PRIVACY ACT STATEMENT {BAAfEHREEICDOLNT

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

E KENTERER T 10450,9397 ; R BAE - EAFEROREICET HiEE (Ta1 SFEEEER+HES)

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, UEORELEZAXREOEZEOZRTEZEME LT, BAFEREZLET 54,

IR BREEFER. L LFBAICTHEIZRESNET,

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: TFEMOEMICLELR, 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~: EAEROFREIEETIA. BRINFERERBE LGN STIGE. TORODFHEOUHIT. BN, HDHUIEHET
LRBERHYET,

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