SRF-JRMC (#7B8%) ZFILEHk

SRF-JRMC (Yokosuka) Vacancy Announcement

WIS DL, e E BEEWDO RN L D |

OICFLHDIRHIED EAXA =T F L A% THER S TZS VY,

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

=,
EHRES : SRF-C1160-165-26

Announcement No.

L% e =H
Closing Date 15 Jun 26
#178: 8 Jun26

Date of Issue

L B4, BE, FR, EFENR (LPL), 5K BWD)

Employee Management Relations Technician, #66

(Wt R EHERRER) 24

BiZ%EMR.SEFHE N#R Target Grade & Language Proficiency Level (LPL):
F#k Grade-6, sBFREI#k LPL-3

FERATERE WFERFEFEENIR Acceptable Trainee level:

SEAH
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): No. of

Recruitment

4. B L& Arca of Consideration
. XI{EMLC/IHA f’EXRE (BRBXM)

Current MLC/IHA Employee within Activity

1. [] I8 MLC/IHA it £ ECEHEM)
Current MLC/IHA Employee in commuting distance
L [J HMLC/IHA REE(ETEBXKE)
Current MLC/IHA Employee Japan Wide

IV. [] 4488 Off Base Applicant

%% Grade-5, EBFHE 4k LPL-3

X EHZRBWT -1) [JHEERBWT-2) [ HERXRBWT-3) [ EERRBWT-5,6)
Administrative Blue Collar Trade Security Medical

2. 58X Activity

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

Administrative Department (C1100),

MLC Personnel & Programs Division (C1160),

Employee Relations Management Branch (C1163)

B #5188 A Working Place: #7288 48T Tomari-cho, Yokosuka

3. Eh#EER Work Schedule (58_40 BERS%H| hrww )
75 H Work Days: AB2H — €& B Monday thru Friday
ENFSEEM] - {REE Work Hours/Recess Period: 08:00 — 16:45/12:00 — 12:45

[] % &) Night Shift X 7% % Overtime [X] Hi3E Business Travel

5. ADFEL Type of Employment
X MLC
[ ] HA

Xl A Permanent
(8 18®~61m%. TEFH
% ERR)
(Age: Ages 18 to 61. Up to the
retirement age.)

B K BFF Tl S h =B H R RN
ICEJZERAThD

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

L] BREH#AM Limited Term
(__» A Months or NTE date)




6. BN Z Duties

Employee Management Relations Technician as a Junior Specialist provides essential advisory and
administrative support for the Employee Relations program, handling a variety of cases under the guidance of
senior staff.

The majority of the work, Analysis and Problem Resolution, involves managing key Employee Management
Relations (EMR) processes. The specialist coordinates Fitness for Duty Evaluations (FFDE), analyzes
disciplinary requests and evidence to recommend appropriate actions, administers the MLC Awards Program,
and processes MISHAP reports to LMO. All recommendations for complex actions are reviewed by a senior
specialist before being sent to the COR.

A significant portion of the role is dedicated to Advisory and Liaison. This includes advising supervisors on
various employee relations matters such as leave, attendance, and grievances. The specialist also prepares
correspondence and maintains liaison with the Labor Management Office (LMO) and Government of Japan
(GOJ) counterparts.

Finally, the role supports Training and Research. The technician assists in developing and conducting training
for supervisors on EMR topics and researches Japanese laws and regulations to support case decisions. The
position blends hands-on case administration with advisory duties and program support.

YR B FRIR Outstanding Working Condition, if any: N/A

1.EBEBEH . BEEH Qualification/Physical Requirements
* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
1 HISRESNEBFRAMLUANIVICHET SREOFFRNDDELLGYEYS,

a. One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work, OR
Masters Degree in a related field.

b. Knowledge of the established principles, practices, and regulations governing employee relations for the Master
Labor Contract (MLC), including procedures for disciplinary actions and grievances.

c. Knowledge of the administrative procedures for managing EMR cases, including evidence requirements, procedural
steps, and official documentation standards.

d. Skill in analyzing facts and evidence related to employee misconduct and grievances to ensure that actions are well-
supported and procedurally correct.

e. Skill in drafting clear, concise, and legally sufficient official documents, such as letters of warning, termination
notices, and grievance decisions.

f. Ability to provide clear, impartial guidance to managers on sensitive and often contentious EMR issues, and to
facilitate the resolution of problems.

g. Ability to effectively liaise with various parties, including supervisors, and Government of Japan (GOJ) counterparts,
to coordinate actions and resolve issues with professionalism and tact.

*An applicant who does not fully meet the qualification requirements stated above may be hired at a lower grade level as below:
1-5: One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR
completion of 4-years college/university in a related field.

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




8.12H 9 % £ M Application and Associated Documents

RERGEE (B MLC/IHA fE%8) OTRAEEMEL PDF, Excel (9 HBMB), Word BRXT (BRI 7ML EIE3OF
T) EA—JLTDIRH (e-Application) &% Y FF, PDF, Excel, Word BEXLUSND 77 1 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 GERXR) OTEXEEHEI/N—FaE— () TORMELGY FET, Off base (external) applicants

must submit all required documents below in hard copy.

HEEEREHAEIITERIIEZ CHEEE Cf2E LY, See item #9 below for How to Submit Application Documents.

TRHRICRENSZVDEEFODLTHRI > TULWEWMEE., BELLETRIBFOHEFZDEFAEAYICCHEEITE LS
&, BEWNGRLELBYFEBADTITEET LY, 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] F@FEE Personal History Statement (196aEJ)
1 DEEAIL Complete in [ | HAEE T Japanese [X] #EF T English [ | £5 5 T% Either

2. Z DA EELEF Other Required Documents (RNEEHEIT. FRICF T v IY—I TRINSBENHHEE 1D
DHEFAIT7ANICEEH T ELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

[ EBE DT L Copy of Driver's License

TAFEERRHFADHIT (7 FREAFARY 7T FLYMRShi-RHFFERZRE.

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

L1 TEE/FEBAEDE L Copy of Certificate

X REOREAZMHAT 5ELDNDE L, TOEIC, TOEFL, CASEC, ERDAZHMAIAEL L TRIFHITFE
ER

(BU/ATEMGER BT ALCPT 1. 7]) ZOMDEIAE. RUREENICHTIEBCHERFITAELYFET, &
EEAESELTHAL LEAHEDRENSVETY,

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 BAEEUSNOAIE, EBH—F (@@ RU/XRFKR— k03 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. (A ERIE S D & For external applicants only) 110 A DYIFZBEF L. EHEDEHERS -Fi- KA ZFELVRE
F$tE (12cm x 23.5cm),  12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

LEEKIIUTOURL &Y FHO—KFTEET, 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. EEHEIEH AL How to Submit Application Documents

RABLEE (B MLC/IHA ft¥E8) ENBEEE (ERER) TR, SHEFHRHAE - RHENSEVEY, Lid
BERHVZLUTOETICHEL,., MEAORNCEEREECFAADREICEVTIEROSARHLTTZL., 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. REEEE (8 MLC/IHA #£¥8) IEH%  Current MLC/IHA Employees must submit to :
KipEBAE RN SRF-JIRMC AEEER (C1160) D FEEA—IL T F L X SRF-JRMC MLC Personnel & Programs
Division (C1160)’ e-mail address at :

applysrfmlc(@us.navy.mil

*x BREEEMSDOIHEIX. CDFBE (FFLR) AEA—ILICTRREENT=4D (e-Application) DHZR{FET,

* COREIBAREMZRELER~NOLEERTY, CERFEEEYVEEVTY, BEBLARETDOTITR
S,

¥ A—ILQHTOxH b+ (HEE) CEFAXRMTEFRLREBES LS (WA . BEWICEAS—NFERALLET
TEL,

* BELHEEHORBEZZMICIIERS (TLFR—L) 234 TLTLES,

*  [SHEIZIE @us.navy.mil D DoD A —)LF7 FLAKYERNH D ENHYFET, A —ILERIETESELSIC
LTELTLEEL,

* 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.

* UTOHRTEYICCHRERTEMES, BHEEREIRERRELGYEFFADTIIET S,

BEAIZ7ANE, —ZEREBADBERRICDEVEDOD A —VIZFE & HTESM,

VEDDA—ILTHEBOERERICHEESINIIZEE., TOA—NICTEINEE2TORENENDLE LYV ET,

HEMYA (BK2400H) &%,

7 74 JLES : PDF, Excel (Microsoft Excel TYERR L 7= LB F “.xIsx” @D Excel 7 7 £ VD HE%XN) , Word 7 7

1 ILDHEH.

S BRAITFANBEIBITIFAILET, 55 AH/11 PR, 3DFBAIBMI7aA4IL., BELLAEHY A XMN5
AANA LEBADBE. TOREIEHEGYET,

o F7AIIE Zip File FICEMETICEE, RLBRBLETIHE, 9xTHA FHSERESDVR—FT 5
EXTOREEIEDELGYET,

o BATFAIE THGETRE] SRMEETCIRECESIL, BERENMEL, HALTHLEEORBHNEELXS
WESIERENEGYFET,

¢ FA—BHRICHL MEEELEE] Sh-BEE. HURNICBV PR T—BRROA—ILEENRHGLELET,

v RHEBEOELEZ. EMZECHFEDRE. e TOBEEFHEEEL 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

e-mail.

2. NMBEEE EHXER) "%
#x. L LEEBHMBAICRER,

R/
0.0

X3

o

X3

o

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

T238-0011

HE)IEEEE T RAGER 1-6 FHEEIL 4B
ObEIBESFHEEHHEEEEBRAE XE (LMO/IAA)
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

ZATHFE - ARE—EIE. 0830-1700 B (AXRDEHZKR<). ERFHZEOIERIEIZIELIZERULEHLET L,
ZAREIIERICLLIELHYFITOTEHAICTHERT 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. EFHNE For Official Use

SETRR Y Activity POC : SRF-JRMC MLC Personnel & Programs Division (C1160) FE (DSN) 243-4244

PD No.: SRFJRMC-1163-002

‘ PD is accurate and current. Certified by Activity: ka ‘ (revd 6/8) mt (revd 6/8)ks

ICEEEZHEZLTVWEVWEE EZEDORRIZEY £FH A, Incomplete applications will not be considered.
RESNF-ICEEHBIEIBIRL LELE A, Submitted applications will not be returned.

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

2016 2 A 8 BAETK YltER SN HE MLC/IHA KRB T, 2016 &2 A 8 BRETICHKITS iz ALCPT HERFER %
BHLEDOAIE. TORBRBEROBERLARALN TS0 RT7—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 BRI (PBT) (CBT) (iBT) B
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
B D BE ) % B 7 860 ~ 990 NA 600 ~ 250 ~ 100 ~ NA Ist
3 — Fluent proficiency
WE L 5 e ) B B2 730 ~ 859 90 ~100 550 ~599 | 210~249 80 ~99 870 ~ Pre-1st
2 — Average proficiency 560 ~
SRS ) A 2 550 ~ 729 75~ 89 460 ~ 549 140 ~ 209 50~79 869 2nd
1 — Elementary proficiency 475 ~
TR E ) B BT 2 400 ~ 549 65 ~74 430 ~ 459 120 ~ 139 40 ~ 49 550 Pre-2nd




Pre-1 — Minimal proficiency
(18R m/MRORESI A | 350 ~399 40 ~ 64 NA NA NA NA 3rd
LA

0 — No language proficiency
TR EEI RN

PRIVACY ACT STATEMENT {AAIEHREEIZDOLNT

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

EA KENTEER S 10450,9397 ; XU BAE - EANFRORECET HERF (Ta1 5FEEEERHES)

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.

FEHM: NHDLd, T2, UEORELAEBREOEXBOXTEEMNE LT, EANFERELERT 54,

FEE  ERIFEFER.  LIETITHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIFABK: TEMOEMICLEY, RHCERGEANEREZHEEFT 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.

RN EANFROFRIERTIA. ERINEREIRELGNSTIGE. TORODFHRZOHIT. Bh. HAHULIHE
ERBEAHBYET,

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




