SRF-JRMC Det, Sasebo 22 &[5 3R
SRF-JRMC Det, Sasebo Vacancy Announcement
WEBISEEE O J7IE, saeE BEENDRWE S |

QICFLH DI D E A — /LT R A% THERL TE I,

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

LBRES :

Announcement No.

SAS-SRF-S244-110-26

B SekreIa:
Closing Date 21Jul26
sEATH: 24Jun26

Date of Issue

1. B4R, BE, S, BEEHK LPL), HE5E BWT) BEAH
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT): EQ Oft t
Technical Library Clerk, #294
(BT B =) 1%

BEERBFEEEN#R Target Grade & Language Proficiency Level (LPL):
F#k Grade-4, FEFREN#R LPL-2

EATREERE WHR B EE N #] Acceptable Trainee level: N/A

4. B EFBH Arca of Consideration

I X3HMLCIHAREXE (FBEKA)
Current MLC/IHA Employee within Activity

II. X 3] MLC/IHA (B (GEEEM)
Current MLC/IHA Employee in commuting distance
11 [X] 3 MLC/HA fERB(£E B XE)
Current MLC/THA Employee Japan Wide

IV. X 4+&B Off Base Applicant

X EHZRBWT-1) [ HERBWT-2) [HFXZBWT-3) []EERBWT-5,6)
Administrative Blue Collar Trade Security Medical

2.EBBK Activity

U.S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Detachment, Sasebo, Japan.

Engineering & Planning Division (S200)

Technical Library & Engineering Information Branch (S244)

En#%ImAT Working Place: #£1tH{R 37 #ET Tategami-cho, Sasebo City

3.ENFERERT Work Schedule (58_40 FFREH] hrww )
£)7 B Work Days: AREH — £ H Monday thru Friday
£)75HERE - /KER Work Hours/Recess Period: 08:00 — 16:45/12:00 — 12:45

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

S5.ERDOFELE Type of Employment
X] MLC
[] IHA

X &H Permanent
(8 18HK~61/%. TEFH
% LR
(Age: Ages 18 to 61. Up to the
retirement age.)

B KB Tl S h - B BRI EH
TEIEEASND

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

L[] BREHARM Limited Term
(_» A Months or NTE date)




6.1 #E NS Duties
Reports directly to the Administrative Officer (GS-13) and or the Deputy Administrative Officer (GS-12).

e Receives and records library materials sent from NAVSEASYSCOM, Naval Shipyards and other activities.

e  Check library materials to insure that they are in good serviceable condition.

e Makes minor repairs to library

materials and selects and refers unserviceable materials; i.e. old revision, cancelled pages. Books and drawings to be

replaced with current editions.

Prepares stock list, index cards and shipping document cards.

Arranges library materials in shelves, drawers and cabinets in good serviceable condition.

Lends library materials for planners, designers, contractors, ships force personnel and maintains log books.

Inventories library materials, periodically compares stock arrangement with stock lists and loan desk record to

ascertain that library materials are correctly arranged and that materials are accounted for.

e  Checks and orders NAVSEA Instruction Index, Navy Standard Type Plan Index, Material MIL.Spec Index, Federal
Material Spec Index etc.

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

1.EREH . BHHEHE Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in item #1.
1 BISRENFBEREARLUANLVICHE T 2REFOBFRENNIDBEELGYET,

a. One year of clerical, technical or administrative work experience in any field or completion of 4-years college/university in any
field.

b. Knowledge of fundamental clerical tasks such as records managements, inventory records, and keeping log books.

c. Skill in operating a personal computer applications such as MS Word, Excel, Outlook, and other required systems.

d. Skill in managing inventory and researching documentation, and keeping library materials in good conditions.

e. Ability to perform general clerical duties with good organizational skills.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.
* US security check will be conducted as part of pre-employment processing for the selectee.

BEEZSNEAICRERMFREO—RELTREADEF T4 - FvINRESINFET,

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

8.1 9% 4 M Application and Associated Documents

RERIGEE (B MLA/IHA %£%8) O TRAEESEL PDF, Excel (9 BBME), Word BRXT R I7 7ML BIE3DF
T) EA—JLTODIRH (e-Application) &% Y FEF, PDF, Excel, Word EXLSND T 7 A ILIZRITHITERA,
Current MLA/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 GERER) OTEVEEBEEI/N\—FaE— (#) TORBELYFET, Off base (external) applicants

must submit all required documents below in hard copy.




EEEBRHAEITIEOEE CHEBZE10Y, Seeitem #9 below for How to Submit Application Documents.

TRICRESNEZDHDEEEOLTHRi>-TWVELMEE., ELLEITRIBEOHRELAEDETEY ICCHEIEITAE
&, BERRLBYFEBEADTIEET 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| FBFEZE Personal History Statement (196aEJ, 20260415)
1 DEE Al Complete in [ ] HAFE T Japanese [X| EFET English [ ] £5 5 T34 Either

2. % DAh B EIEE Other Required Documents (REBEHEF (X, FRICF T Vv I I—Y TCREINIEENRHDES 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)

[ ] :EERREFILDE L Copy of Driver's License

TAFTEERHADAE [ FRFAFRARMY T TV FLVHR SO -RFEREZRLE,

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

L& T SEBAZ D E L Copy of Certificate

X HKEBEOREAZEAT H5LDDE L, TOEIC, TOEFL, CASEC, EBR DA EZHMALIAEL L TRIFTHITE

-d- o

(BR/ATEMERB X ALCPT £ 7)) ZOMOERE. RURFERAICHTHIECHREFITALELYES., &
EEAEEELTHAAL LRAMHEDREAVBETY,

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 BAREEZUSNOAIE. EEH—F (@@E) RU/NR7R— kO3 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_(4HEBIG 53 D & For external applicants only) 110 A DYIF ZREF L. IEHEEOBEERS I K& EEVRE
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.)

LEEKIIUTOURL KLY S AO—FTEET, 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/



https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-Opportunities/JN-Forms/
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

REEHEE (B MLATHA #XE) HBEHESE GEEXRE) TIE, REEFRHAE - RHESBVEY, EFRS

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.

. RBEHEH F MLAMTHA fE¥(8) IBH%  Current MLC/IHA Employees must submit to :

K E At fREM SRF-JRMC Det, Sasebo AZER (S1160) DTFEE A —JLF F L X e-mail address at :

applysrfsasebo@us.navy.mil

BREBIASDIHEIE. CDEE (P FLR) AEXA—JLICTIRBENE=HD (e-Application) DHZHET,
C MDFESEIE SRF-JRMC Det, Sasebo ZELBADCEERATY, CEREFZHEEYWNEZUOWTH, REBLIME
FTHDTITELZEL,

A=Y Ty b HEE ICEFAERTCERLFBESZ0E WA . HEEICLAF—VFERALENT
TELY,

BEGSEHEORBEZELRICIIRSE (TILr—L) ZRA4TLTLESL,

IEEE 2L @us.navy.mil D DoD A —)LTF7 FLA K YERNH S ENHYFET, A —ILERETETLHLSIC
LTHEWNTLESLY,

Current MLA/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 Sasebo 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.

UTOHETAEYICCHERTLZIVES., REEHERERARLLVEFAOTIIET S,

BREI7ANE, —BREEBNOHEERICDZEVDEDDA—IVISEEHTEM,

VEDDA—LTEBOEBFLRICHESNEZEES., TOA—IICREN=2TOREREHDELYET,

BE&YUA BR24 008 »E.

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

1 ILDHE.

r B ITFANBUXS I7AILET, B5 AHNA FLUA, 3D2FBADIFMFT77MI. ELLARY 1 XH5
AHNA L ERBZIEBE. TORBIENDELVET,

@ F7AIIEZip File FICERETICEBE, RLBBELETEIHE, vxTHA HLIERESYVVA—FT 5
EXTORETEDELRYET,

v BT FAIVIE THFETRE] LRBREBETIRBELCEZL, BERENEL. ALTLEEOREINEENHEL
LMEEIXEDELZY FT,

< R—BEICHL IERELE] Shi-BEE. HFURICBEWV-hT—BREOA—ILEZENRMFELET,

S RESEE0ELEBZ. EMECFLEOREE. 2TOEHEEHEEELTLESL,

X3

%

X3

%

X3

%

X3

%

When the following instructions are not followed, your 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.

KD

< 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

R/
0.0

X3

%

2. MBEEH EHXE) EH%
#;x. HLEEHABOICRK.

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

T 857-0056 T857-0056
{2 1 4R T T RE T 3-1 3-1 Hirase-cho, Sasebo City
BB EEFHBHEHHEEEBEHAXZE (LMO) Sasebo Branch of LMO

BEEES  0956-23-7191 Phone 0956-23-7191

SATEER - AIEE—SBE. 0830-1700 B (AARDEBHZR<), ERFHEFEOCEREICIHLITEBULEHLET I,
RAKEETERICGDIFELHY FTIDOTEHEAICTHRT L,

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

SAETIRHE Y Activity POC : SRF-JRMC Det, Sasebo S1160 FE (DSN) 252-3211

PD No.: SRFJRMC-244-001 PD is accurate and current. Certified by Activity: mk

IEBIEZHE L TWWEWMEE BZEDOXRIZHEY FH 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 £ 2 A 8 BAElT& Y#tEM SN S MLC/IHA RERE T, 2016 & 2 A 8 BRIICHEITS iz ALCPT SHERFER %
BELDOAIE. TORBBEROBERLAUAN TS 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 FEFRESIK (PBT) (CBT) (iBT) R
Paper Computer Internet
Based Test | Based Test | Based Test
4 — Exceptional Proficiency
BBy DRE ) A 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 ) % 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 ~ 74 430 ~ 459 120 ~ 139 40 ~ 49 559 Pre-2nd
Pre-1 — Minimal proficiency | 350 ~399 40 ~ 64 NA NA NA NA 3rd




(Y& 1 #%) s/ NRORES) %2
LERA

0 — No language proficiency
FETFREN EES R

PRIVACY ACT STATEMENT {BAAIEHREEIZDOLNT

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

EA KENTERER S 10450,9397 ; R BAE - EAEROREICET HiEE (Ta1 SFEEEERTHES)

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, BEORELEZBREOEEOZRTEZEME LT, BAFEREZLET 54,

FEC : BREEFERX. 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.
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.

1FREAR: EANBEROBRRIERTTD. BRINBERERBELEA ST5E. TOROFREZOHIT, Bh, HDHUIHET
ERBERHYET,

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