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MCAS Iwakuni Vacancy Announcement "

22N | Announcement No. SEEEBAMG | Open Date ##UJH | Closing Date
Open Until Filled
25189 14-Oct-25 Cut-off Date: 2nd and 4th
Monday of each month
A4 | Job Title %% | Job # WA R-% | BWT-Grade
MAE T
- #0198 1-4
Secretary
Zn e FOLZEH | Acceptable Trainee Level SLAEHP | Area of Consideration
N/A B MLC/IHAGEXE  (FRRR)
S8 AR | No. of Recruitment Current MLC/IHA Employees within Activity
1 0 HUAEEH TS ER K MLC/IHA ¢34 8
JEH DOFES | Type of Employment Current MLC/IHA Employees on MCASI Activity
MLC # F Permanent 0 SBENE N DI H
[ IHA O] FR % 2AFS Limited-Term Off Base Applicants within commuting distance
(R OER - o THEESD D) 0 HAENT R TOIGESE
(The period may be extended/shortened) All applicants reside in Japan

FiJETRER | Position Location

DE C A% [E% 24 Y — | DeCA Ilwakuni Commissary Store

s | Work Schedule

40hr/wk, 5 days/wk, Mon thru Fri, 0800-1645, Recess: 45 min.

L | Qualification

1. Must be able to communicate in English at LPL-3 or equivalent level.

2. Must have 1 year work experience in general administrative area.

SKA:

Must have skill in operating personal computer such as MS Office (Word, Excel, Outlook) and data processing
software.

JEHIZtF | Conditions of Employment  (* fifi#& %2 1# | *See the remarks)

RFfE 4+ 57 {8 Overtime % I v ia vI vty L *Mission Essential
O Wre 2 CEN Intermittent O = RE®EF I D 2 HEA7 *Child Care Position

&#5MN%E | Summary of Duties

GENERAL.: Works under the general supervision of the Commissary Officer who provides
administrative/technical guidance, instruction on changes in operational procedures, and special
assignments as necessary. The incumbent is expected to independently handle routine duties. The
supervisor is informed of work in progress and reviews completed work for feasibility compatibility
with other work, when necessary, problems and deviations in the work assignments are handled in
accordance with established instructions, priorities, policies, previous training or accepted practices.
Maintains personnel data and prepares requests for personnel action. Monitors status of performance
appraisals and evaluations. Maintains time and attendance data and inputs same into DAI/DCPS for
US employees. Obtains and assembles information for revision or establishment of manpower
requirements including narrative and statistical data, maintains liaison with personnel and payroll
offices. Prepares a wide variety of recurring and nonrecurring personal and executive correspondence,
reports, and other documents. Develops standard or form letters responding to inquiries and requests
for information. Prepares reports. Proofreads/edits correspondence and documents for correct




grammar/spelling/capitalization/punctuate on/format. Consolidates and finalizes information for
various reports in accordance with established reporting procedures, information supervisor of
important matters and deadlines. Reviews/processes incoming and outgoing correspondence, reports,
other materials submitted for the supervisor's signature. Receives/screens all publications, regulations,
directives directed to the supervisor; bring to the supervisor's attention those elements affecting the
supervisors are of jurisdiction. Receives telephone calls, greets visitors, and ascertains the nature of
the call/visit. Based on the knowledge of the organization and its programs and operations determines
appropriate action. During supervisor's unavailability, determines whether important business calls
and high-ranking visitors should be referred to another staff member or delayed until the supervisor is
available; takes telephone messages or makes later appointments as appropriate. Provides
administrative and readily available operational information to callers/visitors upon determination that
the caller/visitors should receive such information; frequently resolves complaints/problems by
interpreting/applying guidelines to specific situations/issues; answers substantive non-technical
requests for information using records and files or personal knowledge of the organization. Provides
status of reports, suspense dates. Follows up on work status when requesting information from other
offices/personnel. Uses multiple office automation software with varied functions. Independently
plans and performs complex office automation duties to complete assignments by determining and
applying the most appropriate approach/method.

REMARKS: Good working skills of Microsoft words, Microsoft Excel, Microsoft Power Point,
Microsoft Publisher and Microsoft Office 2003 editions. Have the Skill in operating a typewriter. A
qualified typist is required 40wpm. Have the Knowledge of grammar, spelling, punctuation, and the
required formats. Be able to review documents prepared for signature of or requiring coordination by
the Store Director for conformance with regulations, grammar, format, and special policies of the
office. Have a full working knowledge in the English Language and Japanese Language. Be able to
perform other related duties as assigned by the Store Director.

$2HES | Documents

A E MLC/IHA JGERIM S L OEME (X vyr—FiEibohnn)
Iwakuni Application Form for MLC/IHA Employment & Questionnaire (Download here)
(FEAE7RE © X J55E in English | O HZAGE in Japanese)
* INHEHAUI R Z R LT < 7230,
Please use the current edition of application forms.
BB CHZELE TN TV B %EFE - R TEE - AtAE O E L
Copy of License/Certificate
110 FY)F %2 B A L 72 058 IR A AEFTRC A L 72 3RS FHEH & (12cm x 23.5¢cm)
(* Email TOH LIAA DB EIIAE)

A 12cm x 23.5cm envelope filled with applicant’s name and residence zip code, address, and stamped with a 110 yen
stamp (*This envelope will not be required if the application is submitted via Email)

HAEFREUANOIGHEE X, TEBH — FRUOARRAER— - FifoF L
For non-Japanese citizen applicants, a copy of Residence Card and Passport/Visa

ICHFERICICHERRAL & ERBR D H 2 WERER, Mk, $fr. RIFOFHMEZRLAL T EZ S v, EFLAWT
REEINTOLERCRMEL o 285013, BYAREREELRZ TSI LBTERVHARD Y T,

In your application, please specifically describe your work experience, knowledge, skills and abilities related to this job. If
you don’t provide all the information requested in this vacancy announcement, you may fail to receive proper
consideration.

ICEFEE X MEE ZR— V2 HERR { 72 X\ See the next page “How to apply” & “Remarks”



https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/Application-MLC-IHA-Employment.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/Application-MLC-IHA-Employment.pdf

JE5ETT ik

How to apply

<HifEER>

HREEEDTIX, IEICEEEY RIFAES (EMES 1.
RS 123) TR, X E 2 IZE A — I THEMLT
(T, IEFHEIFEEMY H oMUIRZ (Fi% 4 I 30
97) METT,

Email 7 FL R :

IWKN OMB CHRO MLC IHA Recruitment@usmc.mil
*hG I [EHES | B4 | &) S LTl 23w (fl
| 20001, Administrative Specialist, Taro Yamada)

* 7 7 A4 V13 Zip File 5 ICEMEE TIERBFE LT A T W0,
*PDF, Excel. Word, JPG, JPEG JER D B AZAfTAHE L 72
D EI,

FINT 7 7 A TR RE R R TR L TR S0,
* INEEREZEOEKIDH Y FLADTI TR LI,
* BLPLEGERIEFELT 20, FEETHA VL
72D AFX X v LTEMLTLKEI W, BERZNDLD
WFEEAMEE D T,

% :

T 740-0025

WO EET =AM ORENFEBE ET 225
REAANFHES PO Box 28

<SERISTEE >
HRICEE X, LMO BESER~EE L TL 723 0,

<Current USFJ Employee Applicants>

Please submit the required documents via Email or postal mail, or
drop them off to CHRO in room #123, building #1 by 1630 on the
closing date. Applications must arrive by 1630 on the closing date
of each Vacancy Announcement.

Email Address:
IWKN OMB CHRO MLC IHA Recruitment@usmc.mil

*Note: Enter “Announcement No., Job Title, Name” in the subject
(ex: 20001, Administrative Specialist, Taro Yamada)

*Do not zip (compress) files when you e-mail.

*Acceptable data formats are PDF, EXCEL, WORD, JPG, and
JPEG only.

*Please send files with readable resolutions.

*We do not send e-mail or contact you to acknowledge the receipt
of your applications.

*Please sign digitally on documents requiring applicant’s
signature or send scanned applications with handwriting signature.
We do NOT accept applications without your signature.

Mailing Address:
To MCAS Iwakuni Civilian Human Resources Office,

Misumi-cho, lwakuni, PO Box 28, MCAS Iwakuni,
T 740-0025

<Off Base Applicants>
Please contact Labor Management Organization, lwakuni Branch.

LIE

Remarks

o MLC/IHA DJERZFICIZHIR 2 H 0 £ 37, HEDTH
KEFE AN D FTIF NEEE~ T 72 &0

o T DIEEH IZIRHEBEE CIEMRER 2RIt 2 HEH
HYFEF, ICEEN - BEREFEICEEE RS A1
BTz LT AR ERH Y 9, EEAHLICEEH
ICHERBERATEH I N W AaWES . Fotl b HEER
RIS NZISEEFIZB I NI A, IGEEFHK N
FEHERE L. MUBUBED a ¥ —0BAIZ W LT
TOTHOLP LD T THLTZ T\,

¢ HEFF ¥ v LI NZBEREHEICRIGELDH D T

ERS
o HEMK oHEDHEEADH Y T (FHEZDHL DY
BbHLET) .

e 2016 £ 2 A 8 HLARFICZ T 7225 Ae iz, U T s
KESHT S,

e MLC and IHA have employment conditions. For SOFA
members or non-Japanese citizens, please contact CHRO for
additional information.

All applicants are responsible for providing correct information
on the forms. They must meet all eligibility and requirements
for qualification at the time they submit the application. Failure
to submit required information or to meet the closing/cut-off
date may result in a loss of consideration for selection.
Applications and attachments will not be retrieved for return.

Vacancy announcement may be changed, or even cancelled
without notice.

Selecting officials will contact applicants to inform them of job
interview schedule. (In some cases, only document screening
may be used for selection.)

o For English test scores certified on or after 8 February 2016,
please refer to the conversion chart below.



mailto:IWKN_OMB_CHRO_MLC_IHA_Recruitment@usmc.mil
mailto:IWKN_OMB_CHRO_MLC_IHA_Recruitment@usmc.mil

TOEFL TOEFL TOEFL
LPL TOEIC ALCPT (PBT) (CBT) (81 CASEC EIKEN

4 (Exceptional) 860-990 NA 600~ 250~ 100~ NA 1

3 (Fluent) 730-859 90-100 550-599 210-249 80-99 870~ Pre-1st

2 (Average) 550-729 75-89 460-549 140-209 50-79 560-869 2nd

1 (Elementary) 400-549 65-74 430-459 120-139 40-49 475-559 Pre-2m

Pre 1 (Minimum) 350-339 40-64 NA NA NA NA 3rd

2016 £ 2 A 8 HURETICERA S - 1E%E 1%, 2016 £ 2 A

e  For current USFJ employees who are continuously
employed before 8 February 2016 AND who obtained

VT ks ZE . L SR AL > \
8 HLARTICHUS L 72 SERREN SR O sl 3B L~ 3 the below English test sore before 8 February 2016,
ToEERLIICHREINT T, please refer to the conversion chart below.
LPL TOEIC ALCPT TOEFL EIKEN
4 (Exceptional) 795~ 86~ 590~ 1st
3 (Fluent) 645-794 76-85 520-589 Pre-1st
2 (Average) 495-644 66-75 450-519 2nd
1 (Elementary) 345-494 51-65 417-449 Pre-2nd

AR & D BEFE b RIHE T3 725,
ERS
2w,

WEEEIE IR L IS T

B LI AFEHY 2 7 A T IERES

WASIEERIZ 7 v 2 4 2 (E A0 HE[E]) ZEHEL L TEBX
nNET, BERERI 724 L GE A FR) ZEAEL L
TEEINTT, Lo T, BR[O — 21 L4
T 1EBBN 5581, 724 L6 5 A OfkER» 2
LYy FEINET,

*Iyvay - ITykryyy(ME)  BAKE, BEX
e, 7 miGE), BUREVEIEE N A OB, EROFE
mE. TEHXEMR, AB. BHEER Icakz kxS
RARRICHE T 2R B 0 £ 3,

*IEI

BRUCHED DIRAL © ISR & LT, R AMLIEH
KUSFEBOHRELITE T, EEZ I N7
ffEEFRFGAEFICEA L. EMOHRD 72O IC IR
TH2IEERIPL BRI NERY A,

JUE
7i<

e  Applicants may apply for multiple vacant positions at
the same time; however, the application and attachment
must be submitted for each announcement.

e Vacancy announcement and required application forms
are available at the CHRO website.

e Work experience and period of experience will be
considered on a full-time basis, 40 hours per week. Part-
time work will be prorated when crediting experience
for meeting qualification requirements. Ex: an employee
working 20 hours per week for a 12-month period is
credited with 6 months of experience toward meeting
qualification requirements. Also, hours worked in excess
of 40 hours per week will not be credited. Ex: an
employee working 60 hours per week for a 10 month is
not credited with 12 months of experience.

e  *Mission Essential Position: a selectee may be required
to report to an assigned work place during emergencies
such as a natural disasters, adverse weather, terrorist
activity, radioactive/poisonous gas release, outbreak of
pandemic disease or any events present a danger to
USFJ facility, personnel, LN employees.

e *Child Care Position: as a condition of employment, a
criminal history background check will be conducted
initially for an individual selected for the position. A re-
verification of record will be conducted every five years
after the initial investigation. The selectee will required
to sign the Position of Trust Agreement and must
maintain a favorable record to remain in the position.

W& b5E | For inquiries

<IRHEZE B AT For current USFJ employees >
REAFEH CHRO Iwakuni

HEHR | HA~% FRI8HI~F#%4K530 ¥ T (BASEHTHB X OCIHEZR)
Operational Hours 0800-1630 Mon — Fri (closed every Friday afternoon and holidays)

¥ DSN 253-5059/4122/4344

Email: IWKN _OMB CHRO MLC IHA Recruitment@usmc.mil

<HF)LEFE EF For off-base applicants >

TN BHESSEHESHEHEEE SEYE | Labor Management Organization, lwakuni Branch

EiLE S Tel: 0827-21-1271 Operation Hours = ZEFEE]: 0900-1700 -~ — 2 ~<— <’ Homepage Website: http://www.Imo.go.jp/



mailto:IWKN_OMB_CHRO_MLC_IHA_Recruitment@usmc.mil
http://www.lmo.go.jp/

