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MCAS Iwakuni Vacancy Announcement MOVING FORWARD

i o s A3 N
2ERSIEHE S | Announcement No. SLEEBAYG | Open Date #YIH | Closing Date
Open Until Filled
26040 R1 Re-Open 29-Jun-26 Cut-off Date: 2" and 4"
Monday of each month
IHGi4 | Job Title W% | Job # HEAM K- | BWT-Grade
BEHA P
#0265 1-4
Tours Guide
ZatrlRE 7R TO7E5% | Acceptable Trainee Level SitEHiPH | Area of Consideration
1-3 BIMLC/HA 2B GERRM)
. - X o
S8 NBL | No. of Recruitment Current MLC/IHA Employees within Activity
1 HUA E B TS BRI MLC/THA ¢34 8
JEH O | Type of Employment Current MLC/IHA Employees on MCASI Activity
(0 MLC # FH Permanent SBENEN DI H
THA 07 B AR Off Base Applicants within commuting distance
(RABHOIER - RO TS b) O AAERT~TosH
(The period may be extended/shortened) All applicants reside in Japan

PSR | Position Location

MCCS Bafml Ut — e 23— v 2 i #H%
MCCS Retail & Services Division Services ITT

5] | Work Schedule

40 hrs/wk, 5 days/wk, Monday-Saturday, 0915-1815 (Office Work), Recess: 1 hour
Must be able to attend to escort and guide the ITT trips which are scheduled mostly on weekends, holidays, early
morning and late night.

EIEEL: | Qualification

Target, 1-4

1. Must be able to communicate in English at LPL-3 or equivalent level.
2. Must be able to speak, write and read Japanese fluently.

3. Must be able to use MS Word, Excel and Outlook.

4. Must have an ordinary Driver License. (A/T limited is acceptable)

*Preferable to have 1 year work experience in travel operation and /or tour conducting.

Entry, 1-3

1. Must be able to communicate in English at LPL-2 or equivalent level.
2. Must be able to speak, write and read Japanese fluently.

3. Must be able to use MS Word, Excel and Outlook.

4. Must have an ordinary Driver License. ( A/T limited is acceptable)

*Preferable to have 1 year work experience in travel operation and/ or tour conducting.




JEHIZ<tF | Conditions of Employment (* fifi# 25 | *See the remarks)

ReFE 2+ 578 Overtime 0% 3IvyiaryxIyty v/l *Mission Essential
O Wi s fUEN 7S Intermittent O * WEEICH#E D 2 57 *Child Care Position

I N2 | Summary of Duties

Conducts tour by accompanying groups on sightseeing tours of city, historical or science areas. Tours vary in type
and size of group. Rides MCCS or commercial sightseeing bus, train or ferry. Lectures and provides interesting,
extensive and useful information including topics covering history, culture, economy, traditional customs and
current topics Japan. Prepares guide material including information related to the tour areas and tickets. Assists
patrons with beverages, food, equipment and any other miscellaneous requirements.

Receives customers at counter or answers telephone inquiries and provides travel information relating to famous
and interesting sightseeing places, local rail, bus and ferry schedules and charges, hotel accommodations and
charges, shopping, sports and various festivals and events. Makes arrangement and reservations for above-
mentioned. Receives cash from customers and operate cash register, prepares Daily Activity Report and report to
the designated cashier. Maintain a complete file of all records, reports and correspondence.

2% | Documents

X ‘&E MLC/IHA JGHEAftE L WERE (X7 vm—FE3Zbohb)
Iwakuni Application Form for MLC/IHA Employment & Questionnaire (Download here)
(REA SR8 © X %35 in English | OO HAEE in Japanese)
* IDERAMRIEERIRZ AL T 23 v, i, FEOEN~—Y, BEOENOX—=—3Zbb0bA
FLTLZI W,

Please use the current edition of application forms. Please obtain samples, additional education, work history pages from
here.

BEREFCHHE INT W 2 RFFE - B TEE - AEHEDOE L
Copy of License/Certificate
HEILRFFRED 2 ¥ — 3 E GG, <A FEIERFREO T [~ A4 FRFRE ALY 7 7Y | S S HI
INERFFEME BT LTT X0,

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

X 110 FYIF % BT L 72 )65 KA FEFTRC A L 72 A5 FHEHE (12cm x 23.5¢m)
(* Email TOH LIAADEGA IZAE)

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)
2k ok sk ok sk sk sk s sk sk s s sk sk sk s sk sk sk stk sk sk sk sk s sk sk s sk sk ks sk sk sk sk stk sk sk s s sk sk s sk sk skesk sk sk sk sk sk sk sk s sk sk sk skesk sk sk sk sk stk sk sk sk sk sk sk sk sk sk sk stk sk sk sk sk sk sk sk skoskoskeskoskoskosk ok

EELMTHELE INTWERERERME L 2o 725613, BUREERZZTLIERTERWEERH D F
7,

If you don’t provide all the information requested in this vacancy announcement, you may fail to receive proper
consideration.

JCEAER X MEE IR —V 2 #EER /£ T See the next page “How to apply” & “Remarks”



https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/196aEJ_20260415_Personal_History_Statement.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/196aEJ_20260415_Personal_History_Statement.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/USFJ196aEJ_Sample_Japanese.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/USFJ196aEJ_Education_additional.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/USFJ196aEJ_Workhistory_additional.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/USFJ196aEJ_Sample_English.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/USFJ196aEJ_Education_additional.pdf
https://www.mcasiwakuni.marines.mil/Portals/112/Docs/chro/form-jn/USFJ196aEJ_Workhistory_additional.pdf

JE5ETT ik

How to apply

<BptEEB>

BEEB D7, FEICEHEY RIAAFT (EYES
1. MEFES 123) ICRH, EXE 72X E A — IR L
TLE S, ICEFHIIEERMY) HoMUIRZ (Fik 4 b

309y) #ETT,

Email 7 FL R :

IWKN OMB CHRO MLC IHA Recruitment@usmec.mil
* R4 [EHES | Mg | &A1) Lol ZEn (fl
| 20001, Administrative Specialist, Taro Yamada)

* 7 7 A V1% Zip File FICEAMFE TICEF L TL 2 0,
* PDF. Excel. Word. JPG. JPEGZA DA B ZATARE L 72
DET,

*IMT 7 7 A MFHERATRE R BRI T[T L T 2 X,
* INEEREZEOEKIDH Y FLADTI TR LI,
* BLPLEGERIEFELT 20, FEETHA VL
72D AFX X v LTEMLTLKEI W, BERZNDLD
FEHENMEE R £ T,

% :

T 740-0025
WO EET =AM ORENFEBE ET 225
REANSEHES PO Box 28

HEISHEE>
HRIGEFE X, LMO BESHER~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, Iwakuni, PO Box 28, MCAS Iwakuni,
T 740-0025

<Off Base Applicants>

Please contact Labor Management Organization, Iwakuni Branch.

D5

Remarks

e MLC/IHA QEMSMFICIZHIR2H 0 £ 37, HEDTH
KEFEAN D T IF NGB~ T 72 &0

e T DIEEH IZIRHEBEHE CIEMRER 2RIt 2 HEH
HYFEF, ICEEN - BEREFTICEEET RIS A1
BTz LT AR ERH Y T3, EELHLICEEH
ICHERBERATEH I N W AaWES . Fotl b HEER
CRH I NS EFEHI BRI NE S A, ICEFEHKID
RHEHEIZ., HYHUED 2 ¥ —2RHIZW L rRnE
FTOTHOLPLDITTHELSE I N,

e EEI X ¥ VAL INIGAECEHIL R EERH D F

ERS
o HEMKD b HEDHEEADH Y T (FHEZDHL DY
BbHLET) .

¢ 20162 A 8 HURFICZ T 7228 ae iiflz, U T ofal
KESHT S,

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

o 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.

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

o 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) (iBT) CASEC EIKEN
4 (Exceptional) 860-990 NA 600~ 250~ 100~ NA s
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-2nd
Pre 1 (Minimum) 350-339 40-64 NA NA NA NA 3rd

e 20162 H S HURNCEA I N-MEEEIX. 201642 A
8 HLARMCHUS L 7= 5B RE 1R D 5580, R L L3 A
ToftER P EICREINT T,

For current USFJ employees who are continuously
employed before 8 February 2016 AND who obtained
the below English test sore before 8 February 2016,
please refer to the conversion chart below.

LPL TOEIC ALCPT TOEFL EIKEN
4 (Exceptional) 795~ 86~ 590~ Ist
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-2"d

AR & DHFRE S FTRE T 2, LEEHII N~ Icn T
ER

o ZEfFFR, LEFMRLIIAFIY = 794 T IR <
72X,

TRIERRERIT 7 v 2 4 2 GHE 40 F5fE) 2 EHEL L TEEX
NET, BEREBIZ 724 2 (GHE 40 BFE) 2 Huer L
TEEINET, LA ->T, #2200 —F2 A1 L
T 1 EBBNE5EE. 724 2065 A OfkER» 2~
LYy FPEINET,

e*¥Iyigy . Tykryyyi(ME) : HREE, EX
e, 7 miGE)., BUREYE/EEHN A OIEL EROFE
mE. TEHXEMR, AB, BHiEEE cakz kxS
RARRICHE T 2R B 0 £ 9,

o *REHICIED 2L BASM & L <. ERIMLIEA
BEBEXUVSEBOBRELZITHE T, EE I H T
METRFGREFCESL L. BROHERED 72 IR
THH L FRIAEHLRTNIEE R A,

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

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

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.

*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
USEF]J facility, personnel, LN employees.

*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 be
required to sign the Position of Trust Agreement and
must maintain a favorable record to remain in the
position.

V&L | For inquiries

<HfEEB T For current USFJ employees >
REAAFE CHRO Iwakuni

HEHRR | H~& TEI8SR~T1%4K30 T (BH%ERL)

Operational Hours 0800-1630 Mon — Fri (closed on holidays)
% DSN 253-5059/4122/4344

Email: IWKN OMB CHRO MLC IHA Recruitment@usmec.mil

<H\F)GEE ET For off-base applicants >

WITBGEA BHEZSSEHESHEREE S EXH | Labor Management Organization, Iwakuni Branch

EFLE S Tel: 0827-21-1271 Operation Hours = ZEFEE]: 0900-1700 7~ — 2 < — <’ Homepage Website: http:/www.lmo.go.jp/



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

