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Closing Date
VACANCY ANNOUNCEMENT 2470 -
' 22 Oct 04
Date of Issue
1. Hﬁt*ﬁ% Job title (%ff‘& Grade 5 EE—"?%%& LAD 3) 4. %%tﬁﬁ Area of Consideration
Administrative Specialist, #10 sas. 1z | DEMLCHAGRER EER)
(Mfiﬁ FHH%E) " ! Current MLC/THA Employee within Activity
i B No. of Requirement & ] JTHA %¥ = ﬁ%lﬁl
S ATRETE T RIZF AR Acceptable lower grade level: 1-4 MLC/IH 508 )
Current MLC/IHA Employee in commuting distance
XESHER L] BEMLCIHAREXRE(EEBXRE)
Administraive Current MLC/THA Employee Japan Wide
2. BB ENFEIZAT  Activity/Working Place- Yokosuka city [ 1 5488 Off Base Applicant

Commander Fleet Activities, Yokosuka
Security Detachment

Administrative Division, [SO Section (Code 1240)

5. EA @*E’?‘:‘E Type of Employment

3. Eﬂi’%ﬁﬁﬁ Work Schedule (;@ 40 E#Fﬁﬁﬁ‘-?” hrww) IZ' ML C
E)7&H Working Days : 4 days/week (3 days off/week) Rotating shift X %P Permanent
BFfETH Working Hours : 0700 — 1800 (Recess 60 min.) ] BR%E Limited Term (__7 A Months)

6. BEFFNZA Duties

1. Receives and answers inquiries concerning base access procedures and requirements at the ISO counter. Provides general information to visitors as
requested.

2. Receives pass applications forms commercial company employees, checks them against base access denial list, list of designated countries and list
of authorized employees by company name, ensures proper identification is presented and processes them for signature action.

3. Operates computer to maintain and update Employee Information Cards (CFAY Form 5542/1) for contractors who hold temporary or permanent
passes or holders of special passes. Takes photos with camera connecting to computer and issues following passes: permanent passes, temporary 90
days passes, one day and short term passes, special passes, one day commercial vehicle passes and previously prepared passes outside normal working
hours.

4. Maintains MS-Access database for the ISO business. Conducts minor adjustments and trouble shootings when they are required.

5. Performs other related or incidental duties as assigned.

7. BWREH.BKEMH Qualification / Physical Requirements
a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work. If applicant does not have such work
experience, completion of 4-years college/university in a related field may qualify him/her at 1-5 level.
b. Knowledge of ID procedures and Security instructions.
. Knowledge of customer service concept and practice.
. Knowledge of development/maintenance of MS-Access database.
. Skill in operating Windows, Microsoft Office (Word, Excel, Access and Power Point) and Communications.
Ability to speak, read and write English at fluent proficiency level (LAD-3).
g. Ability to speak, read and write Japanese at native language level.
* An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as below:
1-4: One year of clerical, technical, or administrative work experience in any field. If applicant does not have such work experience, completion of 4-
years college/university in any field may qualify him/her at 1-4 level.
** A handicapped applicant may be accepted, depending upon the degree and kind of disability.

O oo

E Eg jj English Language Proficiency : DL[Z\E 7% L None D *JJ ff‘;& Basic D == ff& Intermediate |Z| J:ff& Advanced D#%EQOJ ﬁE A Exceptional

?% Educational Background N/A I ﬁ.gq:gl—t/ {%TEIE License/Certificate Required N/A

I2H G A+ D Annlication and Associated Docnments B F54KR Working Condition
$++4PDF Forms are available at HRO Web Site. http://hro.cnfj. navy. mil stk Working on national

*X] ZREMSEAM Application for Vacancy Announcement (HROY Form 1) holiday is required.

*[X| HEFIRLFEAEFEZE Resume of Specialized Work Experience (HROY Form) (Holiday Allowance will be
*MEEAlL Complete * in [] HAEET Japanese X EE T English [] £5 5 T4 Either paid.)

X HEDOEEHZIIAT H5E0NDIE—  Copy of English Certificate
X 80 AYIFZBEMTL. BREEOBERS FA- KL/EZEVRIEAHE  (12cm x 23. 5¢cm)
12cm x 23.5cm envelooe with Applicant” s Zip Code. Address. Name and a 80 ven

___________ RLv&ht%k forJobInauiries. | W% OfficetoSubmit | EFEMIEME For Official Use
BLEZE Office : KBEHBEEE M CFAY T238-0001 #Z)I| R1EZAZE THAAT 1 Fih 1 banchi Tomari- PD No.: CFAY-1240-002

cho, Yokosuka, Box 22

ANEEEEE Management Office

> e . KBERAEEMRS AEEERR (HRO) PD is accurate and current.
w : &R Sato - B[R Ishihara COMNAVFORJAPAN, Human Resources Office Yokosuka Certified by Activity: ts 10/15
FEEEES TEL : 046-816-8148/8143 (HRO), MLC/IHA Employment Office (N132)
B046-816-8152 HRO : ah10/15 jo10/22s010/22

ICEEEZHEZLTUWEWNEES., EZEORRICTEY FH A, Incomplete applications will not be considered.
RESINEIGEEHITHIRL LEHE A, Submitted applications will not be returned.



