KADENA CIVILIAN PERSONNEL FLIGHT

https://www.kadenafss.com/civilian-personnel-section

i Vacancy Announcement No. ((RAL&EES): P-24-614-46

. . Closing 4 December 2024 / 16:30
Opening Date: 21 November 2024 Date/Time: &i6E12 A 4H

#178: fM6E11A21H TN Ol 1% 4B 30

Who May Apply (BEXRZHEES):

MLC/IHA employees within the organization.
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MLC/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
22E/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA IZFiflE8 9 % MLC/IHA (%8

MLC/IHA/MC employees of Army / Marine Corps / Navy / AAFES in Okinawa.
BEEE / iRk | &2 E /| AAFES ICFRIE 9% MLC/IHA/MC it (8

Eligible employees who are interested in being considered for the following vacant position(s) must read below instructions
carefully.

How to apply: Please submit your applications to Kadena Civilian Personnel Flight (CPF) Japanese Staffing by the closing
date and time indicated above. Applications should be submitted via one of below designated drop boxes:

1. Box 1: Room B-202, Building 721-A (2nd floor), Kadena Air Base
2. Box 2: Kadena Gate 1 Visitor Control Center, Building 31, Kadena Air Base

Required documents: KADENA AB Form 1EJ, 20090413 (APPLICATION FOR KADENA V/A) and copies of required
licenses/certifications if any. Application form is available on 18th Force Support Squadron Home Page at

https://www.kadenafss.com/civilian-personnel-section. (Please refer to “Applicant’s Guide”)

Important note: As an applicant, it is your responsibility to complete your application correctly and ensure all the required
documents are attached to the application. Please limit your documents only to application and required documents. Submitted
applications will not be returned. Only selectee will be notified by email or telephone from the Staffing section, Kadena Personnel
Office. Please note that we will not notify those who did not pass the interview. Please visit our website to see pending selection.
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Contact information (&4t 5%):
Phone (E5&&5): 632-7369
Email (A—JL 7KL X): kadena.jnstaffing@us.af.mil

Application (KADENAABTE)
Application Continuation Form
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Lanquage Proficiency Level (LPL) Certificate Requirement Change

ERREAFMHIZEENDELLYET . CETIBED LPLEZCHED L, BRUTIAHEQF—)ERMALTTFS
L\ ALCPT RO7IC—EEERHYET D TIHEE T S0,

ENGLISH PROFICIENCY TEST (EPT)

LPL TOEIC Prior?tipgeb 16 Aﬂe?léC::b 16 o . CASEC EIKEN
(PBT) (cBT) (iBT)
4 (Exceptional) 860 — 990 86 - 100 NA 600 — 250 - 100 - NA 1
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| have read the qualifications required for this position and believe that | meet these requirements. | also understand that it is my responsibility to ensure that my application
reaches the Civilian Personnel Flight prior to the closing date. | understand that falsification of any item herein may result in the immediate termination of my employment or
disapproval of my application. | place my signature in certification that the information contained herein is the truth to the best of my knowledge and belief.
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Vacancy Announcement No. (RAIGEES): P-24-614-46

WNRE: HFHREATRTOD MLC/IIHA/MC #t£8

Position Title/Series Administrative Specialist, MLC-010, BWT 1-5, LPL: 3
Grade/LPL (This is Limited Term Employment Not to Exceed 15 September 2025)

718 CES/CEIA, Installation Management Flight,

Work Place Asset Accountability, Kadena AB

Number of position(s) 2

Summary of duties:

Performs on real property data reconciliation working with GeoBase office. Works weekly with GeoBase office to
conduct geobase reconciliations regarding linear structures, land buildings and structures and has a full administrative
responsibility to reconcile with GeoBase. Collaborates with internal and external customers regarding Real Estate
Transactions and fields questions related to real property. Researches and obtains missing Key Supporting
Documentation (KSD) required for facilities and land transactions. Surveys, documents, and updates non-spatial data
in the applicable space reporting tool as required or during routine inventories in coordination with Community
Planners, Geographic Information Systems (GIS) representatives, and engineering assistants to maintain updated real
property data and floor plans in the database. Coordinates changes of space allocation through the Facility Board
Working Group and Facility Board, as necessary, to ensure appropriate level of approval. Assists in providing
economic, social, and political impact studies of real estate acquisition, management, or disposal actions. Completes
updates in NexGen Information Technology (NexGenlT). Assists in coordination for approval of CATCODE changes
outside of Base Civil Engineer authority such as: housing, munitions, religious, and MWR facility changes. Ensures
an accurate and complete real property inventory in the Accountable System of Record. Assists Real Property
Specialists in disposal actions such as: temporary interests, facility disposal, land interests, and unique disposals such
as Real Property Installed Equipment (RPIE) disposals and disposals in foreign country. Meets with stakeholders to
discuss and provides input to the Construction Growth Off-Set Program. Uploads Key Supporting Documentation into
NexGenlITE and facility folders. Assists team members on internal and external building checks for 1-year, 3-year and
5-year inspections; completes and updates Drawing of Records. Responsible for validation of all data inputted to
NexGenlT to ensure that the Accountable Property System of Record is accurate. Responsible for declaring excess
property and dispose property when no longer required to support current or projected missions. Responds to higher
headquarters suspenses in a timely manner such as: McKinney Act, anomalies, miscellaneous tasks. Represents and
acts as interpreter/translator for the installation at various meetings, conferences between entities such as:
Government of Japan, Okinawa Defense Bureau, Japan Self-Defense Forces and other local municipalities concerning
realty programs. Operates GIS and GeoBase. Coordinates the maintenance and updates of computer-based map
and database information. Assists in Specialized Studies and updates on the Installation Development Plan (IDP) in
regards to facility space and CATCODES. Assists Real Property Specialist for reviewing the Host-Tenant Support
Agreement (HTSA) to ensure customer information is accurate based on space allocation. Organizes and attends
Tenant Farmer's Workgroup Meetings; completes meeting minutes and updates instruction as needed. Performs
other related or incidental duties as assigned.

Qualification Requirements:
In order to qualify for this position, your application must provide sufficient experience and/or education, knowledge,
skills and abilities to perform the duties of the position.

1. Specialized experience in the related field such as administrative, clerical, management, etc. OR 4-year college
graduate in any fields OR completion of vocational/ technical school in related fields.

Ability to speak, read and write English at fluent proficiency level: LPL-3 is required.

Must be proficient in Japanese language both orally and in writing.

Must be able to interpret/ translate English to Japanese and vice versa.

General knowledge of office software such as Microsoft Outlook, Excel, Word and PowerPoint for scanning,
uploading, preparing, modifying and printing electronic files.

Job Related Requirement: May work outside of normal duty hours if requested.

Work Schedules: Mon-Fri (40 hours per week), 0730-1630 (Recess 1130-1230)
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Required document HEEE:

X KADENA AB Form 1EJ, 20090413

X] Copies of English Proficiency Test for LPL requirement, see page 2 & RENEIIEAT I BEDIE— (2R-IS M)
[X] Copies of license(s)/certificate(s) $a&Fil - SEBAZ % NMDIE—: As underlined above £ it TSR




