KADENA CIVILIAN PERSONNEL FLIGHT

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

i Vacancy Announcement No. ((RAG&EES): P-24-681-47

. . Closing 4 December 2024 / 16:30
Opening Date: 28 November 2024 Date/Time: SH6E12 5 4 H

#178: 46411 828H FE1E -BSR: 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.
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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
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ENGLISH PROFICIENCY TEST (EPT)
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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. (RAG&EEE): P-24-681-47

WNRE: HFHREATRTOD MLC/IIHA/MC #t£8

Position Title/Series Information Technology (IT) Assistant (Customer Support/ Network Services)
Grade/LD IHA-84, BWT 1-5, LD: 3

Work Place | 18 MSG/DET 1 OKUMA, Okuma Recreation Area | Number of position(s) | 1

Summary of duties:

Responsible for limited specialized projects and assignments involving development, test, implementation, and
modification of computer programs and operating procedures. Provides support to computer specialists by performing
coding, testing, and limited programming for a variety of applications. Maintains documentation and program
databases. Receives and processes requests to write, upgrade, or modify small program modules. Identifies the work
to be done, plans, and carries out the steps necessary for developing applications programs using the COBOL,
FORTRAN, or other higher level programming languages, providing for variations in recurring runs and special reports.
Considers a variety of factors in program applications work such as developing input requirements for programs from
detailed logic charts and related information developed by computer specialists, drawing basic program flow charts,
applying higher level programming languages, initiating testing, assembling test data, debugging programs, and
submitting user requires with recommended finished module to specialist. Determines the actions required by taking
into account applicable instructions, references, objectives, customer desires, established program logic, and system
constraints. Maintains a few modules that frequently require variations in production requirements. In support of
specialists, solves problems and responds to requests to advise on issues related to defining information requirements,
desired formats, and the amount and kind of data combinations and arithmetic manipulation required. Installs and
maintains hardware. Verifies that all equipment attachments and power support items are approved and are in
compliance with existing regulations, directives, and vendor specifications. Performs inventory of hardware.
Researches current industry literature to identify the availability of equipment. Maintains stocked parts to ensure
prompt service and arranges for replacement parts. Answers technical questions for which sometimes the guidelines
may provide for judgmental deviations. Assists users in preparing computer hardware/connectivity service requests.
Identifies hardware problems and develops solutions for associated short and long-term effects. Maintains, interprets,
and rites portions of operating equipment and use manuals and instructions. Installs, upgrades, and maintains
software. Performs system software control and library functions. Schedules, maintains, and provides advice on
formulation of job requests and computer programs for which the guidelines may provide for judgmental deviations.
Provides guidance and assistance to customers. Performs other related or incidental duties as assigned.

Qualification Requirements:

1. Specialized work experience in IT related fields that demonstrates the ability to develop, test, implement, and
modify computer programs and operating procedures OR 4-year college graduate in related fields.

2. Must be able to obtain Information Assurance Technical (IAT) Level | certification (A+ CE, Network+ CE, or SSCP)

within 180 days of employment IAW DoD 8570.01-M.

Ability to speak, read and write English at fluent proficiency level (LD: 3).

Experience in managing business software systems such as Aloha, Food Trak, Rec Trak, and Epitome Lodging

management systems is desirable.

5. Skills in managing large campus wi-fi networks.

6. Knowledge of office automation hardware and software applications.

7. Knowledge of computer equipment, networking, and peripheral devices.

Job Related Requirement:

1.

2.

P

Occasionally work weekends and holidays with various shifts during the special events.
May have to work outside of normal duty hours if requested/directed.
Work Schedule: Mon-Fri (40 hours per week), 0800-1700 (Recess: 1200-1300).

Required document HEEE:

X KADENA AB Form 1EJ, 20090413

[] Copies of English Proficiency Test for LPL requirement, see page 2 EFHN%EHT 2EHD I — (2 R—VUBR)
X| Copies of license(s)/certificate(s) fEFiL - SEBAZE N 1 E—: As underlined above. L5 FHREFSHE
THROVEEHEOH CREBEWVLWV-LET,




