KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (RALG&ES): P-24-909-47

. . Closing 04 December 2024 / 16:30
Opening Date: 28 November 2024 Date/Time: SH6%12 B 4 H

#178: 46411 828H FE1E -BSR: 1% 4B 30

Who May Apply (BEXRZHEES):

MLC/IHA employees within the organization.
SEMBANICFIET S MLC/IHA itX &

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.
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TA—RAYR—rBEDHR—LR— A4 O—FK (PDF JA— LK) TEET , FA—LR—CSETSBTELY,
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Contact information (&4t 5%):
Phone (EFE&HS): 632-7369 or 632-7912
Email (A—JL 7KL X): kadena.jnstaffing@us.af.mil

Application (KADENAABIE.]
Application Continuation Form


https://www.kadenafss.com/civilian-personnel-section
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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
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. (R AIL&E&E): P-24-909-47

XRE : HEBRATAATO MLC/IHA %5

Position I . - . .
Title/Series/Grade/LPL Administrative Specialist, MLC JD: 010, BWT 1-5, LPL: 3
718" Force Support Squadron/JN Personnel Employee-Mgmt "
Workplace Relations Section (718 FSS/FSCAJ), Kadena AB Number of position(s) | 1

Summary of duties:

Assists Employee-Management Relations (EMR) specialists by performing a variety of technical and administrative duties
for various EMR related administrative programs/matters. Prepares, validates eligibility, ensures that requests are in
compliance with regulations, and coordinates with Labor Management Office (LMO) and work center counterparts for a
variety of EMR related administrative programs such as annual/semi-annual physical examination schedule, travel
reimbursement, uniforms, first-aid kit, annual leave accumulation for applicable employees, and so forth for the entire
workforce. Determine Nature of Action for personnel actions, codes necessary data, and finalizes personnel actions in
Defense Civilian Personnel Data System (DCPDS) appropriately. The work requires thorough knowledge of the program
regulations and makes commitments on administrative matters. Proposes alternate approaches to management for more
efficient operation programs. Uses various Microsoft software to create, copy, edit, store, retrieve and print forms, memos,
and letters; uses existing database or spreadsheet software to create, enter, revise, sort or calculate and retrieve data from
reports; and uses graphic software to provide graphs and charts for reports and presentations. Performs other related or
incidental duties as assigned.

Minimum Qualification Required:

1. Must have specialized work experience in personnel related fields OR 4-year college graduate in any fields.

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

3. Must have skill in operating a computer, using an English keyboard with knowledge of office automation software and
computer programs to include, but not limited to email, internet, spreadsheet, presentation, and word processing programs.
4. Multi-skills in initiating, preparing, and communicating administrative correspondence that are consistent with personnel
policy, regulations, and procedures.

5. Ability to track personnel requests and actions using office automated programs, applications, tools, and systems.

6. Ability to speak, read, and write business Japanese to work with GoJ counterparts.

7. Skills in advanced excel is highly preferred.

<Job Related Requirements>:
May work outside of normal duty hours if requested.

Work Schedule: Mon-Fri (40 hours per week), 07:30-16:30 (Recess: 11:30-12:30)

Required document HEEHE:
X] KADENA AB Form 1EJ, 20090413
[X| Copies of English Proficiency Test for LPL requirement (see page 2) E%EEhEIATZEHNIE—(2R—IBR)

[X| Copies of license(s) REFREZEDIE—: As underlined above. FRETFHHSE * * FTHEOVLEEHOAREHL TS




