KADENA CIVILIAN PERSONNEL FLIGHT

http://Iwww.kadenafss.com/career/civilian-personnel-section/

Vacancy Announcement No. (RALGEES): 49-21-05
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Who May Apply (FEXRZEXE):

MLC/IHA employees within the organization.

SEMEBNICATET S MLC/IHAEXE

MLC/IHA employees of Air Force/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
Air Force/DeCA/DoDEA/DLA-Disp/GSA/DMA [ZFT/E9 5 MLC/IHA it 8

MLC/IHA/MC employees of Army / Marine Corps / Navy / AAFES in Okinawa.
REZE / BBk | /B | AAFES [CAT/E 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
http://www.kadenafss.com/career/civilian-personnel-section/. (Please refer to “How to fill out application form”)

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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Contact information ([ &+ 5E): 632-7912 or Kadena Civilian/JN Staffing <kadena.jnstaffing@us.af.mil>
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Language Proficiency Level (LPL) Certificate Requirement Change
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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
3 (Fluent) 730 - 859 76 — 85 90 - 100 550-599 | 210-249 80-99 870 - Pre-1%t
2 (Average) 550 — 729 66 — 75 75- 89 460-549 | 140-209 50-79 560 — 869 2nd
1 (Elementary) 400 - 549 51— 65 65— 74 430-459 | 120-139 40-49 475 - 559 Pre-2"
PRE-1 (Minimal) 350 — 399 NA 40- 64 NA NA NA NA 3
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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. (RAIG&&S): 49-21-05

WERE: PEBIERATRTHO MLC/IIHA/IMC %8

Position Title/Series , o .
Grade/LPL Recreation Specialist, MLC-186, BWT 1-3, LPL: 2

Work Place i 18 FSS/Det 1 OKUMA, Okuma Recreation Area | Number of position(s) | 1

Summary of duties:

Performs the routine daily clerical work to assist the recreation leader/manager for the dairy operations of recreational
facilities. Greets customers and provides facility rules and the information for the assigned recreational activities.
Demonstrates use of materials and equipment. Sets up recreation areas for scheduled activities as well as making
arrangements for equipment or tools. Decorates recreation centers for special events and activities. Ensures
compliance with customer check-in/check-out procedures. Assists with group activities which require more than one
staff member. Informs supervisor of customer requests, suggestions and/or program changes and developments.
Informs supervisor of damage to equipment. Exercises the excellent customer service skills in dealing with customers
along with co-workers and supervisors. Ensures all rental equipment is clean and in good working condition. Collects
fees and changes in accordance with established cash handling procedures, accounting for all monies and receipts.
Takes reservations and payments for events such as a sport tournament for tennis, soccer, volleyball, etc. Completes
daily activity reports to include incident reports and records attendance. Notifies participants of schedule changes.
Collects fees for equipment or tools from customers, checks-in them for condition on their return. Answers inquiries
about rules, regulation, time, place, and reservation procedures. Provides assistance in consolidating daily revenue in
the facility. Performs the facility checks of areas assigned in accordance with established safety procedures. Maintains
recreation areas, tools, and equipment clean and serviceable at all time. Organizes the sets up the equipment that is
used at the recreational facilities. May performs minor facility repairs such as changing light bulbs, light painting, as
required. Reports equipment shortage and replenishes the supplies. Performs other related or incidental duties as
assigned.

Qualification Requirements:

Qualification requirements emphasize on the quality of experience. Applications must reflect sufficient experience and
training. Applicants must show the quality level of knowledge and skill necessary to perform the full range of duties of
the position at the level for which applied for.

KNOWLEDGE, SKILLS AND ABILITIES: Your qualifications will be evaluated on the basis of your level of
knowledge, skills, abilities and/or competencies in the following areas:

1. General work experience OR high school graduate or above.

2. Ability to speak, read and write English_at average proficiency level: LPL-2 is required.

3. Must be capable of obtaining and maintaining 2nd Class Water Vessel Operator’s License (2#&/NE! frfifig#t £ %
).

4. Must be capable of obtaining and maintaining Personal Watercraft (Jet Ski) Operator’s License (45 /IN8! finfif 1%
it REF).

5. Must be capable of obtaining and maintaining GOJ Certificate for Operation of Forklifts with a lifting capacity of
one metric ton or more (74—59")7 MESGLERKAEFEB R T/ RAFE 1 VLLE).

6. Must be capable of obtaining and maintaining GOJ Skill Training for Operation of Vehicle-Type Construction
Machine (for grounding, transporting, loading and excavating) — more than 3 metric ton (Bl R E & (Bih - &
- FEAH AR VHERIR) EintaesEE) .

Job Related Requirements:

1. Must be able to lift 50 Ibs.

2. Must be able to work weekends and holidays.

3. May have to work outside of normal duty hours if directed.

Work Schedule: Mon-Sun (40 hours per week), 0900-1800 (Recess: 1 hour)

Required document S EE4E:

X] KADENA AB Form 1EJ, 20090413

X Copies of English Proficiency Test for LPL requirement (see page 2) &% AEIHTZEENIC— (2R~ IS )
[] Copies of license(s) & ZHNMaE —: As underlined above. L2 TiRES R
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