KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (RAL&E&ES): P-26-179-16
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Who May Apply (BEXRZHEES):

MLC/IHA employees within the organization.
SEMBANICFIET 9 MLC/IHA it &

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 Limited Term Employees of Army / Marine Corps / Navy / AAFES in Okinawa.
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Eligible employees who are interested in being considered for the following vacant position(s) must read the instructions below
carefully.

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

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

Required documents: USFJ Form196aEJ, 20260415(EF), Personal History Statement 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 select “Download Original” for Form Field pdf.)

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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[GE =48 USFJ Form196aEJ, 20260415(EF), Personal History Statement BREEZ LIS EICHEL R GIAZENDEL, It
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Contact information (B &+t %k):

Please visit “Applicant’s Guide” from
https://kadenafss.com/wp-content/uploads/2024/04/Applicants-Guide-202207.pdf

Phone (E5E%&E5): 632-7897
Email (A—JL7EFL R): kadena.jnstaffing@us.af.mil HEEDEHFTIC QR Code 2> & Applicant's Guide % ZREZ { 72 X Wy,
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Lanquage Proficiency Level (LPL) Certificate Requirement Change
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ENGLISH PROFICIENCY TEST (EPT)

LPL TOEIC Prior?tipgeb 16 Aﬂe?léC::b 16 i . 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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Application form has been updated.

BEE (05 AR ALY ELT,

18 74 —RAYR—bPEDR—LR=UHLFTIVO—FARETY,
(PDF 74 —AH = Original ZZRL TLV=12K&. AATRRER Form MA o O—KRTEET)

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

RzcemaFEs Shller Yraanwl

QR Code QR aI—F

Application form is available on 18th Force Support Squadron Home Page
at below link or QR code. (Please select “Download Original” for Form Field pdf.)
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Vacancy Announcement No. (R A& &5): P-26-179-16
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Position Title/Series Accounting Technician, MLC-007, BWT 1-4, LPL: 2
Grade/LPL (This is a Limited Term Employment Not to Exceed: 23 May 2027. The employment may be
extended without further competition.)

Work Place 18 CS/SCXP, Plans and Resources Flight, Kadena AB Number of position(s) 1

Summary of duties:

Performs a full range of accounting technician duties related to direct pay, advanced pay, and reimbursable for
telephone and internet and covering a variety of standardized and recurring accounting documents and transactions
and some non-standardized transactions (i.e., classifying, maintaining, examining, and closing of accounts). Serves
as a liaison between base activities and Defense Finance and Accounting Service (DFAS). Receives, reviews, and
classifies a variety of standardized and recurring accounting documents/transactions and some non-standardized
transactions in support of customer accounts. Independently processes recurring accounting documents and
transactions that use different and unrelated processes, procedures, or methods based on general standing
instructions regarding what needs to be done, applicable policies, data and information required, and priority of
assignments and deadlines. Determines the accounts involved and the required debit and credit entries. Determines
appropriate accounting transaction code and ensures that sufficient funds have been obligated and totals are correct.
Communicates with submitting activity to resolve questions on data submitted. Reviews files to ensure actions meet
suspense dates. Follows-up on unpaid telephone bills documents when suspense dates are exceeded. Solicits
funding from direct pay, public customers and reimbursable customers for each fiscal year. Solicits additional funding
from customers and returns funds to customers as needed. Reviews open MIPR and MORD documents on a quarterly
basis to ensure funding can still be used and old documents can be closed. Provides financial management analyst
with updates on reimbursements on a monthly basis. Creates and maintains agreements for each customer in a
financial system, like DEAMS, to account for funding and bills against each agreement on a monthly basis. Projects,
tasks, create expenditures and organizational accounts each fiscal year for reimbursable customers. Receives and
breaks downs invoices from vendors to bill customers for direct dial service, toll calls, and internet services. Prepares
MORDs and payment packages to ensure vendors are paid each month, coordinates with financial analyst for all
issues. Submits upgrades for accounts, schedule maintenance and services changes to 374th Contracting Squadron
to coordinate with vendor. Serves as administrative assistant to unit resource advisor, assists with fiscal year planning
and billing. 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 clerical or administrative duties related to the position in the field such as cash
handling, accounting, bookkeeping, business, finance, taxation, and purchasing OR 2-year college graduate OR
completion of vocational/ technical schools in related fields.

2. Ability to speak, read and write English at average proficiency level; LPL-2 is required.

3. Basic knowledge of accounting principles and practices, the financial data management, and reporting of
financial data.

4. Ability to understand accounting procedures and accounting systems.

5. Good working knowledge of office automation software, such as Microsoft Word, Excel, PowerPoint, Outlook,
and Adobe PDF.

6. Knowledge of grammar, spelling, capitalization, punctuation and general English terminology and abbreviations.

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)

Required document HEEE:

Xl USFJ Form196aEJ, 20260415(EF), Personal History Statement B FEZ

[X] Copies of English Proficiency Test for LPL requirement, see page 2 EFRENEATIZHENIE— (2R-ISE)
X] Copies of license(s)/certificate(s) $asFil - SEBAZ ZMDIE—: As underlined above L5 FHRES R




