KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (R AL&E&ES): P-26-356-16
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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.
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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.

ARANLCEITRBSN-BEANCETSREEL, TROTEFRE IS,
IBS A HEERE. LEHUE - FEETICEFMASTRERRE. UTOVT A DREEAREL TS,

1. BEE 1. EFMRTIS. BYES 721-A 2 B). 7BV T RAIHT
2. BEE2 EFMRTSES.EVEE . S—M1EDA—a O—ILELE—

[GEE4$E: USFJ Form196aEJ, 20260415 (EF), Personal History Statement BEZ LGB ICHELR - SIBAZZEDEL, it
BERZLE 18 Ir—RA Y R—rhEDHR—LR—U MBS DU O—RA[gE (PDF 74— AR R,"Original’Z#RL TLV=12<& . 2
AT ANTEEL: Form A ™ A—KTEEY ),  https://www.kadenafss.com/civilian-personnel-section

AEFE: HEEIBFEBOERICBSVTHEZHICEARNMOTHENGVOAEHREL ., FLELGRTERORERLIToTLE
W RBEDOBRIETHRBOLEEBROARBEL TSN RESN R EERDRIMPELBZ IV LEREA, EEEDAZEEA
ERERBUNLEFA—LNFREEREICTEAMLEY . FEROANDBRAIENZLERADT, CTETSN EZRRIZE
LELTIIR—LR—DFTRHERIZSLY, ;

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.
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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 AL &&5): P-26-356-16
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Position Title/Series

Grade/LPL Administrative Specialist, MLC-009, BWT 1-4, LPL: 2

Work Place 718 CES/CEHSF, Furnishing Management Section, Chibana | Number of position(s) 1

Summary of duties:

Serves as one of the central points of contacts for the Government Housing Furnishings Management Operations.
Provides customer service by explaining all facets of furnishings policies, procedures, to include self-help procedures,
entitlements, authorizations, eligibility, loaner’s responsibility for care and safe guard/keeping for all items placed in
the custody and financial liability for loss and damaged, etc. Ensures eligibility and authorization for customers to be
provided loaner government furnishings according to the established publications. Schedules customers within the
automated database for government furnishing deliveries/pick-ups specifically related to loaner kits/restricted tour,
damaged and repaired furnishings. Performs necessary research to resolve customers’ problems in accordance with
established procedures and guidelines. Notifies customers of resolution, referencing the applicable regulation or policy
and obtains items or a substitute if available. Ensures inventories, reports and programs compliance with applicable
publications, laws, policies and procedures. Performs document control work of transactions and maintains property
accounts and records, completing individual transactions, screening reference files, conducting searches, monitoring
loaner items, issues and distributing output files. Processes and edits issued/turned-in furnishings transactions
ensuring compliance with agency and installation operation policies and procedures. Maintains and update furnishings
inventory database by creating and uploading customer’s account, conditions of items, types of items issued/turned-
in, quantity of items issued/turned-in to keep track of active accounts and clear inactive accounts. Inventories and
reports encompass and not limited to General Officer Quarters (GOQ), Drayage, Defense Logistics Agency (DLA)
dispositions, furniture repair, self-help, Armed Forces Network Decoders and warehouse government furnishings.
Investigates and reconciles discrepancies relating to actions, such as receipt control, inventory control, and inventory
adjustments by searching different areas of the database to extract information and identify reason(s) for transaction
errors and failures. Responsible for programs such as safety, Automated Data Processing Equipment (ADPE)
accounts, Emergency Management, etc. Performs other related or incidental duties as assigned.

Qualification Requirements:

1. Experience in clerical or administrative duties OR 2-year college graduate OR completion of vocational/technical
schools in related fields.

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

Must be able to communicate effectively in English and Japanese, both orally and in writing without assistance.
Good knowledge of grammar, spelling, capitalization, punctuation and general English terminology.

Must have good computer skills and knowledge of computer software; i.e., Microsoft Excel and Word.

Job Related Requirements:

1. Ability to work independently without supervision.

2. Must be able to lift up to 50Ibs.

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

Work Schedule: Mon-Fri, 40 hours per week, 0730-1630 (Recess: 1130-1230)
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