KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (RAGEES): P-26-377-17
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Who May Apply (BEXRZHEES):

MLLC permanent employees within DHA serviced by Kadena CPO
EFMAEIEED DHANIZAEYT 4 MLC ERKEXE

MLC/IHA LTE employees of Air Force/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa
22 % /DeCA/DoDEA/DLA-Disp/GSA/DMA IZF/E9 % MLC/IHA HiEIR ER X &

MLC/IHA/MC LTE employees of Army / Marine Corps / Navy / AAFES in Okinawa
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ATTENTION! USFJ Form 196aEJ, Personal History Statement JB/EE"” has been revised. 2026 £ 4 5 15 HX Y BEZSPH LA AV L 7=,

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: 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 Form 196aEJ, 20260415 (EF) Personnel-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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Contact information (&t %):

Please visit “Applicant’s Guide” from
https://kadenafss.com/wp-content/uploads/2024/04/Applicants-Guide-202207.pdf
Phone (B5E%&E5): 632-7897

Email (A—JL7EFL R): kadena.jnstaffing@us.af.mil B\ A bEHIIC QR Code 2* & Applicant's Guide % ZHEZE < 72X 1,
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Lanquage Proficiency Level (LPL) Certificate Requirement Change

ERREAFMRIZEENDELLYET . CETIBED LPLEZCHED L, BRUTAAHEQAF—)ERMALTTFS
L\ ALCPT RO7IC—EEERHYET DO TIHEE T S0,

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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Application form has been updated.

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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18th Force Support Squadron Home Page "—A~R—< QR Code
https://www.kadenafss.com/civilian-personnel-section
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Please refer to a sample of the form on the home page. "—LRXR—C DERAFIET SIS,

16. WORK HISTORY #iEE
LIST OF JOBS YOU HAVE HELD {STARTING FROM CURRENT JOB CHRONOLOGICALLY).

REQUIRED! Please specify your employment agreement [ MLA (MLC) / IHA / MA (MC)].
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Vacancy Announcement No. (RAIE&ES): P-26-377-17

Eligible to Apply: LTE employees. Permanent DHA MLC employees serviced by Kadena CPO
(Detail or Temporary Promotion action shall be applicable)

XERE: HFRRATRTO MLC/IHA/MC HIREHER . EFMAEREE D DHA EREXRITIRE.
BWFE—RABODASBERRE

Administrative Specialist, MLC-10, BWT 1-5, LPL: 3

(This is a Limited Term Employment for 1 year. The employment
may be extended for another year, a total of 2 years)

DHA, 18 MDS/SGSM, Facility Operation Management,
Kadena AB

Summary of duties:

Serves as Assistant Facility Administrator for DHA, 18th Medical Group (MDG) campus and supports outside agencies
on all matters pertaining to 18 MDG facility operations, to include, support facilities, highly complex building systems
such as elevators; emergency power systems; piped medical gas systems; compressed medical gas storage; centrally
controlled HVAC requirements; specialized fire suppression systems; specialized security systems; utility systems;
multiple specialized laboratories; and hyperbaric chamber. Develops and submits complete Sustainment, Restoration
and Modernization (SRM) & Military Construction (MILCON) packages to Base Civil Engineering, Major Command
(MAJCOM) and Air Force Medical Support Agency (AFMSA) for approval/funding. Prepares, updates, and coordinates
all official documents such as designation letters, policy letters, waivers, memorandums, instructions, administrative
procedures, management plans and manages outgoing/incoming correspondence. Plans, coordinates, schedules,
and conducts inspection of Maintenance, Custodial, and Medical Waste Disposal service contracts at all clinical
facilities. Monitors management, accounting, and maintenance of repairable government-furnished equipment and
supplies. Reviews and approves the purchase of any contractor-proposed materials, consumables, or supplies.
Initiates Performance Evaluation and Deficiency Reports each month documenting contractor performance. Provides
orientation training (fire prevention, ground safety, etc.) for all contract personnel. Serves as MDG Safety Officer, Risk
Manager, Resource Protection (RP)/Security Program Manager and Unit Environment Coordinator ensuring the MDG
adheres to all governing standards. Assists to develop and inspect all SRM projects pertaining to RP/Security and
Force Protection/Anti-Terrorism. Performs other related or incidental duties as assigned.

Position Title/Series
Grade/LD

Work Place Number of position(s) 1

Qualifications Requirements:

1. Specialized experience in work related to the position to be filled OR Bachelor’s Degree maijoring in related
fields (engineering, industrial arts, property management or business administration, etc.)

2. Knowledge of HVAC, mechanical, electrical repair, or total building systems as well as maintenance,
construction, or contracts.

3. Knowledge of office management procedures and practices to include effective use of Microsoft Office Suite.

4. Skill in organizing and delivering briefings for various meetings in English.

5. Ability to speak, read and write English at_fluent proficiency level; LPL-3 is required. Ability to express oneself
both orally and in writing demonstrating competency in the English language.

6. Ability to work and interact effectively with others; tact and the ability to obtain cooperation in performing official
duties.

7. Ability to oversee utility systems, buildings, equipment, plans, and grounds for effective and economical
operation.

8. Ability to recognize deficiencies in plants or systems and to affix priority for improvement.

9. Ability to make recommendations for alterations in buildings for better space utilization.

Job Related Requirements:

1. Must complete and receive documented verification of required immunizations: Measles, Mumps, Rubella and
Varicella and annual Influenza. Chest X-Ray is required. Immunization against influenza shall be implemented if
there is an indication of epidemics in the vicinity of the worksites.

2. May work outside of normal duty hours if requested.

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

Required document HEEF:

X USFJ Form196aEJ, 20260415(EF), Personal History Statement [BES

X Copies of English Proficiency Test for LPL requirement, see page 2 E2EENEERAT 2H/ENDIE— (2R—TB]B)
X Copies of license(s) f&Fsf% M 1 E—: As underlined above L2 F{RE SR * FEDLEEZHDAHIEH




