KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (RALG&EES): P-26-418-21
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Who May Apply (BEXRZHEES):

MLA/IHA employees within the organization.
SEMBNICFRYT 5 MLAIHA )X &

MLA/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
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MLA/IHA/MA 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 H 15 H X Y BEZFHH L AV E L 71,

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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Contact information (&4t 5%):

Please refer to “SAMPLE-196aEJ(AF)20260422” on the FSS website. Should you have any further questions, please contact us.
Phone (EiE&5): 632-7897

Email (A—JL7FLRX): kadena.jnstaffing@us.af.mil
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Lanquage Proficiency Level (LPL) Certificate Requirement Change
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ENGLISH PROFICIENCY TEST (EPT)
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4 (Exceptional) 860 -990 86 -100 NA 600 — 250 - 100 - NA 1st
3 (Fluent) 730 - 859 76 — 85 90-100 550 -599 210-249 80-99 870 - Pre-1st
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-2M
PRE-1 (Minimal) 350-399 NA 40- 64 NA NA NA NA 3rd
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Application form has been updated.
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18th Force Support Squadron Home Page "—AA~R—< QR Code
https://www.kadenafss.com/civilian-personnel-section

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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Please refer to a sample of the form on the home page. "—LRXR—C DERAFIET SIS,
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Vacancy Announcement No. (R A& & E): P-26-418-21
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Position Title/Series

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

Work Place 718 CES/CEI, Installation Management Flight, Kadena AB Number of position(s) 1

Summary of duties:

Functions as the CEIl administrative coordinator for the Installation Mission Sustainment Team (IMST), integrated
directory into the 18th Wing’'s Mission Assurance. Manages complex meeting schedules involving senior installation
leaders and officials from the Government of Japan (GOJ) and Okinawa Defense Bureau (ODB), preparing and
disseminating executive-level read-ahead materials and briefing slides to facilitate strategic discussions on mission risk.
Utilizes vehicles with a gross weight of less than 3.5 tons. Serves as the primary point of contact for external agency
coordination and installation access control. Manages and processes requests for installation access for off-base
personnel, ensuring all required documentation is complete and accurate. Maintains a tracking system for all access
requests and provides regular status updates to leadership. As an assistant to the Installation Manager, tracks, reviews,
and processes all Joint-Use and Installation Services Support Agreement (ISSA) packages. Coordinates with the
respective Office of Primary Responsibility (CPR) regarding environmental, energy, facility operations, maintenance, fire
emergency services, and Explosive Ordnance Disposal (EOD) concerns to ensure consistency with applicable
requirements and policies. Maintains an electronic tracking system and develops status slides for leadership. Answers
non-technical requests for information regarding package status and suspense dates. Utilizes basic bilingual abilities to
facilitate communication and clarify information during informal exchanges with host-nation partners. Performs
comprehensive secretarial and administrative duties for the flight. Prepares, reviews, and finalizes a wide variety of
recurring correspondence, internal reports, and official documents. Manages the flight supervisor's calendar,
coordinates meetings, and screens incoming mail and correspondence, directing items to the appropriate staff. As a
Government Purchase Card (GPC) holder, makes all authorized purchases for CEIA/CEIE/CEIU, including office
supplies and printing support. Creates and maintains tracking logs and performs monthly reconciliation for approval.
Creates and maintains an MLC In-Processing Checklist, guiding new personnel through required IT access and job-
related tasks. Establishes, updates, and maintains office records and filing systems in accordance with regulations.
Prepares and maintains time and attendance records. 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 work OR 2-year college graduate OR completion of vocational/
technical school in related fields.

2. Ability to speak, read and write English at average proficiency level; LPL-2 is required. However, a
comprehensive command of both spoken and written English at fluent proficiency level is desired.

3. Ability to effectively communicate in Japanese both verbally and in writing.

4. Must have a valid GOJ vehicle driver’s license (E:# B E1E:&#5 % 5F) and be able to drive a government owned
vehicle.

5. Ability to use office automation software such as Microsoft Outlook, Teams, Word, Excel, and PowerPoint.

6. Good knowledge of grammar, spelling, capitalization, punctuation, and general English terminology.

Job Related Requirements: May have to work outside of normal duty hours if requested.

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

Required document HEEIE:

Xl USFJ FORM 196aEJ, 20260415 (EF), Personal History Statement Elﬁi

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




