KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (RAGEES): P-26-443-23
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Who May Apply (BEXRZHEES):

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

MLA/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
22E/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA IZFTE 9 % MLA/IHA Rt (&

MLA/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.
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Contact information (&t %):

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

Email (A—JL7FL X): kadena.jnstaffing@us.af.mil
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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.

Attention Please!

e

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 "—AA~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—CDERAFIET 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. (R A& & S): P-26-443-23
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Position Title/Series

Grade/LPL Protocol Specialist, MLC-283, BWT 1-5, LPL: 3

Work Place 18th Wing, Office of Protocol (18 WG/CCP), Kadena AB Number of position(s) 1

Summary of duties:
This position is to serve as the 18th Wing Protocol assistant to the Wing Commander. Plans/coordinates
Distinguished Visitors (DVs) visits and special events.

Maintains liaison for the Office of Protocol with various offices of Government of Japan (GoJ) and with other Japanese
Nationals (JN) relative to appointments, administrative arrangements, etc. Guests and contacts for such occasions
include high ranking host nation officials, Japanese Self-Defense Forces, local community leaders and senior officials.
Coordinates courtesy call with officials. Assists Protocol Officer with planning, coordination, and execution of itineraries
for distinguished visitors and makes necessary administrative arrangements and logistical support for visits to include but
not limited to, procurement of transportation and drivers, lodging, entertainment, food, presentations, and briefings, and
purchasing necessary supplies. Assists Protocol Officer in administrative arrangements for receptions, official functions,
and any other special functions initiated by the Office of Protocol on behalf of the Commander for facilitating those
functions. Researches, consolidates, and provides biographical information on visiting Japanese officials. Provides
assistance and advice to Protocol Officer and staff on local traditional and diplomatic customs, courtesies, etiquette,
protocol guidelines, policies, and procedures in connection with official and unofficial contacts with visitors. Translates
biographies, invitations, place cards, nametags and any other documents as required. Interprets for protocol functions as
required. Performs administrative duties in support of protocol functions including file maintenance, preparing and
distributing invitations, seating arrangements and place cards. Provides weekly Distinguished Visitors List to Protocol
Officer, Commanders and staff officers. Maintains budget to monitor operational funds and processes requests for support
and reimbursement. Composes correspondences, complies statistics and prepares reports. Maintains suspense files to
ensure timely submission. Performs other related or incidental duties as assigned.

Qualification Requirements:

1. Applicants must have specialized work experience in protocol to perform the duties successfully or 4-year college
graduate in any fields.

2. Ability to listen, speak, read, and write English at fluent proficiency level: LPL 3

3. Skill in use of office automation; Microsoft office automation software e.g., Outlook, calendar, Excel, Word, and
Power Point, etc.

4. Administrative work experience in an executive manager's office and practical knowledge of protocol is highly
desirable.

5. Knowledge of the rules of etiquette, professional manners, and the protocol requirements that apply to military and
civilian leaders (US and GoJ).

6. Completion of a protocol course is highly encouraged.

7. Skill to schedule and coordinate appointments, meetings, conferences, events, programs, logistic requirements, and
activities efficiently and functionally.

Job Related Requirements:

1.May be required to work outside the normal duty hours. Frequently scheduled and unscheduled overtime shall be
anticipated.

2.Must be able to work with other employees in a harmonious and cooperative manner.

3.Must be articulate, polite, tactful, flexible to change, and demonstrate diplomacy under pressure.

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

Required document % EE4E:

X USFJ Form196aEJ, 20260415(EF), Personal History Statement B EZ
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