KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. ((RALEES): P-26-873-42

Opening Date: 22 October 2026 5 _qCI%sin _ zaf*ctgb;’ 120026 436:30
ZiH:  SM8410 A 22H Date/Time: Al R28H
. et B - RS- i 4830 &

Who May Apply (BEXRIEES):

MLA employees within 718 FSS/CCQ
718 FSSICCQ NICFTEY 5 MLAEXE

MLA/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
22E/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA IZFTE9 % MLA/IHA Rt (&

MLA/IHA/MA employees of Army / Marine Corps / Navy / AAFES in Okinawa.
BEEE / e EBX | B EE | AAFES ICATE T % MLA/IHAIMA it % 8

ATTENTION! USFJ Form 196aEJ, Personal History Statement JBEE” has been revised. 2026 &£ 4 H 15 HX W BREESH L &Y T L 1,

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:

O Box 1: Building 721-A (2nd floor), Front Area, Kadena Air Base

[0 Box2: 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.
Please note that job postings will no longer be viewable once the application period has closed.

ARANLGEISFRESNBIENCETHORERIL. TREOFESEEZ RS,
EAE: BEEHE. LEHUB -BEETICEFMAZTRERRIE. UTOWT A DREBENRELTZIL,

1. BEE 1 EFHRITE. BHES 721-A 28). 7OV T RHT

2. BEFE 2 BFMRITE.BYES M. S EDA—a O— )L E—
[ 58 %E: USFJ Form 196aEJ, 20260415 (EF) Personnel-History-Statement-BREE LIt HICHELGRHFI-SIBAEENDEL,
ISEBEZEILE 18 7+—A Y R—rFEOR—LR—UNBA 0 O—Ral g8 (PDF 74 —L4f =, Original’Z:&iRL TULMV=12K &,
BAT ANANATEEL: Form A O—KTEEY ), https://www.kadenafss.com/civilian-personnel-section
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T AELIZELY,

Contact information (B &hHhH%):

Please refer to “SAMPLE-196aEJ (AF)20260422” on the FSS Website. Should you have any further questions, please contact us.
BEWEHERIIZ. FSS 9T H AT “SAMPLE-196aE] (AF)20260422” %S HBLIEELY,

Phone (B5E%&5): 632-7897

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



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

RRFRENICBETIRENEE

Lanquage Proficiency Level (LPL) Certificate Reguirement Change

EFREAEMHIZEFENVELLGYET . CETIBED LPLZHED L R4 A5HE(QOEF—) R MALTTS
L\ ALCPT RO7IT—8REENRHBYET O TIHERE TS,

ENGLISH PROFICIENCY TEST (EPT)

LpL TOEC | prioreos rebs | Afters Febis o CASEC | EIKEN
(PBT) (cBT) (iBT)
4 (Exceptional) 860 — 990 86 — 100 NA 600 - 250 - 100 - NA 1%t
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-2™
PRE-1 (Minimal) 350 - 399 NA 40 - 64 NA NA NA NA 3rd

Attention Please! X5

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.)

BEE (GHERAMK) (X 18 T+ —RA Y R—bhBEDR—LR—UHF I O—FAIRETY .
(PDF 74— L= Original Z:#IRL TLV=1=K&. A TFATRELE Form A% 2 A—RTEEY)

18th Force Support Squadron Home Page "—AA~—Y QR Code ._
https://www.kadenafss.com/civilian-personnel-section

na F55 Civilizn Parsonnal

Please refer to a sample of the form on the home page. "—AXR—U DEEABIETSBLILESLY,

16. WORK HISTORY 3:BE
LIST OF JOBS YOU HAVE HELD (STARTING FROM CURRENT JOB CHRONOLOGICALLY).
s REQUIRED! Please specify your employment agreement [ MLA {(MLC) / IHA / MA (MC)].
SR BHBOERES [MLA (MLC) / IHA / MA (MC)]Z ¢ BRE L T{IZELY,

JOB TITLE (IF USFJ EMBEOYEE, INCLUDE BWT AND GRADE)  Mif (REEXWHES(E. BANRRUSRLEA WORK HOURSANEEK @7 #8a%f
Sales Clerkf{IHA) BWT 1-3 / BR7ZEF5 40nhrs / 4085
ORGANIZATION (COMPANY) NAME AND ADDRESS  #i§ (24t) R UFi4 e |[7] Permanent i/ E3ti [ el e FROM (MMM/YYYY)
18ESSIFSWT / $18= S T TV E 257 R D Limited term (LTE) g+ D Post-Retirement (PRE} =4 | Y (B/5) BE
. ) D Hourly Paid Temporary HPT) gyisa D NA s gy OCt, 2025
Kadena AB, Building 000 FpiEA  @BEFE5000
FIXED TERM (LTE/MHPT/PRE) NTE DATE TO PRESENT
ARMY iz [7] ARFORCE 7 7] NAVY 3 ) MARINE 5 [[] AAFES | 6mmm (IRGR/EE 5450 OBE. RAKT TRE REF T
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https://www.kadenafss.com/civilian-personnel-section

Vacancy Announcement No. (R AL &&S): P-26-873-42

X®%E: 718 FSSICCQ AM MLA %8

Position Title/Series

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

718th Force Support Squadron, Commander’s Support (718

Work Place FSS/CCQ), Kadena AB

Number of position(s) 1

Summary of duties:

Directly assists the Commander/Deputy Director in management of all administrative support program
functions. Administers administrative programs and serves as the primary source of information. The incumbent is
responsible for preparation, maintenance, and deposition of required administrative reports and other
correspondences. Assists Commander/Director in accomplishing all necessary internal operations to include
administrative training, security, development of organizational operating instructions and regulations, and personnel
assistance. Disseminates information concerning new or changed procedures/regulations. Based on administrative
support program requirements, determines administrative needs independently, and assures these needs are met.
Instructs others on changes in administrative policies and procedures. Assigns suspense to all staff personnel to
support the Commander/Director. Collects, organizes, and compiles data to recommend actions to the Commander/
Director. Serves as the principal secretary and personal assistant and performs a variety of responsible clerical and
administrative duties for the commander. Schedules appointments, meetings, conferences, programs and activities
for Commander/Deputy Director. Utilizes unit tracker system, Task Management Tool (TMT) and/or suspense files for
unclassified document coordination and processing as required. In accordance with established procedures, prepares,
consolidates, submits, and maintains time and attendance. Assists projects officers in making arrangements for unit
events ensuring proper protocol is followed. Ensures unit program compliance with regulations, guidance, laws,
policies, and commander/director directives. Responsible for a variety of administrative programs as assigned such
as: Government Travel Card (GTC) program, Government Purchase Card (GPC) program, work center safety
program, Automated Data Processing Equipment (ADPE) accounts, supply program, Defense Travel System (DTS)
program, civilian timecard program, Privacy Act/For Official Use Only (FOUOQO) Monitor, G-Series Orders, Leave
program, Quality Force and Unfavorable Information File (UIF) programs, Retention and Selective Reenlistment
Programs, Special Duty Assignment Pay program, Management Internal Control Toolset (MICT), etc Performs any
other related duties as assigned.

Qualification Requirements:

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

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

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

Job Related Requirements:

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

2. Knowledge of Government Travel Card (GTC) program and Government Purchase Card (GPC) program is

desirable.

3. Excellent customer service and communication skills via phone, email, and person to person is required to engage

with military/civilian members including high ranking officials.

4. Knowledge of grammar, spelling, capitalization, punctuation and general military terminology and abbreviations.

5. Skill to schedule appointments, meetings, conferences, events, programs and activities for Commander/Deputy

Director efficiently and functionally.

6. Skill to evaluate whether processes or documentations are in compliance with regulations, standards and policies

and approve proofreading formats and grammar submitted by work centers prior to submitting for authority’s

signature.

7. Ability to advise managers, work center supervisors, counterparts, customers on implementation or operation of

compliance programs.

8. Skill to develop specific goals and plans to prioritize, organize, track and accomplish assigned work effectively,

efficiently, and professionally.

9. Ability to maintain a positive work atmosphere, exercising tact and diplomacy while achieving performance

expectations.

10. May have to work outside of normal duty hours as necessary.

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

Required document HEEHE:

X USFJ Form196aEJ, 20260415(EF), Personal History Statement &=

X Copies of English Proficiency Test for LPL requirement, see page 2 B3 EEHZEHATIEHNDIE— (2R—UBR)
[_] Copies of license(s) #&FiE% M 1 E—: As underlined above. EEET#RESH
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