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Civilian Human Resources Office

U.S. Marine Corps

e

) MLA/ IHA POS|t|on Vacancy Announcement

Marine Corps Installations Pacific — MCB Camp Butler
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H JOB TITLE (IF USFJ

I Clerk, [IHA

LIST OF JOBS YOU HAVE HELD (STARTING FROM CURRENT JOB CHRONOLOGICALLY).
IF ADDITIONAL SPACE IS REQUIRED, USE SEPARATE SHEET OF PAPER FOLLOWING THE BELOW INFORMATION FORMAT.
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Please specify MLA (MLC), IHA, MA (MC)
Bk DO JE RS - MLA (MLC),

IHA, MAQMC) # d" ZRtd#i < 723 W

. Application forms JEREE Mk :

l PERSONAL HISTORY STATEMENT & & (USFJ FORM 196aEJ, 20260415)

U% Office/#In-employment-unit

NEW URL : https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-

I Forms may be found at the link or QR code
[ above. If you are unable to open the file, please

. save it to your desktop.
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* How to apply &5k

(D Hard copy submission (BEZ&RE)
Hard copy application package(s) are accepted at drop box located at Camp Foster,

@ Email submissions (* —/L#H)
Submit to mcipac_chro_jn_empl@usmc.mil
LEREA—ILT FLRIZEH
1) Email subject must contain position title and Vacancy Announcement (VA) number.

A—JLD (Subject) ¥R IZIXEET SHERLERELHBESZRH L TTELY,
2) Submission is limited to 3 PDF files including resume and attachments.
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# Mission
o+ Contact Us

+ Okinawa Vacancy Announcements

I~ Supporting Documents I
T Application Form BEZF 55

Bldg#495.
EEBEEFXBREINDAIE. ¥ T T+ AXH—Building 495 [CRRESNTWSBEZIREFET
ZHLTHYET,
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~ Due to network instability, we recommend to submit hard copy.
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. Note GEEHH)

- Application with required documents must be submitted to LN Employment Unit, CHRO no
later-than 16:30 of the announcement closing date for either hard copy or email. Incomplete
applications and application packages missing required document will not be processed.
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Applications are subject to screening prior to referrals and only individuals selected for

U interview will be contacted. Your application package will not be returned once submitted.
I ERREZEQOL, HEBEEOHCTERBHMLET, RESAEEEZEORAMNIN-LELEA,

| mcipac_chro_jn_empl@usmc.mil

For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:

) HRIEE (X MA/IHA ER% (645-3370/098-970-3370) X I[& A —)JL mcipac_chro_jn_empl@usmc.mil
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LANGUAGE PROFICIENCY LEVEL (LPL)

AR HE IR
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Please see the below for the English Language Proficiency Level (LPL) required of the position:

X TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
H LPL TOEIC ALCPT Paper Based Computer Internet CASEC i
‘T Test Based Test Based Test R
% 4 — Exceptional
I ~ ~ ~ ~
L BBy DB ) % B 2 860 ~ 990 NA 600 250 100 NA 1st
U% 3 - Fluent 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870~ Pre-1st
L by REENEET S o
‘° 2 — Average N N N N N N
‘o B I s 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560~ 869 | 2nd
1-Elementary - - - ~ - - )
WP 7o ) A B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
FNRORE S % 57 350 ~ 399 40~ 64 NA NA NA NA 3rd
0 — No language proficiency
TR EE S 0
2016 £2 B 8 HUBI L VT EA SN TL 2 MLA/IHA EZEE T, 2016 2 B 8 HUARTICFITSI /= EPT (English

For current MLA/IHA employees who have been continuously employed since before 8 February 2016 and possess
EPT test (English Proficiency Tests) result dated prior to 8 February 2016, the attained level will be “grandfathered”
and honored as the employee’s current LPL.
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* Vacancy Announcement No. (%2 JA#% 5):179-26 U

H Position Title: Administrative Specialist, 10, BWT-1, Grade-5, LPL-3 H

. [MLAF/T Limited Term |
| NTE: 3 May 27 Number of position(s): 1 | Location: Camp Hansen J

i Organization: G-F Div, Environmental Affairs Br., Recycling Sec. i

[ Area of consideration 54 #i [ Closing date: ($&HHIR) i
I Okinawa Wide ]
i (MLA/IHAs employed in Okinawa) 26 Oct 26 Il
| [ HERANICTREA STV 542 MLA/IHA 638 ]

[ Summary of duties: The purpose of this position is to serve as the Administrative Specialist to ]
U ensure the Qualified Recycle Program (QRP) guidelines, policy and plan are followed by all military H
U and civilians aboard MCB Camp Butler. The incumbent directly works for the Supervisory H
ﬂ" Environmental Protection Specialist. The employee conducts scheduled and random on-site H
ﬂ% inspections at facilities recycling pick-up area to ascertain the acceptability of the area. The employee H
ﬂ% responds to customer service call when directly related to the quality assurance of collection, H
ﬂ% segregation, and processing of recycle material. The employee provides guidance to the customers H

and report any discrepancies or issues to the management. On a routine basis, the employee H
performs investigations and site assistance visits and provides technical assistance, guidance, and %
U% information to Camp/Station tenants concerning what to turn in for recycling, how to process, H
l segregate, dispose of their solid waste, and how to initiate source reduction. Guidance may be in the ]
U% form of explicit work applications. The employee will apply several methods of surveillance: Direct H
U% Observation (performed periodically), Management Information Systems (Evaluates outputs through H
U% the use of management information reports), Periodic Inspection (Inspection shall be conducted at ;U
I several levels and time intervals. Formal and informal inspections will be conducted monthly, |
[ quarterly, semi-annually, and annually), Customer Complaints/ Feedback (Complaints are then ]
H investigated and validated). The employee will write reports as to any discrepancies, either internal ;
W or external to the QRP. Weekly, monthly and annual reports of inspections are required and reports H
I relating to any customer complaints are due in a prompt manner. The reports will be professionally \
W’ written and identify any trends, issues, or constraints to the QRP. The employee assists the I
r% management in all administrative matters. a
i Qualification Requirements &#& & I
I’ Must be able to speak and write English (LAD-3 or equivalent). ¥

Must be able to translate both verbal and written correspondence. ¥
Must have the experience in using computers (Microsoft Word, Excel, Outlook etc.) ¥
Must have a minimum of one year clerical/administrative experience. ¥
Must possess a valid driver’s license (AT acceptable). ¥

Work Schedule : Mon-Fri 0700-1600 j
Required documents/#ZHEH : |
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L 1. Personal History Statement &£ (USFJ FORM 196aE], 20260415) J
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3. Copy of the GOJ Driver’ s license JEHiGHFFAED =2 B — ]
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