United States Army Japan Merit Promotion and Placement Vacancy

2 Ji# I8 3% H/Announcement No. J& H O FEFE/Employment Type ZE4E N H/Number of Recruitment
MLC(111)25-165 MLC % H/ MLC Permanent Employee 1

LLAE &/ Area of Consideration

ESG/]

WEREN (A1 2 W) fEfE o0 5 4 T/AI, within the Commuting Distance (2hrs/Way)

L] 81 MLC/IHA 73 B /Current MLC/IHA employees

L] 3 MLC/IHA B3 B el (B 2 B[ 7EfEdJ5 I Current MLC/IHA employees within the Commuting Distance (2hrs/Way)
L] Fae sk GE 3 B /Current MLC/IHA Employees within

WkFE 4, - BRFEE 75 « ARG - S5#%/Job Title, Job Number, BWT, Grade FEAARI Basic Wage

Distribution Coordinator, #456, BWT 1-4

* NELE B ETE %4 2 IR [ Please see Important Notes* BWT 1-4 : %230,000

Jiti 7% 44 /Location HB %44 /0rganization

% v > 7 FEfH]/Camp Zama Engagement Department (Zama), Stars & Stripes Pacific

S IERS] /Work Schedule

W 40 HEE[EHI/Hours Per Week
Xam Xikmu XKiw XKixmh Xar O4sa LA/Su
X2 1| &% /Irregular Shift Work — (Shift 1: 0730-1615, Shift 2: 0830-1715, Recess: 1200-1245)

ZEAE 1R /Opening Period
30 Apr 25 — Open Until Filled (1% Cut-off: 14 May 25, thereafter every Wednesday)
FBREEIIREE) B D14 3 BR 2/ Resume Must arrive by 1500 on the cut-off date

HE#HIH/Important notes

KT 715 % /Benefits & Allowances.

Hiuls T4 /Area Allowance: F:45%5 D 12%(12% of Basic Wage)

%5 Y4 /Housing Allowance: H %H#x = 28,000 [1(28,000yen/month (max.)

1HH) F 24 /Commuting Allowance: H £ & 150,000 F(150,000yen/month (max.)

548 F 4 /Family Allowance: (H 48)Ed &+ 3,000 [, - 11,500 [ (Spouse 3,000yen, Child 11,500yen/month)
Z O EZ - 2R T4 % (Summer and year-end allowances, etc.)

AEYRAKRIER/Annual Leave: 4 20 H (20 days/year)

SRR 58K, ~ A & —l %) Al (Social insurance and pension plan fully covered, car commuting allowed)

Fn/ Age
18 7% ~60 i%. THE4FMZ LR Ages 18 to 60, Up to the advanced age of 61




Duties:

1. Performs duties involved in Newspaper circulation. Responsible for coordinating the distribution of newspapers,
periodicals, and other publications within assigned district. Monitors, adjusts, and communicates changes to daily draw of
newspapers to maximize distribution while maintaining a balance in limiting returns and sellouts. Maintains customer
accounts (delivery location, billing address, subscription duration, etc.) and single copy/bulk copy information (newspaper
vending machine sales, bulk sales, cash collection, etc) in Data Science Inc (DSI) database software. Verifies distribution,
cash collections, and daily deposits and keeps accurate records of data on assigned circulation reports. Prepares business
invoice(s) as required by respective outlets and communicates with driver about the invoice(s). Prepares youth news carriers
delivery list and calculates carrier commission list for the Stars and Stripes Pacific (SSP) Finance & Accounting (F&A)
department. Monitors payment status of the auto renewed credit card customers. Visits respective customers for collections of
account receivable. Resolves customer service related issues promptly, such as stop/restart, refund by rack malfunctioning,
unpaid invoices, credit card issue and records in DSI, and follows-up with the customer. Prepares audit documents. Prepares
deposit slip and deposits to the Community Bank. Submits a certified copy of deposit ticket to District Manager. Prepares
cash report,verifies the sales against deposit in the bank for the day and reports to SSP F&A. Prepares monthly closing;
verifies the number of papers received, sold, and unsold for the month. Verifies the amount collected, receivable, and prepaid
for the month. Reports the numbers to SSP Accounting by the 7th of each month for previous month. Maintains database of
the the newspaper vending machines, coin mechanisms & batteries on SSP shared drive. Assists newspaper door-to-door
canvassing. Distributes Total Market Coverage (TMC) delivery as needed.

2. Delivers papers to unit subscribers, home delivery subscribers, news carriers, outlets, schools and newspaper vending
machine throughout Zama Army base, Atsugi Naval Air Facility and around off-base areas. Delivers/replenished magazines
and community papers to racks and other organizations.

3. Assists District Manager with managing Official vehicle routine maintenance. Logs vehicle mileage report and fuel
consumption report. Service as Accountable officer to support Toll ticket Certifier, which is regulated by U.S Army Japan
(USARJ) guidance. Washes & Cleans Official vehicles.

Performs other related duties as assigned.

BELEREERIERE | MINIMUM QUALIFICATION STANDARDS (MQS) Requirement:
BWT 1-4

Must have at least one (1) year of general work experience** OR Completion of two (2) year junior college/university or
technical or business school**.

**When substituting education for special experience, a tentative graduation letter and transcript, or a certificate of
graduation/diploma and transcript must be submitted together with application. Failure to submit required documentation may
result in non-consideration for this position.

BEsR & A HEE S Ll [ Required Language Proficiency Level (LPL):

Language Proficiency Level 2: Average proficiency
*BICLE L SNBFEFEA VIOV TOFEMITIFR —R—Y EE2BRIEEN,

Please see our website for detail information on the required LPL.

BRINDHTFTA LR - ETHFE - FEFE /| Required Licenses and Certificates:

1. Must have Japanese driver’s license.

B3R X B E B 44 | Required Condition of Employment:

1. Must be able to pass required physical exam

a. Must be physically fit to perform the duties above

b. Must be able to lift 66 Ibs (30 kg).
2. Must be able to obtain and maintain Military Motor Vehicle Operator’s License.
3. Must be able to work on Saturdays, Sundays or holidays, overtime as requested.




4. This position is designated as Mission Essential. Incumbents are required to report to work or to remain at work
to accomplish the mission of US Forces Japan during emergencies or exigent situations. Designations are NOT
tied to combat operations or mobilization.

B A AT L—FK/Timein Grade (TIG):
BWT 1-4:

To be promoted, current MLC/IHA employee applicants must have completed at least 6 months in any USFJ permanent
positions at the next lower grade (BWT 1-3) or equivalent position outside USFJ. The period served by any job title at the
required BWT and grade as well as the period served as Temporary Promotion at the required BWT and grade or Detail at the
position of record could be credited. The application must demonstrate the TIG requirement being met.

ISFEREIZ$2 T 5 © D/ Documents Required to Apply (Applications and Other Documents)

FH 55 FA#& / Applications :
1. (1) BEEE/USFI FORM 196aEJ (2) MkEs#EEEE / Resume of Work Experience

F 35 B D EEAE 58 / Language to complete applications :
BEFE/ English

PEIRATESE / Required attachments :

Xl ¥z ozE#EO = ©— (ALCPT. TOEIC L&R®, TOEFL®, CASEC, Hilk ™\ 9*huA>) /Copy of English certificate
(ALCPT , TOEIC L&R®, TOEFL®, CASEC or EIKEN)

H A D& #is 5 7FFE D 22 B —/Copy of Japanese driver’s license
[ i 22 i > 2536 3E A 32 0> = & —/Copy of diploma of highest education completed.

% Oft/Other Please attach copy of the required license and certificate. / 4B &# « FEBEDG LA RMA L TL E &V,

S EE CREHEE BRED O FIITER 7 — R E IR ERFEAED 2 ©— (i) %8s+ o Z & /For those who have a
permanent residency of Japan must attach a copy of Resident Card or Special Permanent Resident Certificate (both sides).

IG5 J515ITo Apply

o FEOEFAZFYAETICHYOAFRE THEL LIEE AL TREELTEEN, F)H O % 3 sk, 21
SN FEEFITRAN - L EH A, Mail/E-mail the application to the office shown in the bottom of this form along with
necessary documents specified above. Application must be received no later than 1500 on the closing date. All submitted
documents will not be returned.

o  ZTOM, JEERFOFEEFHIZOWTILY = 7 A b (https://www.usarj.army.mil/gojjobs/) % ZZ i < 72 & /Please refer to
the website (https://www.usarj.army.mil/gojjobs/) for other notes for application.

FRIZAR LT OV T /Selection Status

o WEWRWIZOWVWTIX, T VA Lo [EERN) & TR < 72 SV (https://lwww.usarj.army.mil/gojjobs/)/To confirm
your selection status, please refer to the website(https://www.usarj.army.mil/gojjobs/), “Selection Status”
o T, BT ANETOBMWEDLEITITEE S 72 3V /Please refrain from contact by phone and/or email

FEH 56/ Submit To

Email*: USarmy.zama.usarpac.mbx.usarj-gl-In-application@army.mil

*EA—NVICBEESVEEREZRT L OURETIBEIE. A—VOBAZEREHRES (Bl : MLC(1)17-001) Z#AA LT
< 7Z&W, [Please include Announcement Number (e.g. MLC(1)17-001) in the subject line when applying by e-mail.

ik T252-0000 w4 LA T % ¢ > 7R Bldg 101, W137
EHKEESE  HARNFFBEI EHME  MLC(111)25-165

Address: Bldg 101 W137, Camp Zama, Zama-shi, Kanagawa-ken, 252-0000
JESO, G1, USARJ MLC(III)25-165



mailto:usarmy.zama.usarpac.mbx.usarj-g1-ln-application@army.mil

