	United States Army Japan

Merit Promotion and Placement Vacancy Announcement
	雇用の種類/Employment Type

 FORMDROPDOWN 

	施設名/Location
 FORMDROPDOWN 


	空席広報番号/Announcement Number

 FORMDROPDOWN 
 (Y)04-010
	募集期間/Opening Period
1 OCT 04 - 21OCT 04
	募集範囲/Area of Consideration

 FORMDROPDOWN 

     

	職種名・職種番号・基本給表・等級/Job Title, Job Number, BWT, Grade

Office Automation Clerk, 606, BWT 1-4 

(Limited Term Employment for 4 months plus possible 2 month extention)

	語学手当級別/LAD
 FORMDROPDOWN 

	基本給/ Basic Wage
￥184,400

	部隊名/Organization

Pacific Branch Office, Defense Contract Audit Agency
	勤務時間/Work Schedule

週　 FORMDROPDOWN 
　時間制/Hours Per Week、　0745～1630 Hours
 FORMCHECKBOX 
月/M　 FORMCHECKBOX 
火/Tu　 FORMCHECKBOX 
水/W　 FORMCHECKBOX 
木/Th　 FORMCHECKBOX 
金/F　 FORMCHECKBOX 
土/Sa　 FORMCHECKBOX 
日/Su　

 FORMCHECKBOX 
変則勤務/Irregular Shift Work　     

	職務内容/Duties

Processes electronic working paper files and memo files into the DCAA iRIMS system.  Finalizes and completes back up of APPS working paper files after final management review.  Transmits final audit reports to customers and archives the APPS files and final reports.  Types and edits memorandums for format, presentation, correspondence, and forms from handwritten or electronic drafts using advanced features of word processing software as needed.  Ensures that records, files and reference materials are organized and maintained.  Ensures that hard copy working papers are disposed/shipped to the Federal Records Archive Center in accordance with Agency regulations and the file disposition manuals.  Maintains the list of archived document and files.  Handles incoming and outgoing “hard” mail.  Supports inventory control; shipping/receiving office equipments, and supplies.  Maintains and updates routing slips and address labels.  Greets office visitors and answers telephones and, based upon the nature of their business, directs them to the appropriate office or individual.  Performs other duties as assigned.

	必要資格条件/Qualification Requirements

(1) Must have a very good working knowledge of Microsoft Word, Excel, and Outlook, (2) Must possess the ability to learn the DCAA iRIMS system and other internal DCAA software quickly and proficiently, (3) Must posses English skills of “Degree 3” or higher or equivalent, and (4) Must possess good interpersonal skills to communicate and coordinate with DCAA auditors and management in 3 geographic locations (Japan, Korea, and Hawaii).

	提出するもの/Applications and Other Documents

 FORMCHECKBOX 
全在日米軍従業員/USFJ Employees  (空席応募申請書/AJ Form 1021EJ-R-E http://www.usarj.army.mil/pdfs/cpo/1021.pdf）

 FORMCHECKBOX 
一般/Non USFJ Employees  (空席応募申請書/AJ Form 1021AEJ-R-E http://www.usarj.army.mil/pdfs/cpo/1021a.pdf）

　　 FORMCHECKBOX 
記入は英語/Complete in English　 FORMCHECKBOX 
記入は日本語/Complete in Japanese

 FORMCHECKBOX 
語学手当試験、英検、TOEIC等のスコアの写し/Copy of language allowance test score, STEP certificate, TOEIC score, etc.

 FORMCHECKBOX 
日本の運転免許証の写し/Copy of Japanese driver’s license
 FORMCHECKBOX 
最高学歴の卒業証明書の写し/Copy of diploma of highest education completed.

 FORMCHECKBOX 
合否通知希望者は住所氏名を記入した80円切手貼付の定型封筒/Self-addressed stamped envelope for those who wish to receive the selection results in writing.
 FORMCHECKBOX 
その他/Other　     

	応募方法/To Apply
上記の書類を締切日までに担当の人事課まで郵送してください。締切日の午後3時必着。ファックス、電子メールでの申請は不可。提出された応募書類は返却いたしません。記載漏れや必要な証明書、署名等の不備、締切時間以降に届いたもの、記載内容に虚偽の申告があると認められたときは審査不可となります。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.  Faxed and/or e-mailed applications are not accepted.  All submitted documents will not be returned.  Incomplete applications will not be considered.
	提出先/Submit To

 FORMDROPDOWN 

 FORMDROPDOWN 

在日米陸軍　 FORMDROPDOWN 

日本人雇用課　 FORMDROPDOWN 
 (Y)04-010
 FORMDROPDOWN 
　 FORMDROPDOWN 
 (Y)04-010
 FORMDROPDOWN 

 FORMDROPDOWN 

 FORMDROPDOWN 



