	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 
 044
	募集期間/Opening Period
24 SEP 04 ~ 6 OCT 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

ADMINSTRATIVE SPECIALIST, #9, BWT 1-4
	語学手当級別/LAD
 FORMDROPDOWN 

	基本給/ Basic Wage
￥184,400

	部隊名/Organization

Community Cultural Center, DCA, USAG-J
	勤務時間/Work Schedule

週　 FORMDROPDOWN 
　時間制/Hours Per Week、　     ～      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　Irregular hours

	職務内容/Duties

Performs a variety of clerical and adminstrative duties on a substantially full-time basis to assure proper control of MLC civilian personnel.  Serves as an assistant to the Director, Lead Recreation Specialist.  Work consists of  a series of procedural and substantive steps which very in nature and sequence.  Serves as central source of information concerning administrative clerical functions assigned.  The work requires a good knowledge of  the organization's program and operations as well as a thorough knowledge of the regulations and directives governing the administrative phases of the function to which assigned.  Contacts are usually made within the same organization.  Contraversial elements required to the supervisor for solution.  Followings are assigned duties.  Submit request for permission of OVA Driver License.  Assist sound / lighting of the CCC events or other community events if needed.  Also, special events in Japanese Nationals are participants.  Set up and tear down the special events.  Prepares MLC/IHA Time & Attendance records by consolidating input from various sections and complete pay certification.  Distributes Time & Attendance Cards for the next month to each section.  Maintain MLC/IHA Time & Attendance records and leave schedules, liaison with personnel and prepares requests of personnel action; registration, termination, retirement, laguage allowance, recruit new employees, student hire, etc.  Provides routine information to employees regarding leave accumulation, training, etc.  Prepares purchase request of protective clothing and uniforms for Japanese employee. Prepares MLC quarterly sick leave report, DAC's / MLC's monthly overtime utilization.  Routes, controls and distributes mail to several units or individuals in accordance with established procedures and knowledge of the organizations and personnel therein.  Meets and greets customers ensuring top quality customer service is provided to each and every customer as they enter the facility.  Operates computer based (Rec Track) facility reservation, ticket sales, program sign up and customer information database.  Issues musical equipments for patrons-filling out the appropriate forms for issue.  Makes room reservation for patrons and signing up for instructional classes.   Rents and collects monies for all rentals.  Assist patrons with questions.  Performs other duties as assigned.    

	必要資格条件/Qualification Requirements

Communication skills in English (minimum LAD 2).  Basic computer knowledge neened.

Must have minimal experience as a cashier and the ability to perform unsual and difficult task assign.

Must be able to use the REC TRAC System effectively

Must have minimal knowledge in sound equipment setup and tear down.

Must have Drivers License and able to lift up to 45 lbs.  (about 20 kg)


	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

〒228-8920　神奈川県座間市

キャンプ座間　Bldg 102 G-wing

在日米陸軍　APAJ-GA-CPJ-RP

日本人雇用課　 FORMDROPDOWN 
 044
APAJ-GA-CPJ-RP  FORMDROPDOWN 
 044
JESO, USARJ, Bldg 102 G-wing
Camp Zama, Zama-shi, Kanagawa-ken

228-8920




