	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 
 051
	募集期間/Opening Period
17 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

LIBRARY TECHNICIAN, #489, BWT 1-4
	語学手当級別/LAD
 FORMDROPDOWN 

	基本給/ Basic Wage
￥184,400

	部隊名/Organization

Arnn Elementary School
	勤務時間/Work Schedule

週　 FORMDROPDOWN 
　時間制/Hours Per Week、　0715～1600 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　Recess 1245~1330

	職務内容/Duties

The primary purpose of this position is to provide technical and clerical assistance to the Library-Media Information Center Specialist by providing everyday library-media service to students, teacher, and other patrons; inventorying equipment and library media supplies; locating and securing materials from outside sources for loan or purchase; and inprocessing and circulating books and audio-visual (AV) materials.  Assists students and teachers in locating desired materials and monitors students in the absence of teachers.  Gathers materials for specific classroom units of study upon request of a teacher and sets up special checkouts.  Assists in procuring and/or copying CD's, videos, and audio-visual (AV) software for circulation and schedules use of  videos, digital cameras and video camera equipment.  Responsible to set up audio-visual (AV) equipment, and computer hardware and software, as required for Information Center training sessions, professional staff in-services and performs equipment repairs and routine maintenance as necessary.  Prepares materials orders on proper DODDS forms for submission to supply or the DODDS Area Okinawa Office.  Assits in processing new materials, date stamp receipt documents and annotates records.  Assists in cataloging materials and inputs into the Library World System Software Program.  Maintains the Library World circulation file on books and materials checked out by students and teachers.  Continually troubleshoots Library World  and contacts CONUS representative to resolve concerns and problems with on-line checkout system.  Assists students and other users in the use of the Information Center computers and peripheral equipment.  Prepares computer software for circulation and maintains backup copy files.  Uses computer software in preparation of bibliographies, lists and other Informaton Center records.  Maintains an automated inventory of assigned computer software and hardware.  Follows guidelines for regular computer maintenance and back up.

 Performs other related or incidental duties as assigned.


	必要資格条件/Qualification Requirements

Knowledge of computer systems and their usage to include Word processing , Microsoft Word, Excel, and Power Point.

Prefer to know some sudio system and its minor repairs.

Language ability: LA-Degree 2


	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 
 051
APAJ-GA-CPJ-RP  FORMDROPDOWN 
 051
JESO, USARJ, Bldg 102 G-wing
Camp Zama, Zama-shi, Kanagawa-ken

228-8920




