	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 
 054
	募集期間/Opening Period
6 Oct 04 ~ 20 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

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

	基本給/ Basic Wage
￥184,400

	部隊名/Organization

78th Signal Battalion, 287th Signal Company, TSSD
	勤務時間/Work Schedule

週　 FORMDROPDOWN 
　時間制/Hours Per Week、　0800～1645 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

Administrative Specialist works under the genenral supervison of the Operator Branch Chief who provides work guidance.  Work is reviewed by spot checking an observation and use of the Telecommunications Management System (TMS) data that the Administrative Specialist inputs into the system.  As an Adminstrative Specialist, receives all the telephone work orders from each site through the TMS updates both official and unofficial customer information within the Directory Maintenance application in the TMS.  Collects information from organizations and makes format changes to produce a professional looking Telephone Directory.  Produces a final draft of the Telephone Directory and sends it to the Moral, Welfare, and Recreation (MWR) office for printing annually.  Updates the USARJ and 9th TSC Intranet Website Personal Directory.  Insures the Sagami Depot Yellow Pages, Zama Yellow Pages, Sagamihara Yellow Pages, and Yokohama Yellow Pages are kept current (within 2 weeks) by using the telephone work orders received from the TMS.  Serves as an administrative specialist for the Camp Zama Operator Branch.  Prepares Time and Attendance Documents for the MLCs and DACs.  Prepares Personal Actions, Training Requests, and Memoranda for the branch.  Provides interpretation of correspondence to assist Operation Branch employees to understand the information in their native language.  Maintains administration paperwork for DAC and MLC operators.  Collects Incoming Collect Call Tickets and Official Call Tickets.  Inputs the information in TMS and LBSS Ⅲ　(Local Billing Services System).  Makes changes to Class A phone numbers in the LBSS Ⅲ.  Receives Memorandum for authorization of official calls from quarters and update the information in TMS.  

Performs other duties as assigned.    


	必要資格条件/Qualification Requirements

Ability to speak/read English (LAD 2 preferred.)

Must have some computer experience.


	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 
 054
APAJ-GA-CPJ-RP  FORMDROPDOWN 
 054
JESO, USARJ, Bldg 102 G-wing
Camp Zama, Zama-shi, Kanagawa-ken

228-8920




