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- SEEELRBINZHE -

Basic Supervisor Development Course
Learning Objectives and Goal

USARJ G1 CPMD WorkForce Development (AMBI%)

Ff—=2TDEM
Learning Objectives of This Module

EEEEREMBETREISICHLY, B
ERAEZIDENHION., XBMEOZE
BEBERZYIR-FF B, I-ZBEDLSIC
BESINTWS0ONEEETS

In participating in the Basic Supervisor Development
Course (BSD), it is essential for participants to
understand what they are required to learn and how the
course is designed to support their accomplishment of
the training.

f—=25 DB/

Learning Objectives of This Module

1. EEERREREESNBETFEBIRCH
FENZFEEHR
Learning objectives and goal for participating in
Basic Supervisor Development Course (BSD)

2. EEERRERBEOEK

The course structure of BSD

USARJ, G1, WorkForce Development Office
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RFSNDIFEAR

Learning Outcomes of This Module

> BEEERRERBEON-ZVJBE. BH.
ERINESFERREHFITZILICEY, EF
BICkL-ZV 78 INTES
Able to participate in the training proactively with sharing

training goal, objectives and learning outcomes they are
required to accomplish.

> FU=ZY T DBRICHES T, BRIEER A LIS
RHICSINTES

Able to participate in the training systematically with following
the course structure of the training.

BHETFEBRLAFIIIAR

Learning Objectives and Goal

EEERRERBEOREIFERRL
HFSNFERR

Learning Objectives and Goal of BSD

BHEITFEEREAFINIAR

Learning Objectives and Goal

MEEHELEFHIA-IVIE, BRIER1EURNICIO
BEEZEIILIEBFISNTNS (USARJ
Pam 690-1, Chapter 14)

MLC/MC/IHA supervisors and foremen are required to complete

this course within one year of their appointment as Supervisors or
Foremen (USARJ Pam 690-1, Chapter 14)

USARJ, G1, WorkForce Development Office
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BT FEBEREHFSINIAR

Learning Objectives and Goal

f-ZVJDBE

FHEORMIRARES EEEG. ERFIELRA.
FEICRATAERAMEEIES, BNEAFEEROE
BER31I1°r-vayvU-9-IyTOEhEFICD
(3= L THBER\NBIEHTES

Training Goal

Newly appointed local national supervisors can lead
their teams with exact knowledge of local national
employment system, regulations, policies as well as
soft skills which are the bases for good personnel
management.

BHETFEBRLAFIIIAR

Learning Objectives and Goal

k-ZVJ0BH

iR AREREEEG, EEE PP TEXEL. BHCEX, HERT
BHELBLHOANEER LOBEERBEERBL, SOCEEEPBTEHR
MBI21ZT-Y3aVEREL, BBTOPERERYD, MRADHEF-LEFEE,
BFOHE5T, BEEECHEERBTIMNDILTORRENEREESS
EOHICENEASERORERLLBIEAF PEREERIILENHS

Training Objective

Local national supervisors are required to understand their personnel
responsibilities and practices to provide their supervisors and
subordinates with assistance, answer their questions, and take necessary
actions related to personnel matters, as well as the concepts and theories
which are the basis for good personnel management to practice effective
communication with supervisors and subordinates, foster subordinates’
involvements in team activities, build a cohesive team, and gain trust
from not only subordinates but also all stakeholders they associate with
in daily operations including customers.

BHEITFEEREAFINIAR

Learning Objectives and Goal

FL-ZVJ0BK

ZORL-ZVT138, BB EVIATIY, F-LU-F -1
LOEREFEOEHFEERAEL, ABELAFEREZER
LOWNKEDICHEESNZRAPER, ZLTAEETHBICH
DMHOBREOHROLILEGEERHZILEBRETS

Training Objective

This training provides local national supervisors,
foremen, and team leaders with an understanding of
personnel responsibilities and practices, and
introduces them to the concepts and theories which
are the bases for good personnel management.

USARJ, G1, WorkForce Development Office
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B9 FE B REMAFINDIAR
Learning Objectives and Goal

HFINZ3F TR Learning Outcomes

> ERXREEOIVYIVEROEHORBREHIFIZCHY, Rith
RARESOERIEEEELON 2 LEVRENSHATES
Able to illustrate why the contribution from local national employees
is important to sustain development for the Army mission
accomplishment in the big picture.

12127 -AVICBWTTBY B EEZEDLRN NFAXYMTA
ZLBVEE, BEBEELTPRNEZLPoTUTVNIEWNILIICE
FEIEELMBEIFS, BHOY-Y-YVvTAI1IWERILTES
Able to develop own leadership style with abundant knowledge
regarding “do’s and don’ts” as a supervisor, including not using
inappropriate words and not taking harassment behavior in
communication.

A\

10

BiE9FE BREHFINIHR
Learning Objectives and Goal

HFIN2S B R RE Learning Outcomes

> BTFICHL. ERFEPHERBICEIGEYRIEE:, AE%
£OUTSLHTES

Able to confidently provide subordinates with appropriate guidance
based on employment system and regulations.
EEEEBRMEESCASHEOLERTEZLEILNTES
Able to take necessary actions related to personnel matters, including
MER issues.

FAUNOZAL P ERF BT ZE RN BAMEGZILT, TAUD
ABEBELEBCBI3IVBIERBREREILNTES

Able to build a much closer relationship with US supervisors by

obtaining basic knowledge of American culture and their way of
thinking.

v

A4

11

B9 8 BREHFSIAIER
Learning Objectives and Goal

HFIN3FE MR Learning Outcomes

> (EEHROEVEZRRLELET, EEEPHBTLORFAII1IZ-
VaAVERKTES

Able to practice good communication with supervisors and
subordinates with recognizing differences in values.

> ERTHRIREZIEZ TV, RN OMENENIVEYVIE
I52ehTES
Able to provide subordinates with effective and efficient counseling
session when they have any issues.

> F-LOKREIBEL, BRNDOHZF-LERLILNTES

Able to identify status of the team and build a cohesive team.

12
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B9 FE B REMAFINDIAR
Learning Objectives and Goal

[ZEAZA Topics to be covered]
- BIET 2P BELRAFINIRE

Learning Objectives and Goal
« BEEORE

Scope of Supervisor’s Roles &

Responsibilities

o BN B LU HREHE

Training Program

 HRMBIZI1IZTT-v3Y

Effective Communication

« E3{b132zH-v3v

* ﬁ%éw%i&vﬁﬁﬁ Cross Cultural Communication
Recruitment and Placement .
. VTV
- WA EERURBH ,

Counseling Skills

Position Management and Classification

o SRR, EHALE, (RIREHE,
F5E
Discipline, Grievances, Leave
administration, and Recognition of Employee

e U=5-y7F- %)

Leadership Skills

13

BiE9FE BREHFINIHR
Learning Objectives and Goal

[58EEAZ Topics to be covered]
- EEEORE

Scope of Supervisor’s Roles &
Responsibilities

FRGABEEEREL O :
UKEBCpEEEnE  CERACEREURE
A IR y
AR . o B EE R UK
;:zgggsel responsibilities and Position Management and Classification

MR, FIRNE, KIREE,
B35

Discipline, Grievances, Leave
administration, and Recognition of Employee

HIBERN B LU IREHE

Training Program

14

B9 8 BREHFSIAIER
Learning Objectives and Goal

[8EEAZ Topics to be covered]
« BIRMBIZIAZT-YaYy

Effective Communication

ASEEHBCHDDIME « Bx{tI1zazh-vav
m%%ﬂ(‘] Ei‘jﬂiﬁ Cross Cultural Communication

The concepts and theories which
are the bases for good personnel
management.

MV
Counseling Skills

e U=5-yyT-2F)
Leadership Skills

15
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B9 FE B REMAFINDIAR
Learning Objectives and Goal

« HRHIL] EM
Effective Com n
o Bx{b1iazy-vav
Cross Cultural Communication o« AV EYYY

*ﬂ% 4 Counseling Skills

15K y o U-9-9y7- 2%
B y Leadership Skills

Knowledge/

Information |

" Communication

- BEEORE Skills I 4
Roles of Supervisor 3w

. HEBOSERURE Y-5-wrS
Recruitment and Placement H

- BEEERUEHY Eeadership
Position Management and Classification

. MRS, SRLE, NEEE, 358
Discipline, Grievances, Leave administration, and
Recognition of Employee

- NMEABEUIRIE

Training Program

16

BiE9FE BREHFINIHR
Learning Objectives and Goal

15

Knowledge/
Information

- EEEORE
Roles of Supervisor
c REBOZERUEE

Recruitment and Placement
» B EBRRUERD
Position Management and Classification
RS, EIOE, KIREE, 35K
Discipline, Grievances, Leave administration, and
Recognition of Employee
« JERA B LUAIREHE

Training Program

17

BHEITFEEREAFINIAR

Learning Objectives and Goal

MR

Regulations

ERHIE

Hire System

EEELLTO®RE

Roles of Supervisor

18

USARJ, G1, WorkForce Development Office
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B9 FE B REMAFINDIAR
Learning Objectives and Goal

« BIREBIZIAZT-V32

Effective Communication

BES=—23
Communication
Skills

19

BHETFEBRLAFIIIAR

Learning Objectives and Goal

#E | EEx | eEx

Employee Supervisor | & Corporate

Manager *ﬁﬁﬁﬁgﬁ
Technical Skill

*T ABS{REED
Human Skill

Robert L. Katz

20

BHEITFEEREAFINIAR

Learning Objectives and Goal

xR |1 EEE |} =ew

Employee Supervisor | ig Commander

EHRITHES
Technical Skill

PEPNE[ES-H
Human Skill

Robert L. Katz

21

USARJ, G1, WorkForce Development Office
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B9 B BELHAFSIhIRR
Learning Objectives and Goal

EEE

Supervisor | &

*F ABEfRAE

/ Human Skill

Robert L. Katz

22

BHETFEBRLAFIIIAR

Learning Objectives and Goal

*+ A BREE
Human Skill
S ABREMABICAAIEL, Y-FLTWEER

Skills to handle and lead interpersonal relationship smoothly

ges=-3y
Communication
Skills

23

BHEITFEEREAFINIAR

Learning Objectives and Goal

. NIVEYYY
Counseling Skills

o U=5-9y7- 2%
Leadership Skills

Y-5-3v7

Leadership

24

USARJ, G1, WorkForce Development Office
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BT FEBEREHFSINIAR

Learning Objectives and Goal

F—L\ Team

|
J)Vb—=7 Group

25

BiE9FE BREHFINIHR
Learning Objectives and Goal

HBOBE
Common Goal

F-LICBELGER

Elements necessary for Team

— &I REREE

IBEH ERIBERE
Willingness to Intention to solve
cooperate together problems together

26

BHEITFEEREAFINIAR

Learning Objectives and Goal

FHBOBER
Common Goal

F-LIIHELER

Elements necessary for Team

—HEICRIREE
IEER fERIBBR
Willingness to Intention to solve
cooperate together = problems together

27

USARJ, G1, WorkForce Development Office
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BT FEBEREHFSINIAR

Learning Objectives and Goal

KEECLZV-F-IvTDEE

The definition of Leadership by US Army
BRIVPRNINEZAF, SLICPE5E
AR ICEZGHOEEZLLIET
Influence people, by providing purpose,
direction, and motivation

Army Field Manual 6-22, Army Leadership

28

BiE9FE BREHFINIHR
Learning Objectives and Goal

bL-ZVJ%ZHER, BICEHIT I

During this course, you need to take a proactive approach to:

> ERKEENSOMFER D, RIREEETS
understand the current LN hire system along to US Army Japan's
expectation to us

> B BEEIRYIED
reflect on your performance
> F-LOBRREIRYES
reflect on your team conditions
> V-5-Iv TR EBEREERD
identify critical elements for your leadership establishment
> EEMEESHILDICHERF-LEVEERS

understand what highly-productive team building is

29

B9 8 BREHFSIAIER
Learning Objectives and Goal

ZHEOBIC, BILERINEIL
What you should always be aware of while participating in
this course

>F=LTEALICHF LT B1=8IC(3.
EEELLTUAZTEINENEEXS

Think about what you need to do as a
supervisor to support your team in dealing
with changes

30

USARJ, G1, WorkForce Development Office
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=% 4L

EEEDRE

Scope of Supervisor’s Roles &
Responsibilities

USARJ G1 CPMD WorkForce Development (AMBIH)

31

r-ZYJ0EH

Learning Objectives

ERERENSH, BEEITRAEERA0E
HHEY. £TOEEEIMOINSKRLBY-5-
YYTDEZRICEDIE, BHORENEHTZH
FEICT BN kHOND

When leading team, supervisors are required to clarify
their roles and responsibilities which are based on local
national employment system as well as general

leadership philosophy that every supervisor is expected
to follow.

32

c-ZYJ 0B

Learning Objectives

1. BHIRAREREOEREEANICETIERMH
Basic knowledge of Local National (LN) Hire
System

2. RHMIRARES IO T 285

Expectations for LN employees

3. EEEOEFRNLERE

Basic functions of supervisors

33

USARJ, G1, WorkForce Development Office 11



ES R EE R EBEE BSD On-Line Text
AoSAUETAN —=U T BTFXRRN TS

HAFSNEFERR

Learning Outcomes

> BARETAUNOWEBARTHESNLZNICIOTRESL
ZESOEBNEEEERLHIILNTES
Able to summarize their roles and responsibilities which are
conditioned by contracts executed between Party A and B.

> EHAREEQORMIRAMEE LT BHFICHZELH. &
DL [CHBERNBNEHERATES
Able to describe how they should lead the team to meet the
expectations the Army has for local national employees.

> ABEEDERED. BAORKREB/EILHTIEEL, KB
BREERETEHICEZASNTNBILERHMTES
Able to identify that their authorities for personnel
administration are delegated to fulfill their roles and
responsibilities, not to satisfy their individual needs.

34

EREEYATLA

Local National Hire System

1. FEERAAR

Indirect Hire System

2. ERLOERESBABA

Legal Employer: the Government of Japan
(GOJ)

3. BRAROERER
Co-managed by US Forces Japan and GOJ

35

F IR -G 0ES
Type of Contract

1. BEXRFHHEEH
Master Labor Contract (MLC)

2. FEREFH RN
Indirect Hire Agreement (IHA)

3. MREZH
Mariners Contract (MC)

36

USARJ, G1, WorkForce Development Office
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BRRAERS0HBER

Scope of Service

(MiEEAARICLZ AXREREE]

Co-management under Indirect Hire System

ZHXE (Afl) ERE

US Forces Japan (Party A):

User

HAEE
Co-Management

BAERE (BR) ERAE
Government of Japan (GOJ, Party B):
Employer

37

BRRAERES0HBHER

Scope of Service

CREEEDEE]

Responsibilities of U.S. Army

EHRE (Afi)
fERE

US Forces Japan
(Party A)
User

BHAHER (B

ERE
Government of Japan
(GOJ, Party B)
Employer

- {EXBOREZRA
Interviewing/Selecting

+ AROEE
Placement

- BBORE
Duty Management

- EROZVIRY

Work Assignment

- (ERABORIES

Work Evaluation

- dllE

Training

LNES)

Incentive Award

- WIEHE

Discipline

- EREEEE

Reorganization/Planning

+ AEHREOER

Personnel Action Request

38

BRtiRAREXES0FHER

Scope of Service

EHRE (AR
fERE

US Forces Japan
(Party A)
User

BABHA (BH)
ERE
Government of Japan
(GOJ, Party B)
Employer

(BFBREOEE]

Responsibilities of GOJ

- FBEOERE

Labor Cost

« ABREORT

Issue Personnel Action

. REREREROER

Maintain Records

- IMEXILNER

Administer Payroll

« fRFUELE - (RER - HiIAR

Welfare, Benefit, Uniform

39

USARJ, G1, WorkForce Development Office
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BRSO

Expectations for LN Employees
(EEOLYTU-F-FRUIRFAREEEES RTINS

How Army Leadership sees LN Employees?

HosW
RENE BENL SEH
FEh 51Eh Quality
Stable Economical

EHREED
EBRITOELBBFE
Essential for Mission

Accomplishment of
U.S. Army in Japan

40

B RAIER SNOHTF

Expectations for LN Employees
(BEEO Y TV-F-HRDBiEEE K]

LN Employees should...

Y-5-vv7
with sense of
leadership

SHEXLLEOMEEREEBEL, FIANS
understand and accept cultural diversity and
other’s value

EE R, RIROZEALICIRISY B 131=y-vavh

respond to changing situations with communication

skills
BRME. JTORREHALS @A
be a workforce with initiative and
professionalism

F-LT-U
EFRICER, TBIS with team-playing

be proactive in performing activities spirit

41

EEEDRE

Roles of Supervisor
(iEE R ]

Chain of Command
AYE/TILRI-
Conimander/Diregtor
NFR-Tv-
Manager
BEEE

Supervisor

ATV
Foreman

iERE

Employees

42

USARJ, G1, WorkForce Development Office 14
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B EORE
Roles of Supervisor

[BEEEDABEHE]
Personnel Administration VR DBIEY .
RiBsH

= i =3l 3|
BE. RA & Review hg‘”‘} L
Recruitment, JT,
Selection Training

BAIDRE
Position Leave, Award,
Management Discipline,
Grievance

"EBEEOBREEREIEOICABEMIEEINS”

Delegated Personnel authority to fulfill supervisor’s responsibilities

43

EE&EDRE

Roles of Supervisor
[AEEEOF-7-F]

Key to Personnel Management

—Ei N

Be Consistent Be Fair

44

EESOHEE - RADTEN

Recruitment Flow

ER-RAR
Staffing & Placement Section

45

USARJ, G1, WorkForce Development Office
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FL—-ZYJ DB Learning Objectives and Goal

4 N

BEBERARELZOURESFLEAMERRIZLMHIC, &
EESERMEICETZERLMBELE . RIENDZRE
[CHEZITIRHOREEEZHIOIZLENHS

To recruit excellent human resources in accordance with
proper job recruitment system, supervisors are required to
obtain exact knowledge of the system and skills to conduct
job interview fairly and effectively.

- /

46
FL—-ZY2J M BRI Learning Objectives and Goal
(ﬁ#éﬂ)gfﬁ@fiiﬁ&*ﬁdiﬂﬁ?a \

To Understand Employment Types & Restrictions

a. EFAOHIBR Limitation on Employment
b. ERDO®EFE Employment Types

2. ZEEEO—EDTNEERETS
To Understand Recruitment Procedure

a. EEMFH Announcing System
b. FEZUANIBIFT 3 EREIE Notes on the Referral List

Kc. M Interviewing /

47

HRIFSINBFHKRE Learning Outcomes

(Eﬁiw*ﬂﬁt%ﬂ FRICBAL. $IBTCTES \

Able to classify employment types and restrictions.

> BYIBIRAFIRICZST, H50LHFHEHEFET B
LN TER
Able to use appropriate recruitment procedure and to plan
their workforce in advance.

> BEBAMERRTIHIC, AETHRNGEEZT
SZENTES

Able to conduct job interview fairly and effectively to find
vxcellent human resources. /

48

USARJ, G1, WorkForce Development Office
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EROESELREY Employment Types and Restrictions
FISRMHEZ -5 Type of Contract

EHAXHHEEN

MLC

49

EROfEFE L REY Employment Types and Restrictions
EROHIPR Limitation of Employment

ERHHEN - B ZH
MLC-MC

18R HDE
Under 18 Year Old
Ri&POE

Those who are currently imprisoned for confined.

SEERCSYERTREIESN, ZREBFIBINTNEE

Those who are prohibited or restricted from employment by labor regulations

BRHEIRECEIEEELTNS
BEA ERLZOBRBERIK/EIE
Military personnel, and their
dependents /spouses stationed
under the Japan-U.S. Status of
Forces Agreement

50

EROfEFEE REY Employment Types and Restrictions
EFROTEE Employment Type

ERShTHSRAIN65 AR BSLT, BHFFTER,
SRR TGRS

ired
‘Trial Period Employee | yal basis. (The tial period may be extended, shorler or exempted in some.

Limited Term Employee

P 3-] HREEHZLBRAEFIRETOER
rmane mployee the trial period.
= 1A 2BV TR
] Il -
AL ‘month period.
47 BEBZBVER (—ECRY2y AEBAEVEETER)
PREMRIERS | 47 AZER, 25EBALVER

An employee hired for work initally fixed not to exceed a four months period (it
may be extended one time for a period not exceed an additional two months) or
work initaly fixed not to exceed two years.

BaRIGERE

Hourly Paid Temporary
Employee

HADZ (1FKBOER)
‘An employment type in IHA only. An employee hired for not to exceed one year
1o do temporary operation.

SR E

Post Retirement

61)ﬂl;u:65ﬂ§'5 (65 BB ED12A3NBETORE
A

* MEEHICELTIAPIOOREBLEBLLTVEVAERC WE
EFERRREPOHEBEN S 0 %LU EARRA (EHCLIBEET
EWAEASNNEZORYTREW)

An employee who is aged 60 or above hired for a period not to exceed one year.

51

USARJ, G1, WorkForce Development Office
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EROESELREY Employment Types and Restrictions
EFOEE Employment Type

ERSNTHSRAIN6T AM @BSLT, SHEFTER.
SRR B | RS RRENBASY)

FH R An employee hired for permanent employment wil ork inflly on a si-month
2| Tl Porid Employee | il bai. (T al period my be exiended,shortror xempied n some
) cases

Permanent

sEEER | BHEEDAILERAIESES 8% O

Buizs | 1AEBILVEER1E TR
BRELERE | \AEBIBVARIREGTRER

texce
Daily Employee

FREMRMGERS
Limited

ted Term Employee

BHARIEEE | HADS (1ERBORER)

HA only

Hourly

52

EROfEFEE REY Employment Types and Restrictions
EROTE®E Employment Type

BRI / Question :

—EHARPEERRL I OEE(CEREL KB E
OERMEEECHAARMG

May supervisors require a new trial period to a Permanent employee
who has completed their trial period who transfers from other
component such as Navy and Air Force to Army?

1. i&lI5N3 /1 YES

2. E5NhEW/NO

53

EROfEFEE REY Employment Types and Restrictions
EROERE Employment Type

BRI / Question :

—ESHRREERRL I SEE(CEREL KA E
DEREXE ARG

May supervisors require a new trial period to a Permanent employee
who has completed their trial period who transfers from other
component such as Navy and Air Force to Army?

1. ElI5Nh3/YES
(2 B®lI5nEWLINO

54

USARJ, G1, WorkForce Development Office 18
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EROESELREY Employment Types and Restrictions
EFOEE Employment Type

ERSNTHoRYIN6 AR (22!
LR IBENSHEHY

ARMEERS o

” Tria Poriod Emplayee
wH

ermanent employmen
may be extended.

Permanent

P TE RN BT
wAEEs | AEENetendd

Permanent Employee

BIE£60iRE TCORER

eration without a predetermined term after

e trial peri

BOitEs | 1AEEREVER AETRER
EUREVVGERIL | ma o il b ekt ot s s cre
g,

Daily Employee.

47 BEBZBVER (—ECRY2y AEBABVEETERT)

PRERIES | 47 AEER, 26 EBABVER

e e e e e o
may or  perod not xcoed o months) o
work ntaly fxed o0 xceod wo years

EHAHIREER | HADZ (1ERBORA)
Hourly Paid Temporary | A7 employment type n HA only. An employee hred fo ot o exceed one year
10 do temporary operaton..

61 L6SMET (65RICEZEN12A3MBETORE [
A)

ERERR
PostRetioment | QR BB THAPIODREEEEREL TWEIALRC, HE

B EFEERRMBORBEN S 0 %L LAFR (EXCISLHET
e O PR O SRR o e

55

EROfEFE L REY Employment Types and Restrictions
EROTE®E Employment Type

ERINTHSRI067 AR @BCHUT aHEETER.
BL N3BaBY)

HAMREERR

» T oriod Employeo
WA

T wmesza

Permanent Employee

HELEES | 1FEBABER BRECRER

= An employee hired on a daily basis for work initally ixed not exceed a one-
Daily Employee ) 7 J

A7 AEBABWER (—EIRY2r BEBRBVEETERT)
PREHIRIGERES | 4 AEBZ, 252 BIBVER

Limited Term Employee

BaEitEs | HA0G (1EXRBORER)
Hourty Pad Tomporay | 4 STIOymEntype i HA ony 4 empoye e for ot exceed one e

SRR
Post Retirement
Employee

BN

who is aged 60 or above hired for a period not o exceed one yea

56

EROfEFEE REY Employment Types and Restrictions
EFROTEE Employment Type

ERSNTHSRIIO67 A BECRHUT SsEzTER,

HAMEERE

o, Trial Period Employee

T wmpeER | MMERDEILGRARFCORE CORR

Pormanent Employos | . STHIOY%® §

i CREM

ork initaly fixed not exceed a one

BELEES | 1AEBABLER AL

basi

Daily Employee

47 AEBZBVER (—EICRY2 AEBAGVRETER)
BREMARIGERS | 47 AL, 252 BALVER

Limitod Term Employee | An employee hired for work initlly fixed not to exceed a four months period (it
may be extended one time for a period not exceed an additional two months) or
work niialy fixed not to exceed two years.

BHGHIRER A
HouryPald Tamperary

SRS i
#C

Post Retirement
Employee

TOEWAZ
(EHICEBBH

ot o exceed one year.
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EROESELREY Employment Types and Restrictions
EFOEE Employment Type

Bkl =]

Trial Period Employee

i)

ERSNTHoRYIN6 AR (22!
LSS Ena8asY

BT, AFMELTER,

Permanent

BRERR

Permanent Employee

HEEDHBLBRRIEE60iRE TORER
4 for cont

tion without a predetermined term after

HEWEXE

Daily Employee

FREMRMGERS

Limited Term Employee

EHaRIRERE

Hourly Paid Temporary
Employee

HAD% (1ERFBORER)
An employment type in IHA ony. An employee hired or ot o exceed one year
1o do temporary operaton.

AmImERE
Post Retirement
Employee

60/ L65mET (14ERiBOERM)
*

58

EROfEFE L REY Employment Types and Restrictions
EROTE®E Employment Type

ERINTHSRI067 AR @BCHUT aHEETER.

ThaBasY)

HENRGEREE
I b st
T wmesza

Permanent Employee

or continuous operation without a predetermined term after

HRIEED B L<RBEF60RETORER
An empl

o t 1

HEWERE

Daily Employee

B TRER

ork initaly fixed not exceed a one

FREMRMGERS

Limited Term Employee

Ay REBABVER (—ECRY2y AERIEVEETER™)
25 EBABVER

BEfaRIERE

Hourly Paid Temporary

 hired for not o exceed one year

Employee

s1)al—zu:65ai'c (65@ICBZED12A3NBETORE
A

*BERGCELTIAPIOOBEELERLLTVEVAERC BE
BRI OHEBEN 8 0 %LU EFRA (EFCLSBEHET

Tremp

OV Mg Tor 2 patod TioT e year

59

HEIPRO—ERA
Employing for entry-level & intermedi:
positions all at once in April

ShoTWBS

fiscal year

of service/seniority

FEELATTRAOFENHIRE

Companies have some hiring plans for the next

BEO/TA-YYAPEEERB LN E
BEh, BBNCROFPITLRE-F BELRENILENHS
1§ Required to apply and be selected for the positions
Automatically promoted to the next career in competitively in order to get promoted/change the
consideration of the work performance & length  1°P

EREHEE(CDWT Recruitment Procedure
B {&#F] Announcing System

ERFEREIIBFEEE

ate-level Most recruitments are to fill the vacancy after the

incumbent employee leaves the position

the incumbent employees

EFEFHBI1IVTBRIEEDRRRE

The timing of vacancies depends on the situation of

BB PRELABOICITONS, ST

60
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ZEEHELE(CDLT Recruitment Procedure
EE&{F% Announcing System

EBFNEHL Priorit
HEOHER. BELECHVEBERNREBEEEE

PPP employees (those whose position will be abolished)

\Z

BRI, Z-HHOREBLLTERTIRERLES

Internal applicants

\Z

—ROBERLHEE

External applicants

I:> *ERMNTARBHES (IR LAY FE LTz, Nolonger applicable to those whose grade is lowered.

61

ZEHELE(CDLT Recruitment Procedure
B & {KF Announcing System
B E£%5H Area of Consideration
s

N

EBEXPITER B [CPRTE

Within the Organization

J

e N

REEBOHICIRE

Current USFJ Employee (Internal candidates only)
\. J
7

LTOANRE HRTEERNILMOFEIABEHEERNTS

All (Announcing for Internal & External candidates)

*LMO provides external applicants in Okinawa y,

*EE2FRERCHEERETSILETES,
Selecting officials may limit the area within 2hr commuting distance.

62

ZEFEHELE(CDU\T Recruitment Procedure
S5 &% Announcing System
EEHAR (M)  Opening Period (Honshu)

e N\
14HFE 14 Calendar Days
9y B E2EMEOF LI ET, 20REBKICEZBHLORBNBLRIZELEN
\ Closing date is 2 weeks after announcing. Re-announcing only when requested by the organization. )
e N
ZEMBEZETEE Open Until Filled with 1st Cut-Off Date
*BUOHHYY B 2BMEOFHIBET, ZORIEEAREBHHTY CRENRFEXTHELLIS
\1 st Cut-off is 2 weeks after announcing, thereafter 1500 every Wednesday. )
e N\
7HF 7 Calendar Days
BB AR OBROH
{ Avplicablefor a lmited area of consideration “witin organization® )
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ZEEHELE(CDLT Recruitment Procedure
EE&{F% Announcing System
HEHR Gh¥8)  Opening Period (Okinawa)

THRE
7 Calendar Days

[ 1487 ] [ ERMEEEETHE ]
14 Calendar Days Open Until Filled

64

LEREHEE(CDLT Recruitment Procedure
BEEZEUZAMEZITE 2 DEE S Notes on the Referral List
(1. @AELRE UIP-SNUAN) ONBESBEVESE )
ICEASHMILTIIBSE L
Selecting official shall not disclose information concerning a referral list to an
\_ applicant or a third party. )

(2 BERROHEE, JESOOARBAMISEEPES )

EHICBASHICLTRESEL
Selecting official shall not disclose selection status to an applicant or a third
\_ party prior to the official offer by JESO. )

3. EZCEYIEMRERNGET. ER-RAEYSECH

WabEaL5ELAITS

Any inquiries concerning recruitment and selection status should be referred

to the JESO R&P representative identified on the referral list.

- J
|::> BAEFIZEA — LS L TLET, Documents are sent via Email.

65

ZEELE(ZDVT Recruitment Procedure
HIEO%E(E Prepare for Interview

/1. EHCEEEVHBERESCEEET \
Please go though the application forms, and leam about the candidates.
2. MECEAMICEERVZ L, BRELEWEREIEZ

EZ5 (H<ETE ABLEFRIZT-VPHEIELEND
ERBNICHINTSERM)

Itis recommended that a list of questions be developed prior to interviews. (All
questions should be directly related to work including skills, potential)

3. 2TORBHEICAVEMZRWIIEEL5CT3

All candidates for the same position should be asked the same questions and be

K judged by the same standard.

66
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miED#E(E Prepare for Interview

ZEREHEE(CDWT Recruitment Procedure

/4. EHETERTSMENHETETS

5. BAEHBINTVRILER#HTID

appearance and behavior matter as an interviewer.

o

Please check the room you will be using for the interview prior to meeting the candidates.

Please keep it in mind that you will also be observed by the interviewees, and that your

~

J

67

EIEFO;EEEIE Precautions for Interview

ZEREHEE(CD T Recruitment Procedure

Recruitment selection is fair

[ 1. RAEERAETHEIL

s |

Respect the human rights of applicants

[ 2. FEEOEANAELEETS

S

Only the skills and abilities of the applicants should be considere:

[3. SEEQEE EH0HEEEI TS

%]

68

HEIEFD;EREEIE Precautions for Interview

REOHIBH R L TFELCBRWERIR

Please do not ask questions related to the following:

ERFEHEE(CD VT Recruitment Procedure

Registered domicile / place of birth

é A BT R

Family matters (Family's i ip, health, status,

m RIFICEITZZE (LS. Hoif, (RER. Ml FE. RA, BERL)

income, etc.)

)é'\ EERBCETEIE (EWIERE)

Living environment (personal history, etc.)

ﬁ) R XHBE. AER. HEER. BRCETEL

Religion, political beliefs, outlook on life, beliefs in life, ideas

69
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ZEREHEE(CDWT Recruitment Procedure
HIEDFRDYIC At the End of the Interview

ﬂ EMPELALY, BRE \
Check if the interviewee has any question or request.
2. LITOZLEIRRB
Tell the interviewee the following:
a. HRITEHENI DB
It takes time to make the selection.
b. EEINEANCRERRISERDTHD
Only selectee will be contacted by JESO R&P Staff.
c. EEFERFIRAVSLORZBIRTHSHEDA
The selection status will be announced on the website.
3. AFERANICEEEIEN
Don't disclose selection status to the interviewee prior to the official /

offer by JESO.

70

LEREHEE(CDLT Recruitment Procedure
{Z#FE DT candidate Review Process

ﬂ EREERIT B, BANSED R (i:m\am
13%F) ICEIWTIBESEL
Consideration of candidates shall not be based on a personal favoritism or
relationships.

2. AU ICEREZREINETEN

Placement of close blood relatives in the same workplace will be avoided.

3EHEESLTEEE /M ESOBREEILILBHEOZY
LTEECSNTVS (356 BRIICCORDEZNBLE)

Duty assignments which create a supervisory/employee relationship °
between such persons shall be prohibited (Exceptions to placement of “/

k relatives will require prior approval of COR).

71

EREHEE(CDWT Recruitment Procedure
EZ JRTE Selection Process

AEREHRME: A01B%E316H
Starting Date: Either 1st or 16th of the month
HARIC2BRELUAICEE BHEJIESOILRY

Return the whole selection package to JESO R&P NLT 2 weeks (if extensions
required, please contact).

REESHEEINTSIHS For Internal Employee

BEEEEL A77-BH PN
Return Package Job Offer On Board
10 LLP3 Within 10 days 30EFILLA Within 30 days

HEMCAT7-EZFELLENS30B URNTED. (2L RAOEFERLOFELEVWTRED
BEEHY)

Transferring NLT 30 days after job acceptance unless the discussion is made between the losing & gaining
supervisors to arrange the releasing date.

72
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ZEREHEE(CDWT Recruitment Procedure
3EZ - JRTE Selection Process

ASHERME: BO1BZFEIX168
Starting Date: Either 1st or 16th of the month

“6ANARBOBA. BA1AITO2EMIEEF Y. KEF L, BHF L
XHshizn

If 16th of the month, Housing Allowance, Family Allowance, Commutation Allowance
will not be paid until the 1st of the following month.

NEBDSFARIRA L L TEE SN T35S For External Employee
[ EEERED l [ A77-850 l [ B l

Return Package Job Offer On Board

A (33-4i8R 3-4 weeks (Honshu) A [33i8R~ 3+ weeks (Honshu)
hi8(32-4i8R 2-4 weeks (Okinawa) H#8(34-638R 4-6 weeks (Okinawa)

73

ZEREHEE(CD T Recruitment Procedure
EFIBEROMET A% ERZEIE How to Check the Vacancy

éi?ngumr —
o "

EABHENBZDD \

WEW,BRT KL P

EIeran LIRTTRTCE
Ny

miljgoljobs/

74

ERFEHEE(CD VT Recruitment Procedure
EFEEROMESL AL ERZEIE How to Check the Vacancy

USARJ Jobs
[Okinawa

| http://www.usarj.army.mil/okijobs/#appformsjp |

75
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B E B R ORI

POSITION MANAGEMENT &
CLASSIFICATION for SUPERVISORS

B - BERE

Classification Section

76

r-ZYJ0BEK

Learning Objectives and Goal

BRESIETAVNOREERICHETOEDOTHEH, B
WIRAREREDOEEE SR, R, BFLR
(IFTEIZXERT 510, BREH 3D, B EEROER

. BB BHNEOEXNLGEIAE T2 ICERTIL
ENHd

Because classification system is unique to US management, local
national supervisors are required to fully understand what the
classification system is, their responsibilities for position
management, and basic concept of position classification system to
practice effective, efficient and economical position design.

77

r-ZYJ0BEH

Learning Objectives

EARHHEELH (MLC) /B S H K (IHA)ICETS
1. EEELLTBUEEROEREZENTS
2. BES-BEGIDMREIRARL ., ERANHZSS

To understand the followings based on the Master Labor Contract
(MLC) and Indirect Hire Agreement (IHA):

1.

Supervisor’s responsibilities for position management and
classification

2. Basic concept of position classification system

78
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HAFSNBFE MR

Learning Outcomes

> BEHOBRRNLEZHZEHTES

Able to identify the basic concept of classification system.

> BEABICEI M THIOOEMICER, HHTES

Able to answer and deal with any questions or concerns arisen
from subordinates regarding position classification.
NECEERUF/IBO# (Supervisor and Foreman B only) <~

> FRERFYHEET, B EECREEL-RFEZEY)

ZfT52en'TED

Able to take appropriate actions to process any request related to
position management, including Special Work Allowance.
MUSEEHICIBKT 5, BIFEIFUSEE B EA'TS Consult US —
Supervisor. US supervisor makes request.

79

HfFSn3FBEHRR ()

Learning Outcomes (Cont’d)

ZOREEEY. MBERECHALREDENE
L, BBTICEREATES e
Able to understand and explain the difference between Job
Definition and Position Description as well as their functions to the
subordinates.

RN OIRMT, BWENLMERFEEETTESC

Able to assign effective, efficient and economical work plan.

80

BRASL - BEPE R (3 2

What is Classification Section?

1. BRAEEHHROTIY3av0—

One of the sections at Japanese Employment and Services Office
(JESO)

2. KIVaIVOMBLERIEBOLEPEFOREL

BELTWANERERL WS-

Its main duty is to verify that the job title and grade of the position
match the actual work and level of responsibilities
(= Position Classification).
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RS HI & (% ?

What is Position Classification
System?
BAROERFIEDEN
Differences of Employment System between Japan and U.S.
HZ Japan IXUAh U.S.

T3 Seniority System BEBERI Classification System

- ABRCUERIRETVEL N sonUoEsr s T smii

- R ERSLLBIORE, BiRFoTVS

Position to be recruited has been fixed before
announcement
Employees gain higher position grade and wage
improvement as they grow older. . ?;QFH E"ﬂ-mﬁt %ﬁb‘}‘*ia
Flc
o FRINER T ORES. EEEEEE Job title and grade are determined when hired
[CAEREZITES = =y . pavap
Supervisor makes a personnel change based on - filds, FELGBESOBRETITRS
employees’ abilities andlor competence Employees make their own decisions on
change of jobs and/or career advancement

82

BE{L (Position) &3 ?

What is Position?

B0 1520
Rz B

Duties Responsibilities

TEORBELBREOREEEZRLLED

POSITION represents duties and responsibilities

83

BGAEEE

Effective Position Management

84
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EEHEOEE
Supervisor’sr_Responsibilities

== B 0] HMRHL
FHE AIOA S

Create work plan Effective, efficient
and economical

(AN, Position design

BARASEH
% FEDEFIHA

Assign duties and
responsibilities Coordinate with
JESO prior to
position change;

HEOBER

85
=i =
BARANSEHBROEE
JESO’s Responsibilities
EEEADE)
= ARLEER
= LB EOBRE
Advise and assist CEEe
reordngpostion | oo s
management
BERE BEERE0D
B
Conduct p‘osition
Assist supervisors.
who request a new
job definition
86

BB (Position Management) & (3 ?
What is Position Management?

1. HEHEO—RTITONSEDOT, BHCHE®R L FREM
F2RICHELRTOEATH S,
Position Management is part of organizational planning and is a
necessary process before assigning job titles and grades to positions.

2. EBEERTIRYIC, RIVAVEDNTYAZLVENS, B
BHDOMENEAECHEEERBLCEIVETZIOER,
This is the process of organizing and assigning work to and among

positions in order to accomplish mission requirements in the most
economical and efficient manner possible.

_( mmsE \_ [ FEHE
Manpower Budget

EFEE EEE

(Manager/Supervisor)

87
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BAUEEICSWEANICLELSNGIL
What to do for Position Management
1. BERNROKRIYIVERETS

Establish the fewest number of positions essential to accomplish the
functions assigned.

2. FEOERYEVETEZRYET, TEOFELERABLT L
593
Structure positions clearly and discretely to avoid overlapping of duties,
unnecessary positions, or fragmentation of work processes.

3. BBOBRS P, JIBINARASEENIVavERE BikY
3

Abolish vacant positions if the duties can be redistributed or eliminated.

4. EEEIREEOLRERELTS

Optimize supervisor/employee ratios.

88

LW ERD65HIC

For Proper Position Management

1. EIEGHEBEVETS

Organize properly

2. SHENLREER 2295

Allocate duties systematically

3. BB ZERID
Understand duties and responsibilities of positions
under supervision

4. BT OERBHFERO

Obtain basic knowledge about position classification

89

IELWEEGIEERDESHIC

For Proper Position Management

5. A - BEFE TR E FEAERERVAS

Maintain solid contact with Classification Section

HEA3L - B 4% EEE

Classification Section Supervisor

90
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BEF5 4748 (Classification) & (3 ?
What is Position Classification?
1. BEOIICEEER CFREMTBILED T BFEES
CLASSIFICATION means to determine job title and grade for position
2. BISOBORELBBDE, BEASIHENFEIE/HEEES BT
HEBEENZEOBLIORFI RUZIBHME 1 OBBERE
The basis of classification is regulated in Chapter 3 of Master Labor

Contract, Indirect Hire Agreement Supplement #2, and MLC and IHA Job
Definition Manual, Appendix 1

r - ) MLCSE3% (MLC, Chapter 3)
. R IHA%E11Z (IHA, Supplement 2)
&R _, ( Classification) «— HHE#HE (Job Definition)
Authority .

BN ERE =av

(COR)

91

BEF5 948 (Classification) &(% ?

What is Position Classification?

3. BEEFIEBOEGLBEEEZEZT, DEDVEDDBMICESW
SIEELHEEEVHTEINERETZHIENHS
A supervisor has an authority and a responsibility to determine his/her
subordinate’s duties and responsibilities to accomplish the
organization’s mission.

e
Mission
0 O O / ]

B -

EEE

Supervisor

92

BEF54 48 (Classification) & [ ?
What is Position Classification?

4. BEGIICOKEHER EERIS, EBENROLASLEEZOR
EICLY, B EERMNRETS
Based on the description presented by a supervisor, Classification
Section will validate the position’s job title, grade, and job number in
accordance with rules of classification.

fLEeHE
/ Duties and Responsibilities BWT 1-4
N & —  Administrative Specialist
AT - BREPE 4R i (BEHPIN)
Classification p -
Section

\ ERCRE i
Duties and Responsibilities -
‘ﬁ —*  Automotive Mechanic
F (BB EHHT)

93
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Bi#5 948 (Classification) & (3 ?

What is Position Classification?

BWT 1-4 Administrative Specialist
(EEEPIH)

ftELHE RKIA-NYYA
Duties and Performance
Responsibilities 4% Q@/
o

94

B E R E LIGIRC I E

Job Definition vs. Position Description

BBERE HEfIERE
Job Definition (JD) Position Description (PD)

A —_—
5

- 2i##9 (MLC/IHA) O—3&B « RBROMLEAROFE
APart of MLC/IHA Contains details of exact
nature of work

« EEXREBELAXBFLOEE
TEN/EIRR/ERET

Agreement between USFJ and GOJ

is subject to update

95
BBERE
Job Definition (JD)
yITN
Sample
96
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BEIRCIRE
Position Description (PD)

Position Description (FD) aeant | et

vITN
Sample

T = w0 =@

i e
]

97

JDEPDDEL
Differences between JD and PD

BEERE B sk E
Job Definition (JD) Position Description (PD)

s st |m =
2Ty | o7

| &

98

FERIEE Z OO

Major Duties vs. Other Duties

LTl
Other p E
uty MaiOrTJ?ty

ﬁ
Other
HBEESE ﬁ

Duties and
Responsibilities

99
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FERBFEL?
What is Major Duty?

1. EERICKRYVIRT (TS

Duties which are frequently and repeatedly performed

2. BIFSEERID25% LU L E EHTWBILE
(SEFRIENFE o285 R LA )
Duties which account for more than 25% of working
hours

FEBHENIYYIVOEBELETEDY, BUOLEPRIECHENHZS

B, BT BEPE R CIARE, WELEPDPHBORELOABEEERE
(USFJ Form11)2{2H 93

In the case the major duties change due to a change in mission,

etc. and the duties and responsibilities of the position are affected,

consult with the Classification Section and submit updated PD or

Personnel Action Request (USFJ Form 11) for position review.

100

WEABIUFRDRE

Determination of Job Title and Grade

JEEEEE DRI Non-supervisory position
TERBED25% U EZ 55, —EaWEROEE

The highest level of work which is performed more than 25% of

an employee’s work time.

101

BEALSUEFRORTE
Determination of Job Title and Grade
JEEEEEE |

Sample (Non-supervisory Position)

@ 4 BEMDEE warehouseman 40%
% BWT 2-4

B EhEDEER Vehicle Driver o
:I:Wk‘ N BWT25 30%

T A=Y 7T FDIEERForklift Operator 30%
BWT 2-6

102
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HEABLUFRORTE

Determination of Job Title and Grade

ESBE ORI Supervisory/Foreman Position

Z-FHOPOIEFRAOFR DR

Supervisory/Foreman Position:
MLC Chapter 3 & IHA Supplement #2

103

BERSSUERDRE
Determination of Job Title and Grade
EBEG (FHR)

Sample (Supervisory Position : BWT 1)

BB

Supervisor

|
I [
3ANE
3 or more subordinates

104

BEALSUEFRORTE
Determination of Job Title and Grade
EBE (FHR)

Sample (Supervisory Position : BWT 1)
BEEE

Supervisor

EEEOHIE

Assistant Supervisor
I rrrrrr e e el

22 22

12AE
12 or more subordinates

105
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BEE2LLUERORTE
Determination of Job Title and Grade
EEEA (EHR)

Sample (Supervisory Position : BWT 1)
EEE
Supervisor

EEEORIE
l— Assistant Supervisor

EBEA
Supervisor A

seslsistananniaty

106

BERSSUERDRE
Determination of Job Title and Grade
EBEG (FEgER)

Sample (Supervisory Position : BWT 2)

JATIVA (U-5-)
Foreman A (Leader)

3ABLE

3 or more subordinates

107

BEALSUEFRORTE
Determination of Job Title and Grade
EEEG (FgkR)

Sample (Supervisory Position : BWT 2)

J12T7IJC
Foreman C

1
| I |
JA2T7NVB JA27NYB
Foreman B Foreman B

T 1

TATIVA TATIVA TATIVA
Foreman A Foreman A" Foreman A

[TTT]
M oo e

108
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HRIEEFY (SWA)

Special Work Allowance

RRRICIEREL VSRR BEOHBCSZHDNS

SWA will be paid only for time or day when the duties
are actually performed.

. BEE(XUSFJ Form 1MZIRH U, B - BEBE RN AE

175

On receiving a USFJ Form 11 for SWA, the
Classification Section will conduct a position audit
and determine.

ERIEREFHERI VIV

SWA will be authorized to the position, not to the
employee.

109

BIRIEETF Y (SWA)

Special Work Allowance

ERTER = SBAIRERE
Overhead Work Filthy Work
KR = MREER
Underwater Work Weather Conditions
HBEDPIFIESR = HERAZROHRTOMEE
Extreme Physical Labor Gas

mEERIER = AJORTOEE
High Voltage Work Steam
BmEyImYRMEE » EROTTOMER
Poisons Dust

BRIV KMESE

Explosive Materials

110

EEARTSHEEIEREE

Labor Management Course for Supervisors

HER

Management-Employee Relations Section

111
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AR
Agenda

KA

Leave
PAEEEHE
Work Schedule

Mg

Discipline
=
=18

Grievance

= ath
FO>E
Award

112

r-ZYJ0BEK

Learning Objectives

HACE SO TF—LZAENI OMENIZIEE ¥
B9 501C. EBEEITRAUORA, L—ILEEU,
ABICEHTRIEEZR-TENRDLEND

In order to lead and sustain team rationally and ethically
based on regulations, supervisors are required to learn
regulations, contracts, and rules, then fulfill their
responsibilities related to personnel matters.

113

r-ZYJ0BEK

Learning Objectives
EARHHEN (MLC) /RSN (IHA)CSD

2 This course provides you with learning opportunities for your labor
management IAW Master Labor Contract (MLC) and Indirect Hire
Agreement (IHA). During the course you will:

1. EEHLLUHBEERELTI LT ERMERNZES
Learn the regulations, contracts, rules, instructions.

2. BTZEEBEIZICHEY, ZOFREPIEROEHEICOVTERET
)
Understand the scope of responsibility and authority
for your supervision.

114
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HAFSNBFE MR

Learning Outcomes

> BN ENRICREGHEBNERRTES LS. KREE
YICEBETES

Able to properly approve leave to ensure the organization has the necessary
workforce for the day.

> BTOHEDR S D 1—LEBIEETES

Able to properly manage subordinates’ work schedule.

> BTOBEEICHENHSHE . REEHFL. HIREE
ZHLNDET B D REBHZAREICTES &

Able to identify their responsibilities to maintain discipline and handle
disciplinary actions properly for subordinates’ performance issues.

> BTHLEEOBPLITHNEShIIREE, RREWETS
EODBYLGHEEEHRT S LMNTED
Able to deal with grievance arisen from subordinates and take an appropriate
step to remedy the situation.

115

BTSN dFBEAR ()

Learning Outcomes (Cont’d)
> BFOWHEENLBREZ L > TROZENTES

Able to recognize subordinates with applicable award.

> HRAL 2, L—LEEOERGAMBICES V- o+
YO RRREITICENTED
Able to provide counseling session and instructions based on accurate
knowledge of regulations, contracts and rules.

> BEENCHENAHIEERICHL, BUOEFL—=0T
EIRGtL. BEZHETH LN TED
Able to provide appropriate training and take actions for employees who has
performance issues.

116

KRRk

Leave
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KRB

Leave
1. £ R{KBR Annual Leave
2. EZ{KIE Summer Leave

3. &5R{KIE Sick Leave

4. ELA{RIR Leave without Pay

118

FRARBOMNE
Annual Leave Eligibility

HHAMES : 200 (16085R)

Permanent Employee : 20days leave (160hrs)

SAFRHARS : 30/% B & (8

Trial Period Employee : 8-hour day of leave for each 30
calendar-day period served

EESHEES | 1305RE (15 (1605 R/&)
Post-Retirement Employees : one (1) hour annual leave for
each 13 hours (160hrs per year)

FERISEGR2ERE

Annual leave must be used within two calendar years from the
date acquired.

119

S AHREROFERAKRBRG S

Annual Leave Eligibility for Permanent Employment
after Trial Period

ERERRRIERKNRE

Annual Leave to be given to the new Permanent Employee

BRALGOEA  IDUSERAKE  EALLORA ER{S R IKHER

Month of Permanent Numbers of AL days Month of Permanent Numbers of AL days
Employment Start Employment Start

1A Jan 20H 78 Jul 108

2H Feb 188 8H Aug 8H

3A Mar 17H 9A Sep 78

48 Apr 158 10A Oct 58

58 May 138 118 Nov 38

68 Jun 128 128 Dec 28

HARENCERARESICEIBRIC20HEIZ2RIREREIZILETELL
At the time the status change from trial-period to permanent, the employee cannot
possess AL more than 20 days

120

USARJ, G1, WorkForce Development Office

2024

40



BB R FEEMEEE BSD On-Line Text

+o542E

TAHN—ZUTRATHRARNT VY

E

AEBEICSVTHELAHALSEBEO8EIRFTHINES
F. 1B1BIC 1 EROEREIRBTER, FEL. EE LB

HICKYSEILL EHETERMEREBICOVTIE, HECHITS
30HDHMICOF1 BOERIMTEINS

during the previous calendar year shall not acquire annual leave
for one year on 1 January. However, an employee who did not
work 80% or more of the total working days because he/she was
medically incapacitated shall acquire one 8-hour day of leave for
each 30 calendar days actually worked during the year

FRARICEAIZERR
Attention: Annual Leave Eligibility

mployees who have worked less than 80% of total working days

121

FRIABRORER

Application for Annual Leave

FHE : BE2A1BITLEEERRIBRFER (AJ
Form 2252EJ) %*{2H

Scheduling: submit yearly tentative schedule (AJ From
2252EJ by 1 Feb

fiEF - 48B5R (2571H) BUECICIRIREE
(Form23EJ) #igH o

Use: Submit Leave Application (USFJ From =
23EJ) 48 hrs in advance

122

FRIABRORE

Concurrence of Annual Leave
KIBOREEEEDIER

Concur with Requested Leave = Supervisor’s Authority

- AR @ - EBLOBATESZE

Concur %1 Reschedule for operational reasons
OR _
EHZEA
= Explain why
A MEDEBROLTREREZRE
i Offer alternative date on mutual
agreement
123
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BRI

Summer Leave

5A18759A 308 XTOHRF OERT 535 & A

Three consecutive work days from 1 May through 30
September.

124

SR IRIER

Sick Leave

METEETHBIL

Incapacitated for duties X
S

B TEEZIIAT 22 E [

Medical certificate that proves his/her incapacity

15908 & EMR1FEE
90 days w/pay and 1 year and half w/o pay

R—{EmE 38 L= AR

Same illness/injury or continuous period

125

|Stomach Cancer

AR\ &S
1 With Pay\ Without
Pay

A—Smeld

Same lliness

2015 2015 2017 2018 2018 2019
3R Mar 9A $ep 127 Dec 3A '}flar SHIMay 8K Aug

BH'A 610 A B av A
Hepatitis
4 months

Bfth 150 A

1
1
1
1 Lung Cancer
1
1
1

6 months

15 months

i

With Pay Wi;hqu‘
a’

1
1
1
1
1
1
1
1
1
1
1 Without Pay
1
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B LI EAR E (3

Continuous Period
%L T0BE
Continued for 90days

1
BB S0HM

Complex Fracture 80 days
1

e — —=

‘.

1

1 iz 258/

: ik Pneumolnia 25 days

1 With Pay 1 1 1 mie
! P 10HR W 1080 Wi
1 1 10 days 1 10 days 1 Pay !
1 1 1 A 1
1

|

1
90HME 90 days :

127

2HrE (LB
Medical Certificate Sample

fERT  EERITHXXX 123-4

K% X AT ABfN504:8 A30H £
B T KBREBEIT
20XXE11 A48 HBEH2.

20XXE11 4B N520XXE11 A29B THHTHETH B,
LMY BUTLES 20XXE1A7H

ANFERIFERE 048-XXX-XXXX
BEER WLE KER

128

SRIRIROERE

Granting Sick Leave

[$1% Exception]
» BRTZIES =

When an employee becomes incapacitated after
reporting for work

» BE-EATRMERC—AZEABVNGS &
Up to one day ONLY for non-recurring, non-
chronic medical issues

129
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ERARICETSEER

Attention: Sick Leave

5 1
Fitness for duty inquiry

) 2
EEEEMRH i

Industrial Doctor Consultation

BRER T EEEEDR
Excessive use—subject to disqualification
termination

130

R IRIR
Leave Without Pay

EBCEENENL

No interference with operation

BE, B505AEFFTINS

Normally granted for mourning

30B U E - ZHIELENRIEOFFA
Over 30 days - COR’s approval

131

AR RTIE]
Work Schedules

132

USARJ, G1, WorkForce Development Office

2024

44



ES R EE R EBEE BSD On-Line Text
FSAUVETAN —=U T BTFXRN T VY

TREFTE
Work Schedule

= TAEMR  Hours of Duty

> {K&8 (F/\BREFME) Recess: at least
> 459 (8RFRAENFE) 45 min for 8 hrs
> 1R (8EFRIZ#EZ2Eh%E) 1 hrfor 8 hrs and more
> RIRIEEN
Comp time is not authorized

> FRERRENETE vs. BIERHEOERRZEE
Overtime vs. temporary work schedule change

XEARBREESIOVTULROROATA FESEB T,
See the slide after next.

133

TEETE
Work Schedule
MEHEOEEFZE Temporary work schedule change
mESE LO1BRIEA -1

Administrative work week Sun — Sat
July

[ sun [ mon | Tue | wep | THU [ FRi SAT

#2
ZEXFELCVSEOLEMAETIEZS -\m_

Give 1 administrative week advance notice.

15 16 17 18 19 20 21

2 23 2 25 2% 27 18]
X
[ 40 work haurs = |

134
SAHAREEE
Trial Period Employee

HAE - BEORTHAER THNSERANEE

Trial Period: Change to permanent employee when it is

determined that an employee's performance is satisfactory

Wi

135
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Holiday

= #filH Holiday
-FAYADHA  Us Holidays
‘12H29H~1H3H from 29 Dec to 3 Jan
-luDH 8H11HB  Mountain’s day 11 Aug
OB 7B DOFE3AEH Marine day 3rd Monday of July
REEHEADOHA  Employee Birthday Holiday

136

il
Holiday

» ESHLEADHME Employee Birthday Holiday

RESHEAP’HBELELEVA, KB EHRAICLHEZEE.
LEREHOEEOFBEFREAORAELTEESNS,
220%EBENERETHIBE, RLAMRASINS

In the event the employee birthday falls on a non-workday, rest day or
one of the holidays, the workday nearest the birthday will be designated
as a birthday holiday. If two workdays are equidistant, the earlier day will
be taken.

JuLy

SUN | mon [ TuE D [ THU FRI SAT
1 2 3 B 6 S)

Q 9 10 1 12 13 14

137

R

Discipline
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Discipline

EREDEE:
Employee’s Responsibility:

X B BHIBORBEHRFERITIIRIENDS

Employees are obligated to maintain discipline and
general order at the workplace.

139

ME (L)
Discipline (Contd)
EEHEDEET:
Supervisors Responsibilities:
(N REXEOEWVKEORBLEEMZ(EET
PEIRIRIBZIBE - HIFTD

Establish and maintain a work environment which
promotes high employee morale and productivity.

(2) OEELHBECOEEERT

Administer verbal or written admonition.

140

HE (k)

Discipline (Contd)

(3) FIFREEIBLETHY, ZOI5LIEBEDRIIE
EHELIZTHBIRUNAFEETZHE. B
RO LVHREINZSAZEEHLE
MLC/IHAE R 1T 43R &5 E%ZCOR/
Personnel OfficerlCigHH 93

When an administrative remedial action is required
and sufficient evidence exists to justify the initiation
of such action, submit MLC/IHA Report of Alleged
Offense with specifications of the offense and
recommended penalty to COR/Personnel Officer.

141
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ME (L)

Discipline (Contd)
FIFEEBLE.. . BEBFICERHTZNIRILONIEE
REEBZBIEL. B0 — R IRFF C BT
IBHILZEBMET D, EFEENSOOEXEFERIC
LB ERTREBZBIETIDICTATHEIEEZDS
N35SI, HFBEZLIVEREV

Administrative remedial action is...Official action which the
record remain at GOJ

The purpose is to correct the employee and to maintain

general order and morale within the working place. When it is

considered that a verbal or written admonition from supervisors

is sufficient to correct the employee, administrative remedial

action need not be followed.

142

ERBE Ry

Progressive Discipline

1. IERHIBE (BF)

Unofficial Action (Counseling)

> ASEEE Verbal reprimand
> XEEE Written reprimand

2. PRRHE (FHRIEE)
Official Action (Administrative Remedial
Action)

143

AIEE (555)
official Action (Counseling)

» FARESMERAA Explain the problem

EHRMICADP VT BN EON LA

Bl - [3A21H. HBLISBIFICIAE T EILkITE8K15
DI CRELL]

Explain what exactly went wrong - e.g., "On March 21, you
were scheduled to start work at 0800, but you showed up at
work at 0815.”

» EEBEDEEZREK Listen to employee’s side of
story

144
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AXBE (BE) (&)
official Action (Counseling) (Cont’d)
» {AI%ZHAT59 3 HE%BA Explain your expectation
RAIPIRTKRHONTNSEZH A
Explain what the rules and instructions require.
» MIBEBREDFvYA%5 X% Give a chance to
correct problem

Bl 2 [SBESTNIEELELEEINE R TH TS
Example: "Think about how you can stop being late in the
future.”

145

AXIEE (5E) (&)
official Action (Counseling) (Cont’d)
S&. TEPRESHEILIBEOBECOVTERS
Notify employee of the future action for the future
problem

Bl IREEZI LS REMRICLT, ARIEECESD ]
Example: “If you are late next time, lateness record as LWOP
and | will process official action.”

F0#%(25% 9 Maintain good records

XEERLEBOLY-LITIE OBTERELEFOAR
cRMFERHLTEL

Keep record of not only the letter of the written counseling, but
also the content and date of the verbal warning.

146

AXBE (FE) (&)
official Action (Counseling) (Cont’d)

» J4-FN\wHU%52Z3 Provide a feedback to
employee

FRURMREINTONE, ZhEER 3

B EZISOOWTCERL TSI AROINE, Hnn
LESALREEZSFNTVNET R

If the points supervisor counseled employee about have
improved, tell him/her about it. For example, "It's been a
month since | counseled you about lateness, but you've
been punctual since then.”

147
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A
A4
‘ iB#& Fine
AT
Official
Reprimand

NIEE
Official Remedial Action

A =
RE
I - Removal

Suspension

148

IRF5 e

Performance Issue

149

nE=N) 700
Employee’s Performance Issue
g Counseling
PDICHEW, EB DN TA-VYADEINEHETHREBEVNZFERIC
I?(—;ﬁ:)w PDs to objectively show where employee performance falls
short of standards.

ﬁﬁﬁgﬁ &%E‘I‘E Performance Improvement Program (PIP)
EHPHCIEEEENTERENOR LARSNAETNIL, fE2E S DB
(kDN B/TA-NYADE R EELREEZERADEN DL R
YEWILY-ICRRLT—EOHB -2V J%1T5

If there is no improvement in the employee's performance after intense
training, the employee should be trained for a certain period of time
with a letter stating the objective standards of performance criteria for
the employee's position and where the short coming of employee's
performance.

150
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X B OBTSHE
Employee’s Performance Issue

ﬁﬁ’&iﬁt?’ﬂ%ﬁ{ﬁ/\wiﬁ Reassignment to qualified position
PIPEREITLI ., REEBD+ DB EZITTERVEECE. 20
REBDRES - BIRICBLI PHBARESINS

If, after implementing the PIP, an employee is still incapable of
performing satisfactorily, he shall be assigned to a job commensurate
with the employee's skill is available.

H ZISIESIH?TG)IEJ% Seeking GOJ concurrence

PIPEEAIOREZG CA=EELRSHERCL5ELHD, PIPEIR
FT20THNIEHTIESOISEEE,

PIP may end up in a personnel action with concurrence by GOJ.
Please contact JESO if you are considering to process PIP.

A$?§I§ Taking Personnel Action

151
-
=15
Grievance
152
Hiaelk
Grievance
= REEBOEF
Employees’ right
» ERLEORE

Statement of dissatisfaction with specific aspect of employment

ERKREDERATRIRTES

Must be resolved within the authority of the USFJ
HREELTUIESEW

No retaliation action will be taken against the griever
HERLEBEEQ, BEICLYRBEERIRTELS
RAREHTS

The employee and the supervisor shall make every effort to
resolve the problem through consultation

153
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EROFIVIRIVE
Checkpoints for Grievance
XET, ZENBFRETRHEINTVSD
Shall be submitted in writing, in English or Japanese

FHREZ I AANTOTNRD

Shall be initiated by the individual directly aggrieved

AR [CEFERICSEASN TS

Shall be stated clearly and precisely
HWROTAVIRENERET-M>T180ALURTHEH

Shall be submitted within 180days the alleged act or condition
becomes known

HERE (E5LTRLLD) ZRARE[CERATLS D

Shall include remedial action requested

154

w5 T AT ERpE
Prior to acceptance and
processing a grievance

HXBLEFEQ. FLXOBELEVETI.

Employee and supervisor have informal consultations

BRARBOBHEITV., H50S3FEERLL. FEOHE
RER3, ¢

Collect and evaluate all essential facts

155

FIERE-EEE

First Step-Supervisor’s Responsibility

EXERORAEEZIS

Collect and evaluate all essential facts
10BEHLANICREEXETBMTS (BYBWESE
EREINBILEHD)

Reply decision to the employee in writing within 10 calendar
days (this “10 days” may be extended upon the conditions)

Y ENIDEEHF LK TEEILEMOED

Inform employee’s right to discuss with next higher supervisor
FE2BRBEOEBEBRLILTERMIIHE. 6BHUA
[CCORIZ%E(TT 3

If the griever present their intent to elevate in writing, forward the
grievance to COR within 6 calendar days

156
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===
ElL
Grievance
SUHIRE  B—RE  BRE  BSRR e Tl
(Prior to (1ststep  (2nd step (3rd step ?4th Ste,
acceptance) Grievance) Grievance) Grievance) Grievanc':)

ZwmENE  LwEE =
mec JEEE  EERE  Tum o ggmuspm  RORAE

Supervisor  Supervisor COR CORA
EERIBIE
na EEE  EEx MEEE awmw waems
Supervisor  Supervisor IHAR K|z IHA Admin
IHARA
£ LT
ke R 17EJ 333EJ 328EJ 332EJ

Form consultation

*MLC: RIS BEDESTOLAILET/any supervisory level up to but not
including the officer-in-charge of the functional unit

157
RIRREEERY STV
Hot Line Policy for LN Employees
KRR II VR TELELEE, &
Hot Line is no longer available.
158
= ren
(FOE
Award
159
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(&5 8 R U#hF5 phHE A
Awards and Appraisal for Performance
= BrRlFHE = [F5ERER
Special Step Increase Time-Off Award
= > ENES AR S EIRIR
. %%l&jﬁ Performance Time-off
Honorary Award Award (PTOA)
N > AV Y- ARV MFSE
» KEEFRRE KB
Length of Service Award On-the-spot Time-off Award
(STOA)
160
FRl AR

Special Step Increase (SSI)

FRIRMRE, EELVIE TN EBIEREZIND
EREEEICHL. EHIFHRICINZ, S5IC2 S
EF2HEICELITHRVS

SSl is to recognize an employee’s
exceptional performance by granting 2-
steps increase in addition to yearly
Length of Step Increase (LSI).

161

FRI A4S
Special Step Increase (SSI)

EH A # B General Rules
» BEREEBD20%EBZTUIHRSEL

Not to exceed 20% of the eligible employees
» 1A1HOEHRROBCSERLY2SELMOSEL
S SRS

2 micro step increase on 1 January in addition to LSI

= FHERARIG10A18~9A30H (1£R))
Rating Period: 1 October — 30 September

162
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2.

el b
Special Step Increase (SSl)

BIREMH-Z0 1 Qualification #1

1.

BEESEIGELTWENVERREEES

Permanent employees who hasn’t reached max-step
FHEEAR LRI ICE AR B L LTAFE L EBTEL. 2055
PESEEVERBREOBACERLTVS

At least 4 years of service prior to the evaluation period and at
least one year of the current position

. 3F(C1[E

Not more than 1 SSl in 3 years

163

FRl AR
Special Step Increase (SSI)

EREH-20 2 Qualification #2

4.

R — AR R (S4B R G L VIS R (3 5 B AR IR Z R F(C
ZIHN
May not receive PTOA on the same evaluation period

. 10A1H~9A308 X TORMICEFEHD5/6 LA LBEILTWS

Over 5/6 Attendance 1 October — 30 September

. FHEEA R P IC AR E R E R IR R A ORI REBO TV

No Performance Improvement Plan (PIP) /Disciplinary Action
processed during the evaluation period.

. {EAJI374-L : USFJ Form 12

Use USFJ Form 12

164

(F5 B KRR
Time-Off Award (TOA)

 EEBICEERBRLLTUNE

Granted as Administrative Leave

. BB, SEFAVTRELTOAR BB REHEE(JFY)ICERIIND

Allocated to organizations each JFY.

. 2BHEDF5E KR (STOA-PTOA)

Two types of TOA
« On-the-Spot Time-Off Award (STOA)
« Superior Performance Time-Off Award (PTOA)

BETE5SN3STOALPTOADEEH 3 =485/

May not exceed 48 hrs in total per calendar year.

165
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(F5 BRI
Time-Off Award (TOA)

. ENZNEARAICERL. REAOKREKILHERTS

Must be used within the specified timeframe otherwise forfeited.

L BSEMIESNERISTOH TERTES

Must be used in the unit/organization where the nomination is
made.

. EEEOEREICHVTOADKRER DR RMEZEELICEELTE

B
TOA hours must not be transferred to other org ICW employee
transfer.

. A9 374-L : USFJ Form 12

Use USFJ Form 12.

166

AV Y Ay MMESERIR

On-the-spot Time-Off Award (STOA)

EEEHAR : BRI AT AMTONEADS14ER LA
Nomination period: within 14 calendar days from the date of the
special act to be recognized

WM& BHEES. SRS, HRRE/LES
Applicable to Permanent, Post-Retirement, Limited-Term
employees

1EBIAITAX (Y- For a special act or a service

fTESNBH5REE | —BlICOZ4~8I5H (FREFH6FMET)
4~8 hrs per nomination (NTE 16 hrs in total per year)

FESNTHE3NARMEH

Must be used within 3months

167

NS RRIE(Z S B IR

Superior Performance Time-Off Award

(PTOA) - 1

H AL Basic criteria to be eligible for PTOA :

WER  EAREE. SREES
Applicable to Permanent and Post-Retirement employees

RIE 1 FU LORRIBESHRE

12 months of superior performance

FHli#AR - 1081H~9A30H
Rating period: 1 Oct — 30 Sep

fTESN BRI : 16~4085H
Hours to be granted: 16-40 hours

BFE1R1B[fI5Sh, BEREH

Granted on 1 January and must be used within calendar year

168
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EhIERRIE(F S B AR
Superior Performance Time-Off Award
(PTOA) - 2

Z0fthDZf¥ Other criteria to be eligible for PTOA :
1. FHEHREZEL TR—BECHRITVSZ L

Must be in the same position throughout the evaluation period.
2. FHEEARIMETIC D B E12 BTEEEL TV B

Must be on the payroll for at least 12 months prior to the
evaluation period.

3. FHEHAR 65 D5 EEIFEL TS
Must have achieved five sixth or more attendance during the
evaluation period.

4. pRiEm EEHEPERBEOHRTEN

Not have involved in PIP or adverse action.

5. A—OFHEAREICEFRIFMH (SSI) [CHBINhTLWEWL

Not have been nominated for SSI during the same rating period.

169

EEREEFIE

REAZhEEE

Civilian Service Achievement Medal (DA 5654)

Commanders LTC and
above or Civilian

DA Honorary Award
REORR
Approval Authority
RHABESEERE P wresmzunce
Superior Civilian Service Medal (DA Form 7015) o MACOM Commander
REABIhEGERE %
Meritorious Civilian Service Medal (DA 5655) b a
REAEMERME w
Civilian Service Commendation Medal (DA 4689) 8
' PELEORASE R
, ASHRORMA

equivalent

170

PEEZREEFIE
DA Honorary Award

TRBERESER. X NVOBERECEROHOBRE LD
No Medal Presentation, Certificate only

HATEIVI. BEASEXEBHCRRINEED

Approval Authority: Local Commanders or other local authorized individuals

KEPEERFAE
te of Achievement
DA FORM 2442

Certificate of Appreciation
DA FORM7013

171
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EEAREESERGFE

DA Honorary Award Nomination Form

DA Form 1256

BREQBAERLENELT-FEER
EX-VTIDTA-LE—HEICIRETS

A letter of justification (in word or
email) should be submitted along
with this form.

172

AEREHEICRAT 3B EHEDRE

Responsibilities of Supervisors
for Training Plan

PN ks

WorkForce Development

173

r-ZYJ0BEK

Learning Objectives

ERXKEEDIVYIVERETIETILHIC, EBHIR
WIRAREEEDMN -ZVJ VAT LICDWCIERLG S
155, BTAEY Y TN E 9 (CEITIBRHDR
FIVERBEFICOFBIENTER LS, BEYIRN -2V
ZETICIRIETIEENHBILEEBIRTS

To support USAJ’s mission accomplishment, supervisors are
required to obtain exact knowledge of local national training
system and understand their responsibilities to provide
subordinates with applicable training which ensure that the
subordinates acquire the skills and knowledge to satisfactory
perform their assigned duties.
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F-ZYVJ 0B
Learning Objectives
ROBERRTS

To understand the following points:
= M-IV 0REH
The necessity of training
= M-ZVJCEI3EBEEOEE
Supervisor’s responsibilities for training
= RHRARESIN -ZVJORLELEZ3IDDER
Three (3) core elements of local national employee training
= bL-ZVJ0OESE
Type of training
= ZEOI-I
Administrative Information

175

HAFSNBFE R
Learning Outcomes

> EAREROHE5T. BATFETHRBOIVYIVEREICER
FREHOM -V T OREMLERATES
Able to illustrate the necessity of training to ensure accomplishment of their
mission as well as USARJ.

> EABIEERFHE(DP)DERRZEE®. BT ICHEN DB B~
ZVVERETBILNTES
Able to identify necessary and applicable training for their subordinates,
including preparation of IDP.

> BT ORIEREARKICETZERPBRCER. HUIBIENTES
Able to answer and deal with any questions or concerns arisen from
subordinates regarding their career development.

> BRHIRBREESO M -ZV TR EICREIZB S OREERMAL. BT
ERV-ZVICBMEEREHDBDELFHRIELDILNTES
Able to describe their responsibilities for local national training plan and take
the necessary procedure to nominate their subordinates to training.

176

ro-ZVJDEN

The necessity of training

= ERXEEOMission ERK

To support USARJ’s mission accomplishment

BRI MIRARE XSO

To meet the increasing expectations for LN employees

» BEINSZHEMBEPHEIBREOMEEERICTF
To proactively address issues that could be attributed to
management-employee relations or work environment

» EBEEORABECHESTRAOMSE

Response to the changes derived by the organizational

realignment and/or restructure
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EEEORE

Supervisor’s Responsibilities

(BEEEDASEE]

Personnel Administration

TEROERY.
RiEsH
Work Assignmen
& Review

5. RA
Recruitment,
Selection

158, AR
oJT,

Training

RIBER, 358
Bk, HIE0E
Leave, Award,

Discipline,
Grievance

AL DRE
Position
Management

178

EEEOEE
Supervisor’s Responsibilities

EBEE, XBELS5IOCLELKMEMBE, HEBNMERICIETS
ZECEENHD, MFERETBICHHTS, TROBEOWTNIEERY
3t0LI3

Managers and supervisors are responsible to ensure that employees acquire the skills and knowledge to
satisfactorily perform their assigned duties. Any of following criteria will be applied to determine training
needs--

1. ERREROERERHEZ IR T B
Supports the organization’s strategic plan

. REBOREOWIBEENEM LSEZAK

Improves an employee’s current job performance

2

3. REBONIA-VVAEHRESE, @ ESEBIR
Allows for expansion or enhancement of the employee’s performance .

4. REOCHBOBEANTAHINREEOREEZRL. MOFRMNICLELS
NBEHERTHEICT BRI
Enables an employees to perform expanded duties that may be outside of their current job but at
the same level of responsibility

5. EREXOAEEECHER. BEHFELVLERICHLTESIRER

Meets the organizational needs in terms of human resource plans, restructuring, and/or program

changes USARJ /(Y7L 690-1 (USARJ Pam 690-1)

179

==
BEEHDEE
Supervisor’s Responsibilities
1. REBEMEL. EHRTORNPRCLELIRESETS

Assess each employee to identify their training needs for mission accomplishment and
development

2. 2TORERIC, *F14-1bETEDSNEIRE ST MENRERE
RICREIED CHABBEAIL 7230 BEEBRERBEOL)
Assign employees to complete *training identified in paragraph 14-1b, above, and
ensure all employees receive mandatory training. (*New Employee Orientation for MLC/MC/
IHA Employees and Basic Supervisor Development Course)

3. REEXBICHLAFEN OFFICHIFERZIRMTS
Provide employees training opportunities fairly and equitably

4. REEBOIBROBDEREICOVTELA. 5 BIEBERELRE
SHBLBHICEHHICBISZ25R3
Counsel employees periodically to discuss training needs and identify their individual
development

USARJ /{Y 7Ly 690-1 (USARJ Pam 690-1)
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EEEORE
Supervisor’s Responsibilities

&5 B 5E R FHE

(IDP: Individual Development Plan)
B&
fEEEN, RHOIREERNTFERZEL T, HESNRECHIBLED
URIVEMIFTBILERERICT B, &, RESH, RESNEEHEEER
LEBET 1=0ICH LWV, RIS LURE N ERERTIILICEST, it
DOEERHTIXIBLLBEE5, FEIDPIL. FIEEIZCERMEEHHE
BO_-ALBBEEHICERIZ0T, BROESEXIEIZIEOLES
The IDP ensures that the employee maintains the current level of job proficiency
through continued training and developmental activities. It will also help employees
see a career path by identifying new knowledge, skills and abilities to pursue and
reach the established goal. The IDP will also support organization mission since

goals and developmental activities are linked to organizational needs and job
requirements.

USARJ /{Y7Lyk 690-2 (USARJ Pam 690-2)
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FL—ZY D ERE3D0DER

3 Core Elements of LN Employee Training

[BEEDLyTV-5 -1 K 2HEE S K]
LN Employees should... Y-5-9yF

with sense of
S L tEOMERZERL. ZFANS leadership
understand and accept cultural diversity and
other’s value

B R, RIROZEALICIRISY B 131zh-vavA
respond to changing situation with communication
skills
BRE. JORREHALS @A
be the workforces with initiative and
professionalism
F-L9-U

EEMICEZ, THTS with team-playing

be proactive in performing activities spirit

182
FL-ZYJ DR LEEB3IDDER
3 Core Elements of LN Employee Training
F-L9-9
Teamwork
EFSERK
Mission
Accomplishment
131=57-vay Y-5-2v7F
Communication : \ Leadership
183
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FL-ZYVJ D&
Type of Training

A
Mandatory
E)]
Career Development

Non-Paid Class EREEYR-

Administrative and Clerical Support

BRI
Unit Funded Class

Self-Development

20215E4BRE. MEN-ZVIZERE, RETEI-ZVJ0BERE
WEOBFRABEHARICLOTELS

As of April 2021, training opportunities for each type, except mandatory training,
depends on servicing JESO at each area.

184

ZEOI-I
Administrative Information

= 2TOM-ZVJBEBREMTCITONE S, SICEEEED
Supervisor’'s advance approval is required for attendance because
employees will absent from work

= AR -ZVJOFBEREFEBBOFETENMEDNS
(BABELELZSMEITELRWN)
The tuition of unit funded training must be covered by the unit's funds.
(Employees cannot participate at their own expense.)

= RTOREFHREIEIN-ZVII-T1%-5- (FROBEEESEO
HEE) ENLTITOHNG
All application procedures must be initiated by a unit training coordinator (for
Okinawa, a unit training POC).

= ETHROSNZEHICE -2V THRERBD80%U L (HIE+
L-ZYJ0%HEF100%) OBERIFVE
Attendance rate must be 80% or more for each training. (100% for
mandatory trainings.)

185

ZELOEES
Administrative Information

= FL-ZVJORR (ETORE, RETAMOZRIT, FL-ZYJHD
FRETEIE2EY) BEBECEREINDS
The training results including completion status, score of English proficiency
exam, and even their problematic behavior during training (if any) are reported
to their supervisor.

» BRERPEDSN TV -2V DBE, BRIERTELRNG
ARERAMICERTERL
Only those who meet qualifications can attend training that requires the
qualifications for registration.

» BEFEIFEBOXFCEEEVMEARFRNNCEBEINEN
Training will be cancelled when applications are below the minimum required.

= BEEFBEEEEA-N-LEBE. ZETIRVILYHE
Applications will be screened when they reaches more than the number of
seats available.
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