United States Army Japan Merit Promotion and Placement Vacancy

22 )i Ji ¥ 7 7/ Announcement No. J& 1] DT ¥H/Employment Type ZE4E A\ %X/Number of Recruitment
IHA(1)25-011 IHA % ] / THA Permanent Employee 1

SLAE#iH/Area of Consideration

L] 4T/Al

BENREIN (38 2 ) 7EE 542 T/Al, within the Commuting Distance (2hrs/Way)

(] 81 MLC/IHA 7% B /Current MLC/THA employees

(] 3 MLC/IHA f¢3 5 Cl#hiEm (i 2 Bf) 7EfE 75 / Current MLC/IHA employees within the Commuting Distance (2hrs/Way)
L] FRRsbBRAES B/Current MLC/IHA Employees within

WfE4 - BRFEE 5 - FOARKG SR - S:8k/Job Title, Job Number, BWT, Grade HARAA/ Basic Wage

Charge of Quarters Clerk, #308, BWT 1-4

* N ELEEHIE 4 2 [ / Please see Important Notes* BWT 1-4 :%230,000 ~

Jitiz% 44 /Location %4 /Organization

% v > 7 JEfH]/Camp Zama Zama Lodging, BOD, DFMWR, USAG Japan

SIS/ Work Schedule

40 FEfHl/Hours Per Week (Early Shift 0715-1600/ Daily Shift 1415-2300/ Night Shift 2245-0730/ Middle Shift 1100-1945 Recess:45 min)
HM K/Tu KW A/Th &/F +/Sa H/Su
75 HI| )% /Trregular Shift Work

SLEEHARI/Opening Period
5 Mar 25 — Open Until Filled (1st Cut-off: 19 Mar 25, thereafter every Wednesday)
BREE IR B D% 3 KR, %5/ Resume Must arrive by 1500 on the cut-off date

i Z # IH/Important notes

- FE£7H5 55 /Benefits & Allowances.

I T4 /Area Allowance: FEAHE D 12%(12% of Basic Wage)

% F Y4 /Housing Allowance: H % 51 28,000 [1(28,000yen/month (max.)

HE)F 2 /Commuting Allowance: H %5 =1 55,000 [1(55,000yen/month (max.)

$%48 F 4 /Family Allowance: (H %H)BELHF 3,000 [, - 11,500 [ (Spouse 3,000yen, Child 11,500yen/month)
O B2 - AFR TS (Summer and year-end allowances, etc.)

YRR/ Annual Leave: 4 20 H (20 days/year)

HRIRRFEA5EE,. ~ A 7 —@BE) Al (Social insurance and pension plan fully covered, car commuting allowed)

F v/ Age
18 % ~60 1%, TLFEFin% EBR  Ages 18 to 60, Up to the advanced age of 61




Duties:

1. Interviews incoming guests to determine room assignment. Assists clientele in the completion of required forms and
registration cards and issues room keys. Posts registration information on the registration card. Answers questions
pertaining to rules and regulations governing the assignment and use of rooms to incoming guests. Computes charges for
guests checking out, receives payments and room keys, and renders receipts. At end of shift, accounts for and secures
cash. Orients guests concerning use of facilities and equipment and other facilities available on and off post. Answers
billing questions and concerns. Transfers guest calls, takes messages, and relays information to responsible party.
Answers questions pertaining to rules, regulations, and procedures that we follow for making reservations. Assists walk-
up guests and answers other inquiries received by phone. Makes reservations for incoming guests based on room
availability. Provides statement of non-availability when applicable. Adjusts minor complaints and reports same to Front
Desk Supervisor / Lodging Manager.

2. Completes minor maintenance for guest rooms. Maintains the log book for anything that happens while on shift. Prepares
and sets up the Sunrise Start (continental) breakfast when early and night shift. Prepares the daily night audit report and
financial closing reports, prints out report for the Housekeepers (expected arrivals/departures, in-house, special services,
housekeeping attendance sheet, etc.) when night shift. Operates a government vehicle to meet customer's request such as
delivering towels, linens, etc. to distant lodging buildings. Drives vehicle to other buildings to assist Emergency
Responders with keys to open buildings and rooms and verifies guest lists with the fire department and/or the military
police in case.

Performs other related duties as assigned.

HIENEGNZEE R YR /| MINIMUM QUALIFICATION STANDARDS (MQS) Requirement :

Must have at least one (1) year of general work experience** OR Completion of two (2) year junior college/university or
technical or business school**.

**When substituting education for special experience, a tentative graduation letter and transcript, or a certificate of

graduation/diploma and transcript must be submitted together with application. Failure to submit required documentation may
result in non-consideration for this position.

R X B ¥EFE S L L / Required Language Proficiency Level (LPL):

Language Proficiency Level 2: Average proficiency

*FRBICMNE L SNAEEH LI ONWTOFHEMIIF—Lb_N— FEBRLITITE,

Please see our website for detail information on the required LPL.

BRINDFTA LR - [ETEEE - FEFHE / Required Licenses and Certificates:

Must have Japanese driver’s license. (AT limited acceptable)

BRI AEHASEM / Required Condition of Employment:

1. Must be able to work an irregular shift including weekend, and needs to work on all holidays, to include Thanksgiving,
Christmas, New Year's.

Must be able to work overtime or temporarily adjust work schedule as needed.

Must be able to obtain and maintain Military Motor Vehicle Operator’s License.

May be required to stand for the duration of the shift (8 hours).

This position is designated as Mission Essential. Incumbents are required to report to work or to remain at work
to accomplish the mission of US Forces Japan during emergencies or exigent situations. Designations are NOT
tied to combat operations or mobilization.

wewDN

B A A v L— K/ Time in Grade (TIG):

To be promoted, current MLC/IHA employee applicants must have completed at least 6 months in any USFJ permanent
positions at the next lower grade (BWT 1-3) or equivalent position outside USFJ. The period served by any job title at the
required BWT and grade as well as the period served as Temporary Promotion at the required BWT and grade or Detail at the
position of record could be credited. The application must demonstrate the TIG requirement being met.



JFERFIZEE 95 § D/ Documents Required to Apply (Applications and Other Documents)

55 F & / Applications :
1. (1) JBJEEE/USFJ FORM 196aEJ (2) Ik #2HEHE: / Resume of Work Experience

A 55 AR DL A S EE / Language to complete applications :
J&5E/ English

WERATESE / Required attachments :

YEFEN DOFEHED =2 v°— (ALCPT, TOEIC L&R®, TOEFL®, CASEC, #H D3 417%>) /Copy of English certificate
(ALCPT , TOEIC L&R®, TOEFL®, CASEC or EIKEN)

H AR O E#E 5 7P FE D 2 B —/Copy of Japanese driver’s license
B R I D 22 3ERE 0 = ¥ —/Copy of diploma of highest education completed.

% DO{t/Other Please attach copy of the required license and certificate. / B EH « FEHED G L2 TRMA LT 7EEW,

SEEE CKEMEELZ BRDOFIIER I — FEITFRKEREREDO 2 ¥ — (i) Z#{Fo 2 & /For those who have a

permanent residency of Japan must attach a copy of Resident Card or Special Permanent Resident Certificate (both sides).

Ji 2 7 15/To Apply

o LEOEFEFHAMUHETICHYOANFRECTHED LUIE AL THEEL T LI, MU HOT% 3 Kk,
SN FEEFITR AN L E+H A, Mail/E-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. All submitted
documents will not be returned.

o ZTOM, JEEFFOEFEEFEIZOWTILY = 79 A b(https://www.usarj.army.mil/gojjobs/) & =& < 72 X\ V/Please refer to
the website (https://www.usarj.army.mil/gojjobs/) for other notes for application.

FREAR LT DV T /Selection Status

o BERMIZOWVWTIL, V=T WA b ED NEERN) % ZEE < 72 E \(hitps://www.usarj.army.mil/gojjobs/)/To confirm
your selection status, please refer to the website(https://www.usarj.army.mil/gojjobs/), “Selection Status”
o i, BT A NETOBMWE DT ITEE < 72 S\ /Please refrain from contact by phone and/or email

HEH 4t/ Submit To

Email*: usarmy.zama.usarpac.mbx.usarj-g1-ln-application@army.mil

*E A= NVICBEESLEER N L TURET 2581, A—VOBLICEFIERES (B : MLCI)17-001) A/ LT
< Z&V), /Please include Announcement Number (e.g. MLC(I)17-001) in the subject line when applying by e-mail.

ik T252-0000 RSB T % v > 7 Bldg. 101, W137
EHKEESE HARNFFBED EHMR HAI)25-011

Address: Bldg 101 W137, Camp Zama, Zama-shi, Kanagawa-ken, 252-0000
JESO, G1, USARJ IHA(I)25-011



mailto:usarmy.zama.usarpac.mbx.usarj-g1-ln-application@army.mil

