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NON-PAID CLASS (#E¥95X)

MANDATORY COURSES ~ihf&~

Basic Supervisor Development (BSD) Course

This five-day course provides MLC/IHA supervisors with an understanding of supervisory
personnel duties, responsibilities, and practices that introduce supervisors to the concepts and
theories which are the basis for good personnel management.

This course covers the following subjects:
¢ The Role of the Supervisor
e Selection and Placement of MLC/IHA Employees and Work Schedules
¢ Regulations and Policies of MLC/IHA Personnel Management (Discipline, Leave,
Grievance & Awards )
Position Management and Classification
Supervisor Safety Management
POSH for Supervisors
MLC/IHA Training Plan
Intercultural Communication
Effective Communication
Coaching Skills
Counseling Skills
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New Employee Orientation for MLC/IHA Employees

This three-day mandatory course provides new MLC/IHA employees with necessary and
accurate information pertaining to the duties and the responsibilities while working for US Army,
Japan.

This mandatory course covers the following subjects:

¢ USARJ Mission, Organizational Structure and Military Ranks
¢ Regulations and Policies (Discipline, Leave, Grievance & Awards)
e MLC/IHA Training Plan

¢ American Language Course Placement Test (ALCPT)

e Environmental Awareness

e Cultural Diversity

¢ Fire Prevention in the Workplace

¢ Prevention of Sexual Harassment

¢ Safety and Risk Management

e Security and Traffic Regulations on post

¢ Health Insurance Society Activities for MLC/IHA Employees
¢ Introduction of Computer Training and Internet Security

e Introduction of DFMWR Events and Facilities

e Camp Zama Bus Tour
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CAREER DEVELOPMENT COURSES ~FE& 3§ ~

Advanced Supervisor Development (ASD) Course

This course is for MLC/IHA Supervisors who have already completed the Basic Supervisor
Development (BSD) Course and will be held on an irregular basis in accordance with
commandant needs.
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Professional Development for MLC/IHA Employees

This three-day course is designed for MLC/IHA employees who have a 3-year and above work
experience in the USFJ installations and serve as a key person in their respective offices. This
course provides the participants with updated information on MLC/IHA workforce and necessary
tips for future leaders.

The subjects to be covered are:
¢ Overall MLC/IHA Employment
¢ Regulations and policies of MLC/IHA personnel management
(Discipline, Leave, Grievance & Awards )
¢ How to develop human skills
¢ How to build a good human relationship in the workplace through effective communication
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ADMINISTRATIVE & CLERICAL SUPPORT COURSES
~EHEEY Rk~

Basic Office Administration

This 2-day course provides MLC/IHA personnel, assigned to positions that require basic office
administration skills and techniques, and general knowledge of the U.S. Army as well as USARJ,
USAG-J and Installation Partners. This course also provides Basic US Army Military
Correspondence knowledge, skills and techniques to MLC/IHA personnel who are currently
assigned, or will possibly be assigned to handle Army Correspondence.

This course covers the following subjects:

The Structure and the Role & Responsibilities of MACOM, USARJ and USAG-J
Military Ranks & Insignia

US Army Abbreviations and Army Regulations

Information for the US Army Correspondence

Computer Security

Rules on US Army Mailing System

Definition and Use of US Army Correspondence

Structure of Memorandum and Typing Rules
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COMMUNICATION SKILLS~a5a=%5—33> 0~

Cross Culture Workshop

This course aims at fostering course attendees develop greater cross-cultural understanding at
workplace. The subjects to be covered are:

¢ Cultural assumptions, behaviors, and values of Japanese and American

¢ Cross Cultural Impact on job performance

¢ Conflict resolution under different cultures
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Customer Service in Work Environment

Nevertheless our task is not directly related to the type of customer service, which restaurants
and recreations do, we all need to realize that there is a customer service philosophy as

US Army standard.

In this training, we learn about developing our quality of work and relationship from the customer
service aspects to make our internal - external work environment better.

(The course is conducted in Japanese)

This course covers the following subjects:

1. What is the type of customer service which US Army is looking for?
2. In our work environment,

¢ How can we improve our service?

¢ Recognizing problems and solutions

¢ Showing the spirit of professionalism

BS I HFRHRFIT— P —EX

Eh TEIKFAT-BICES T MBOBRED Y —ERICEAOLLLEVEISETHOTHARIT——ER
DEBIIRYITY , COM—ZVJ TIEARZT—F—ERMBR AN SHEEOE L ABB RO R L
[SDONWTEV, BEBZEBELTHEORANEMBICEENTESRREZEELTVEET,

(BAGE

(BERR]

1. US Army B3RO TLEHRET—-H—ER&EIF? D
2. BALOBIGICERLLEHE T, Q, g
¢ TEHLEERD—F-BbDBWIZETTEDHREIT—H—ER

o IRED R LARR
c TJOEHEETH

- 7 -For Survey Use Only




Assertive Communication

In this course, you will learn what assertiveness is. Assertive behavior tends to be exhibited by
those who respect the rights of other people to express their ideas, feelings, and needs, while at
the same time recognizing that they too have the right to express and pursue such matters.
Being assertive means:

Being honest with yourself and others

Having the ability to say directly what you want, need, or feel, but not at the expense of

others

Having confidence in yourself and being positive, while at the same time understanding

other people’s points of view

Being able to negotiate and reach workable compromises

Having self-respect and respect other people
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UNIT FUNDED CLASS (H¥495X)

ENGLISH LANGUAGE SKILLS ~EZ=uE~

TOEIC IP Test

The TOEIC test is the world’s leading test of English language proficiency for people whose
native language is not English. It is administered in about 90 countries around the world and
approximately 1.7 million Japanese examinees in 2009. In Japan, in addition to the regular
test administered eight times a year as TOEIC Secure Program (SP), the test is also offered
under the Institutional Program (IP) to more than 2,700 institutions including business firms,
universities, and other approved organizations. Each IP test examinee will receive the Score
Report with his/her name, test score, and test date in place of the Official Score Certificate that
are given to SP test examinees. Although IP test forms are reused SP test forms that were
administered once several years ago; however, the validity of both IP and SP results are
judged to be equivalent. TOEIC is a two-hour, paper-and-pencil, multiple-choice test
consisting of 200 questions divided into Listening and Reading sections. The test score can
range from 10 to 990.

Above information was obtained from
TOEIC Official Website: http://www.toeic.com

TOEIC FA1F 525 #/Z (TOEIC P 7XF)
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IP AATRARTIE, 2FATRANTHRITINSANXFEESE (Official Score Certificate) [EFETEINFEHE
AP, ZEBREL-ZBB-BRNEHINRITLR—EITINET,

TAMERKIE. YR=2T (45587 100f) £)—T 124 (755 .~ 100f) d2DDEI 3w h
LiEY, 2B T200MICEATE T . TAMIEX DA THERINTEY ., IRTI—I>— A THE
EZELFET, BRI 2007 a0 EHHE-EHNREI1I0ANOREI90RDEFHELYES . T
ALDFERIT. FERZR17BLUAICERBREITESNET,
* FERDIERIT. LLTD TOEIC AKX YA rhoiLELE
TOEIC XY A+ http://www.toeic.or.jp/toeic_en/ (FEEEkR)
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- 9 -For Survey Use Only



http://www.toeic.com/
http://www.toeic.or.jp/toeic_en/
http://www.toeic.or.jp/

TOEIC Bridge Test (Introductory—Elementary)

The name TOEIC Bridge incorporates the concept of a "bridge" to the TOEIC test. The TOEIC
Bridge test was developed as a global standard with which to measure the English language
proficiency of beginning learners. It was developed by Educational Testing Service, the world's
largest test development organization which developed the TOEIC test. The increasingly
widespread use of the TOEIC test among companies, organizations, and universities, has led to
rapid growth in the number of requests from educational establishments such as universities,
senior high schools, junior high schools, and their students, as well as the general public for the
creation of a test for beginning learners that would be "easier", "shorter" and "more familiar,"
than the standard TOEIC Test. It can be used as a first step for those who are about to climb
the stairway to higher English proficiency with the eventual aim of taking the TOEIC test, or as a
motivator for those who have already taken the TOEIC test but have yet to achieve a
satisfactory score.

TOEIC Bridge TX~ (ZZEZEIDE)
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General English Introductory (Introductory-Elementary)

This course is for Introductory-Elementary level of English Speakers. Japanese Instructor teaches a
very Basic English (Greetings, Self-introduction, how to ask/listen to questions and/or instructions)
that could be a stepping stone to develop everyday English Speaking Skills. The goal is to help
course attendees to become comfortable communicating in English at workplace.
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General English Basic (TOEIC 400-545)

This course aims to solidify and expand the attendees' Basic English language ability. It gives
course attendees chances to brush up their comprehension ability through quiz, dictation
exercise and discussion.
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General English Intermediate (TOEIC 550-695)

This course aims to develop greater conversational English skills. Course attendees will acquire
the language skills to express themselves in varying degrees of courtesy and confidence. It
aims to be able to put forth ideas logically, cohesively, and with the appropriate measure of
politeness.
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General English Advanced (TOEIC 700-850)

The purpose of this course is to facilitate acquiring advanced level of English skills through
discussions and debate about various complex and controversial subjects and develop higher
expression and comprehension abilities.
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Business Writing Intermediate (TOEIC 650-745)

This class teaches the basic business writing skills to be able to prepare correspondence, e-
mail messages for coordination and/or meeting arrangement, etc through everyday English
phrases and expressions.
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Business Writing Advanced (TOEIC 750-above)

This class enables course attendees to communicate better and accurately in various business
situations. Course attendees will learn ways to handle such situations as running the meeting,
arranging the business trip, handling claims and business correspondence, reporting and
negotiation.
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2-day Intensive Introduction to Interpretation Course
(TOEIC 800-above)

This course introduces basic and fundamental English-Japanese interpretation techniques.
Materials are mainly business oriented that cover speeches or interviews, and course attendees
will be able to attain basic English-Japanese interpretation skills.

[Course Schedule)
2-Day Intensive Introduction to Interpretation Course 8hrs x 2 lessons (total 16hrs)

This course covers:
e Mental Attitude of interpreter
The essence of interpretation
Reproduction, Sight-translation, Shadowing
Numbers in English
Note-taking
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Quick Response Training Japanese to English
(TOEIC 730-above)

This course will be conducted intensively. Varying form words, phrases to passages, practice
quick translation from Japanese to English. As this quick translation requires natural way of
thinking in English as well as accurate grammar skills and a certain level of vocabulary
knowledge. After completing the course, the fundamental English skills and accuracy and
smoothness of output will be expected to improve.

[Course Schedule)
Quick Response Training Japanese to English 2hrs x twice a week x 8 weeks (total 32hrs)

HZBRO1vIL A X5 (TOEIC 730 & LI E)
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NON-PAID CLASS (E¥4H5X)

MANDATORY FOR US SUPERVISORS
Administration of MLC/IHA Employees

This one-day course provides U.S. supervisors of MLC/IHA employees with a basic
understanding of the Master Labor Contract/Indirect Hire Agreement personnel system. The
course presents the requirements and responsibilities of personnel who supervise MLC/IHA
employees and discusses the content and practices of the

Master Labor Contract and the Indirect Hire Agreement.

This course covers the following subjects:

¢ Overview of the Japanese Employment System

¢ Overview of Japanese Employee and Services Office
¢ Recruitment and Placement

¢ Position Management and Classification

¢ Employee Relation and Recognition of Employees

¢ Training and Career Development

e Labor Cost Sharing System

¢ MLC/IHA Safety Awareness Briefing

HEALTH INSURANCE SOCIETY PROGRAMS
~HEEZRERARMCIERER~

We, Training and Career Development Br, support the Health Insurance Agency for MLC/IHA
employees to sponsor the “Seminar on Prevention of Life Custom Diseases” program for
MLC/IHA employees. These programs aim at maintaining productivity, health motivation, and
increased morale at the workplace.

R R T EEE R RREADEEICKDIBE Y- BRREE 2T —VICL-#EE
SEmETIELTVET, FRIF 201 1EEICERL-BDOTY,

Seminar on Prevention of Life Custom Diseases

e Laughter Yoga
¢ Metabolic Syndrome and its prevention
e Latest Cancer findings

& EE R R ES
o STA— (%N IH
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o BEHUIEH
Seminar on Mental Health
e Cognitive Therapy
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