	United States Army Japan

Merit Promotion and Placement Vacancy Announcement
	雇用の種類/Employment Type

 FORMDROPDOWN 


	施設名/Location
 FORMDROPDOWN 


	空席告知番号/Announcement Number

IHA(II)13-006

	募集期間/Opening Period

Open Until Filled
	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
CHARGE OF QUARTERS CLERK, #308, BWT 1-4
	基本給/ Basic Wage
￥185,800~

	部隊名/Organization

Zama Lodging, DFMWR, USAG-J
	勤務時間/Work Schedule

週　 FORMDROPDOWN 
　時間制/Hours Per Week、　     ～      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　SEE BELOW

	職務内容/Duties

1. Interviews incoming guests to determine room assignment.  Assists clientele in the completion of required forms and registration cards.  Answers questions pertaining to rules and regulations governing the assignment and use of quarters; issues room keys.  Posts registration information on the registration card.  Computes charges for guests checking out, receives payments and room keys; renders receipts.  At end of shift, accounts for and secures cash.  

2. Orients guests concerning use of facilities and equipment, and other facilities available on and off post.  Answers billing questions and concerns.  Assists or arranges transportation between lodging facilities.

3. Makes reservations for incoming guests based on room availability.  Provides statement of non-availability when applicable. Completes minor maintenance for guest rooms.  Adjusts minor complaints and reports same to Front Desk Supervisor /Lodging Manager.  Maintains the log book for anything that happens while on shift.  Performs other related and incidental duties as assigned.



	必要資格条件/Qualification Requirements

1. Must possess the ability to read, understand, and speak English at least LD 2, TOEIC, 600 or equivalent. 

Possession of LD 3, TOEIC 730, or equivalent is preferable.

2. Must have good computer skills such as Word, Excel, PowerPoint, and typing skill.

3. Must have a valid driver’s license and be able to obtain an OVA license.

4. Must be customer service oriented.

5. Cash, Check, and Credit card handling skills are vital to this position.


	要求される勤務状況/Required Working Condition

SHIFT SCHEDULE: Rotates the following hours--- Early Shift: 0645-1530,  Middle Shift: 1100-1945, 
Daily Shift: 1415-2300 and Night Shift: 2230-0715  Recess:  45Min
OPERATING HOURS:  24 hours/7 days a week/365 days a year, including all holidays   


	提出するもの/Applications and Other Documents

 FORMCHECKBOX 
全在日米軍従業員/USFJ Employees  (申請書  http://www.usagj.jp.pac.army.mil/ima/sites/jeso/docs/ajform1021ej-r-e_v1.20.xls）
 FORMCHECKBOX 
一般/Non USFJ Employees  (申請書  http://www.usagj.jp.pac.army.mil/ima/sites/jeso/docs/ajform1021aej-r-e_v1.30.xls）
　　 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 
住所氏名を記入した80円切手貼付の定型封筒（在日米軍従業員の方は合否通知希望者のみ必要）/Self-addressed stamped envelope（For current USFJ employees, if wish to receive a selection result.）
 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

〒252-0000　神奈川県座間市

キャンプ座間　Bldg 102 G-wing

在日米陸軍　IMJN-JER
日本人雇用課  IHA(II)13-006
IMJN-JER    IHA(II)13-006
JESO, USAG-J, Bldg 102 G-wing

Camp Zama, Zama-shi, Kanagawa-ken

252-0000



