	United States Army Japan

Merit Promotion and Placement Vacancy Announcement
	雇用の種類/Employment Type
MLC
	施設名/Location
Sasebo

	空席広報番号/Announcement Number
IMJN-JES-K-49-12
	募集期間/Opening Period
20 Dec 12~Open Until Filled
	募集範囲/Area of Consideration
ALL(Within commutable areas; 

2-hour commuting time )

	職種名・職種番号・基本給表・等級/Job Title, Job Number, BWT, Grade
Newspaper Shipment Supervisor #459   BWT 1-5 *See attachment(2)
Selction might be made at a lower grade depending on the qualifications of the selected applicant.    

	基本給/ Basic Wage
￥207,100

	部隊名/Organization
Stars and Stripes Pacific, Sasebo
	勤務時間/Work Schedule
週　 FORMDROPDOWN 
　時間制/Hours Per Week、　0800～1645 Hours
 FORMCHECKBOX 
月/M　 FORMCHECKBOX 
火/Tu　 FORMCHECKBOX 
水/W　 FORMCHECKBOX 
木/Th　 FORMCHECKBOX 
金/F　 FORMCHECKBOX 
土/Sa　 FORMCHECKBOX 
日/Su　
 FORMCHECKBOX 
変則勤務/Irregular Shift Work　     

	職務内容/Duties
*See attachment.(1)
Appointment will be effective on 1 March 2013.   (採用年月日：2013年 3 月 1 日)

	必要資格条件/Qualification Requirement 
*See attachment(2)


	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/organization/hr/jeso/docs/ajform1021ej-r-e_v1.20.xls）
 FORMCHECKBOX 
一般/Non USFJ Employees  (申請書http://www.usagj.jp.pac.army.mil/organization/hr/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　Copy of certification of documents authenticating knowledge/skills specified in Qualification Requirements.

	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
〒737-0027広島県呉市昭和町5-3
在日米陸軍　IMJN-JES-K
日本人雇用課　 
IMJN-JES-K
JESO, 83rd Ordnance Battalion
5-3, Showa-machi, Kure-shi, 
Hiroshima-ken 737-0027



Attachment(1)

職務内容/Duties:

1.  Managing District operation:  Serves as the Sasebo District Manager with responsibility for coordinating the distribution of newspapers, periodicals and other publications within assigned district.  Coordinates with U.S. managers, Multimedia consultants and HQ Logistics staffs to ensure daily, weekly and monthly activities are accomplished.  Monitors, adjusts and communicates changes to daily draw of newspapers to maximize distribution while maintaining a balance in limiting returns and sellouts.  Prepares invoice to customers.  Verify distribution, cash collections and daily deposit and keeps accurate records of data on assigned circulation reports to include, but not limited to, Microsoft Office forms/database, Data Science Inc. database (DSI) software, and Bellatrix software.  Inspects condition of single copy distribution locations to include newspaper rack displays and outlet locations, and places boxes in high traffic area to maximize sales.  If/when the machine is not working properly replaces the mechanism or bring back the box to the office for repair.  Contact customers for refund when receiving a claim for the coin machine.  Recruits, hires, trains and counsels news carriers when necessary.  Resolve customer service related issues promptly, records in DSI and follows-up with the customer.  Responsible for operating district within budgeted constraints; collection from customers, and processing credit card payment.  Prepares accounting documents/banking transaction report.  Processes contractor transactions and monitors cash flow and accountabilities.  Prepares contracting compensation reports each month via DSI and submit to accounts payable records.  As the district representative of Stars and Stripes, maintains base relations with operational managers and commands.  Liaison with PAO/AFN/MWR and other on and off base representatives, managers and POCs. Prepares associated reports.  As the Toll ticket Certifier, responsible for all the toll tickets assigned for the district are property used and maintained based on USARJ guidance.  Investigates traffic violations or accidents involving JN operators for clarification of the causes and preparation of accident reports and notifies to Logistics Manager.  Be in charge of key control:  Fuel keys & a Safe for the district.
2. Supervising and administration:  Supervises for Sasebo operation and staffs directly.  Directs/Coordinates activities of assigned JN personnel in completion of duties to include personnel administration and training.  Compiles district records:  entering the Master work schedule on Stripes Intranet as well as coordinating with HQ Admin Specialist for district’s employees’ time & attendance, overtime & holiday work schedule.  Liaison between Sasebo Labor Management Office and Sasebo SSP staffs.
3. Performs the same duties as the Distribution Coordinator and/or the driver.

4. Procurements:  Responsible for property issued to the district.  Keeps inventory of supplies, and upon approval by the Logistics Manager orders necessities for purchase through SNACS, using a government purchase card (GPC).  Files and reports purchase log to his billing officer.  Visit GSA Mart, local stores or through internet for market research before placing an order to find the most cost effective items/vender.

5. Performs other related duties as assigned.    Assists newspaper door to door canvassing, marketing and campaign 
       efforts.  Breaks down Total Market Coverage (TMC) & Newspaper in Education (NIE) delivery as needed.

Attachment (2)

必要資格条件/QUALIFICATION REQUIREMENTS:

1. Must possess a valid Japanese driver’s license.
2. Strong leadership skills and ability to think and problem solve creatively.

3. Good communication skill in written and conversational English and Japanese. TOIEC score: 470 minimum.

4. Computer skills (Microsoft Office), and ability to learn specialized software packages related to newspaper management (Bellatrix & DSI)

5. Must have one year working experience comparable to the next lower level, or supervising experience in retail customer job(s).
Selection may be made at a lower grade depending on the qualifications of the applicant.  In such a case, the selected applicant will be promoted to 1-5 upon meeting all the required qualifications and successful completion of OJT:

BWT 1-5: meets all the Position Requirements in the required Qualifications Requirements above.

BWT 1-4: Minus supervising experience in retail customer job(s) from the above 1-5 Qualifications Requirements.

**Applicants must reside within commutable areas (2 hours commuting time).
**Disabled persons are also encourage to apply for this job.  Selection will be made based on aptitude and ability without regards to disability.
