	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

MLC(I)13-038
	募集期間/Opening Period

29 Jan 13 ~ 12 Feb 13 
	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
ADMINISTRATIVE SPECIALIST, #9, BWT 1-4    
	基本給/ Basic Wage
￥185,800~

	部隊名/Organization

Command Group Administrative Office, USAG-J  
	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　Recess:  1200~1245

	職務内容/Duties

As the Program Manager of e-staffing, reviews and determines if staff actions are properly formatted, coordinated and met any regulatory requirements for an approval by the Garrison Commander, Deputy Garrison Commander (DGC) or Garrison Sergeant Major.  Assists customers with inquiries /requests including creating, modifying, returning, cancelling of actions.  Provides one-on-one training to new users or conduct training in classroom setting for large audiences.  Identifies system errors and resolves in coordination with the 78th signal Bn technicians.  Upgrades program to higher versions to meet customers/leadership's needs.  Completes actions by scanning and uploading the signed copies to the system and files hard copies in appropriate folders for record.  Serves as an Executive Assistant to the DGC, and maintains his/her personal calendar.  Coordinates meetings/activities on the calendar upon request.  Arranges conference room or transportation if necessary.  Assumes administrative responsibility of the DGC's program such as establishing internal procedures and controlling suspense.  Types a wide variety of documents and materials, e.g. letters, forms, reports, supply documents, work orders and drafts from written or verbal instructions.  Answers telephone, takes messages and ensures supervisors are informed of all incoming calls.  Assists the DGC to certify his/her subordinates' time cards in Automated Time Attendance and Production System (ATTAPS).  Verifies individual leave/comp/OT request with the actual data in ATAAPS.  Inputs data in the system for Command Group DA civilians employees on verbal or written instructions from individuals/supervisors.  Maintains files for leave/OT/Comp time request for directors and report to supervisors when requested.  Assists DGC to rate/senior rate his/her subordinates' Total Army Performance Evaluation System (TAPES).  Conducts quality control on the accuracy of the form in accordance with AR 690-400 and ensures the evaluation and support forms are ready for certification.  Submits final evaluations and award in Auto NOA system.  Serves as main Training Coordinator for Command Group.  Responsible for accuracy and completeness of training application forms prior to submitting them to the JESO Training Office or other applicable agency.  Distributes training announcements and training resource information from training office.  Maintains training records for the members of Command Group and ensures all required training is completed by Personnel in a timely manner.  Manages Individual Development Plan (IDP) system.  AS NEEDED BASIS DUTIES:  Prepares travel orders/vouchers in Defense Travel System (DTS) for supervisors upon request.  Initiates personnel action and submits by using DCPDS. Assists Administrative Officer for preparation and management of the Command Group budget.
Performs other related or incidental duties as 
assigned.



	必要資格条件/Qualification Requirements

Please refer next page for detail qualification requiremts.    

	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　MLC(I)13-038
IMJN-JER MLC(I)13-038
JESO, USAG-J, Bldg 102 G-wing

Camp Zama, Zama-shi, Kanagawa-ken

252-0000



必要資格条件/Qualification Requirements

1.  Must have a good knowledge of English language in reading, writing and speaking at least Language Degree 2 or TOEIC 600.  Prefer to have Language Degree 3 or TOEIC Score of 730.  

2.  Must have knowledge to operate computers to include Power Point, Word, Excel and Outlook.  

3.  Must have good coordination and assertive communication skills to perform assigned duties in a detail-oriented manner.  

4.  Desirable to have at least 3 years of administrative work experience in the related field.
    
