	United States Army Japan

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

 FORMDROPDOWN 

	施設名/Location
 FORMDROPDOWN 


	空席広報番号/Announcement Number

MLC(IV)13-009

	募集期間/Opening Period

13 Nov 12~27 Nov 12
	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

Transportation Div, Japan DSO, DoDEA Pacific
	勤務時間/Work Schedule

週　 FORMDROPDOWN 
　時間制/Hours Per Week、　0730～1630 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　休息時間/Recess:  1130~1230

	職務内容/Duties   
Assumes full administrative responsibilities, establishes internal procedures and controls for DoDEA’s JDSO/ZTO administrative program in support of both the Zama and Atsugi communities servicing Arnn Elementary School, Zama Middle School, Zama High School and Lanham Elementary School. Utilize varied and advance functions of word processing, graphic software, digital imaging program and other associated technologies to create, format, modify to produce a variety of correspondence, visual presentations and reports. Assures the quality of finished products by proofread/edits for correct grammar, spelling, capitalization and punctuation. Serves as the Functional Area records manager by ensuring office file plans adhere to established DoD guidelines and DoDEA filing procedures. Makes “official” travel and billeting arrangements for DoDEA Pacific, Transportation personnel and DVs visiting the JDSO/ZTO. Develops and constructs travel itineraries and logistical arrangements. Maintains and manages the JDSO/ZTO office calendar, coordinates meeting arrangements, and schedules meetings and/or conference rooms. Establishes and monitors suspense dates to assure events/requirements are not in confliction. Develops and maintains key personnel directories, emergency telephones listings, manpower matrix, etc. Requisitions/purchase general office supplies and material. Monitors stock levels to assure continuity. Transmits and receives electronic mail and messages on behalf of the GS-11, Transportation Operations Specialist and takes the appropriate actions of notification. 
Arranges ground, sea, air and rail transportation scheduled and unscheduled services in support of the JDSO/ZTO mission requirements. Manages/Maintains the DoDEA Pacific, JDSO/ZTO, student registration and school bus route management software system. Registers/De-registers authorized student school bus passengers Prepares, certifies and issues student school bus passes. Manages, Arranges and Schedules transportation support services in support of the Zama and Atsugi school’s Curricular, Co-Curricular and Far East Activities programs. Participates in the JDSO/ZTO School Bus Safety Program. Informs/Brief school bus safety standards, pedestrian safety at school bus stops and school bus discipline. Manages the “Certificate for Transit of Toll Roads By Military Vehicles” for JDSO/ZTO official vehicle fleet. Prepares “Certificate for Transit of Toll Roads By Military Vehicles” and maintains monthly accountability logs.       Continued to the next page.

	必要資格条件/Qualification Requirements

1. Must have a good command of the English language to include speaking, reading and writing (at least LD2/TOEIC 600 or above, LD3/TOEIC 730 is preferable).
2. Must have an outstanding command of the Japanese language to include speaking, reading and writing.
3. Must have courteous, polite and diplomatic attitude in dealing with customers.
4. Must have a valid GOJ issued motor vehicle license. 
5. Must have good experience in operating computers and system software (MS Office, MS Word, MS Excel, etc.)


	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 
合否通知希望者は住所氏名を記入した80円切手貼付の定型封筒/Self-addressed stamped envelope for those who wish to receive the selection results in writing.

	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 appropriate office shown in the bottom of this form together 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.  Any incomplete applications will be screened out without notification.
	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(IV)13-009
IMJN-JER MLC(IV)13-009
JESO, USARJ, Bldg 102 G-wing

Camp Zama, Zama-shi, Kanagawa-ken

252-0000



Duties (cont.)

Maintains policy guidance, historical records, correspondence and files on personnel resource management, contract management matters, and transportation concerns, and manpower initiatives. Updates automated spreadsheets, develops spreadsheets as required, constructs briefing slides. Tracks MLC and JDSO/ZTO U.S. civilian employee overtime. Attends DoDEA Pacific, Japan District Superintendent’s meeting (video conference, telephonic and/or physically). Provides assistance and advise to the DoDEA Pacific, JDSO, Chief of Transportation on local customs, policies and procedures, in official and unofficial contacts with host nation visitors and dignitaries. Maintains tact in dealing with Commanders and high ranking U.S. and GOJ officials within and outside DoDEA Pacific in scheduling meetings, appointments, providing information etc. Serves as the JDSO/ZTO translator and interprets oral conversations into the English language and/or host nation language. Translate complex transportation and host nation language documents into the English language and/or host nation language. Provides courteous customer services. Receives and answers telephone inquiries and welcomes visitors/customers to the JDSO/ZTO. Refers visitors/customers as required to the appropriate office and/or point of contact.
Contributes in analyzing various modes of transportation systems which may be used to support the JDSO/ZTO transportation program in support of students, teachers, administrator and DVs. These modes include rail, air, commercial buses or taxi services. Contributes in vehicular “traffic flow” studies and development and assessments of school bus routes and their associated school bus stops.

Serves as a Quality Assurance Evaluator (QAE) representative for the oversight of contracted services rendered by service providers. These contracts include, leased administrative vehicles, leased school buses, school bus surveillance cameras, GPS bus tracking system, and the bus security attendant program. Performs quality assurance surveillance in accordance with the Performance Work Statement (PWS) or Statement of Work (SOW). Monitors services through on-site visits, correspondence, and service inspections. Serves as assistant Contracting Officer Representative (COR) for JDSO/ZTO transportation contracts. In the absence of an assigned vehicle driver, operates official government vehicles (sedan, mini-van, 8-passenger van) to perform assigned duties. 

Verifies and executes monthly financial accounts for the GS-11,  Transportation Operations Specialist authorization for payment and signature. Analyzes DoDEA funding authorizations and expenditures for transportation contracted operations and ensures costs are within projected monthly allotments. Serves as the Government Purchase Card (GPC) account holder and manager for the JDSO/ZTO. Serves as the Fuel Enterprise System (FES) account holder and manager for the JDSO/ZTO.

Performs other duties as assigned.
**Applicants are subject to favorable completion of background checks and will be required to maintain a periodic favorable background checks. Applicants may be required to present a police clearance as necessary.

