Correction – 訂正
MLC 空席表（限定雇用）／MLC VACANCY ANNOUNCEMENT（Limited Term Employment）
管理専門職
Administrative Specialist
告示番号:
397/2004
締切日:
平成 16 年 10月12日      (Opening Date: 27 Sep 04    Closing Date: 12 Oct 04)
考慮範囲:  
Current MLC/IHA Employees on MCAS Iwakuni and Off Base Applicants in commuting distance (現岩国基地内*MLC/IHA従業員 及び通勤圏内の外部の応募者)
職位:
管理専門職     職番  0009   等級  1/4   語学級  2
POSITION
Administrative Specialist      Job#  0009   Grade  1/4   LAD  2
空席数:
1
NO. OF VAC
1
勤務時間:
週40時間、月―金、0730 – 1600（休憩30分）

雇用期間は4ヶ月を超えない(期間延長の可能性有り)
WORK SCHEDULE
40 hrs/wk, Mon - Fri, 0730 – 1600 (Recess: 30 min)
所在:
補給部、弾薬課
Location   
Logistics Department, Ordnance Division
職務内容:

Summary of duties 1. Serves as central sources of information regarding administrative functions, to include the preparation of letters, instructions, messages, fitness reports, Navy evaluations, supply requisitions, and applicable forms pertaining to the Ordnance division. Additionally, verifies all outgoing correspondence for conformance with established procedures, adequacy and accuracy.  2. Reviews and screens all incoming correspondence, mail and guard mail for action and distribution. Refers incoming documents to appropriate section for action. A basic familiarity of directives and publications is required.  3. Maintains all regulations and publications required, to include U.S. Dept of Defense, Navy, Marine Corps and applicable Govt. of Japan instructions.  4. Serves as the division’s alternate Information System Coordinator (ISC); tasked with centralizing computer upgrade/software requests, and acts as ISMO point of contact for maintenance actions as required. Performs as an alternate Local Area Network (LAN) administrator for Station Ordnance, specifically, make appropriate changes to division address books and assist in overseeing division Lan accounts.  5. Establishes, arranges and maintains the division office files in an orderly and accessible manner. Keeps files current through review and purge.  6. Monitors the Message Dissemination Utility (MDU) system and provide pertinent information for the Ordnance Division, insuring appropriate action taken are signed and completed. Screen the Outgoing Mail Traffic (OMT) system for Ammunition Stock and Record Section as required. 
* Continues on reverse side (裏面に続く)
7. Maintains rapport and liaison with Master Labor Contract (MLC) personnel in supporting establishments throughout the air station.  8. Assists responsible officer (Account#28) to control and maintains garrison and minor property, and acts as an authorized signatory for receipt/turn-in of subject property. Additionally, prepares reconciliation reports to the Property Control Officer as required.  9. Assists as an interpreter with Japanese contractors, facilities maintenance personnel and other Japanese Nationals to perform jobs/training in the ordnance compound as required.  10. Acts as a liaison with the Japanese maritime Self-Defense forces (JMSDF) Ordnance personnel for routine and special guidance relating to ordnance safety and security.  11. Controls access badges (unlimited, limited and escort required) to ordnance area.  12. Translates pertinent ordnance safety regulations and MCAS explosives safety directives to Japanese nationals, to include certification materials in support of explosive drivers qualification and licensing.
資格要件: QUALIFICATION


1. Must be able to communicate in English language at LAD-3 or equivalent level. 
2. Administrative Work experience is desirable.
	


申込方法:
申込資格を有し、希望する従業員の方は、人事部に用意してある**フォーム (転職申込書 ＊ 資格要件について ＊ 履歴書) に記入の上、人事部へ提出して下さい。申し込み後の書類の訂正には応じることができませんので、あらかじめご了承ください。


*現MLC/IHA従業員には、常用従業員、試用期間従業員、限定期間従業員、特殊期間従業員、季節従業員、HPT従業員が含まれます。

**フォームは以下のサイトからも入手可能です。

INTRANET: https://intranet.iwakuni.usmc.mil/HRO/VACANCY_ANNOUNCEMENT/JN_JOBINDEX.htm
INTERNET: http://www.iwakuni.usmc.mil/HRO/VACANCY_ANNOUNCEMENT/JN_JOBINDEX.htm
募集はキャンセルされる可能性があります。
転職申込手続きに関するお問い合わせは人事部( 253-5694（担当竹内）まで。
