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1ERFE4R Job title ( %#k Grade_ 3 /EHEH LD _2 ) SEAH 4. BEFBE Area of Consideration
No. of
Recruitment
) I. X 3] MLC/IHA ¢ £ 8 (ERBR M)
Tl’ave| I nfO rmatIOI"l Clerk #273 1 % Current MLC/IHA Employee within Activity
. . 1. X }] MLC/IHA ¢ £ B (BB W)
(G UeSt SEI’VI Ce ASS'Stant) Current MLC/IHA Employee in commuting distance
. X BMLCIHARREB(2EA XE)
. . " Current MLC/IHA Employee Japan Wide
M=HR  OBEeR OfRz®R  [LOEHRR IV. [X] 4+&B Off Base Applicant
Administrative Blue Collar Trade Security Medical
2.EBBX Activity
The New Sanno
Travel Desk 5.E A DFELE Type of Employment
]I MLC
ENF5I5AT Working Place: BREF#BAE Minato-ku, Tokyo X IHA
3B FEEERT Work Schedule (B_40 FEREH hrww) (] B5RSEI HPT
#)7% B Work Days: 5 days/week [X] & Permanent
£/ 7R Work Hours: 0700-2230 (8 hours/day)  Recess Period: 1 hour/day —
X7 &) Night Shift X %% Overtime  []H3E Business Travel (] BR3E Limited Term (__» A Months)

6.5EFE M A Duties

Welcomes customers upon entrance and confirm reservations. Act as a point of reference for guests who need assistance or
information and attends to their wishes and requirements. Understands customer's needs and provides them with personalized
solutions by suggesting activities and facilities provided by the hotel. Provides guests with information on sightseeing in Tokyo,
as well as elsewhere on the islands of Japan. Gives information on train, subways, bus planes and other local travel media.
Provides maps and directions. Assists guests in contacting local Travel and Tickets Agents in making and confirming
reservations. Makes reservations for guests at local dining and booking tours for guests. Arranges for a taxi or other transport
services upon request. Assists with processing reservation payments as needed. Recommends local medical assistance and
response. Promotes hotel features and services to guests. Takes reservations responding to guest inquiries providing information
about rooms and hotel amenities. Responds to complaints and find the appropriate solutions.

Performs other incidental duties as may be assigned.

7 EBEMH . BIAEH Qualification/Physical Requirements

a. One year of general work experience, OR completion of 2-year junior college/2-year of technical school or 4-year degree in
any field.

b. Knowledge of customer service concepts and practices.

c. Ability to perform general clerical work.

d. Ability to speak, read and write English at average proficiency level. (LD-2)

* A handicapped applicant may be accepted, depending on the degree and kind of disability.

* Non-Japanese applicants: Only those who possess non-restricted work permit (permanent resident, long-term resident, spouse or
child of a Japanese national) in Japan will be eligible.

* U.S. Citizens(including dual citizenship with US) are not eligible for IHA (HPT) employment.

HEN English Language Proficiency : DLIZ\%E L None D*)]i’f‘& Basic |Z|¢'i'f‘& Intermediate DJZ.%& Advanced D'F'fﬁgo)ﬁgjj Exceptional

2P Educational Background: N/A | % EFEE. /18 T EF License/Certificate Required: N/A

BRI
Working Condition

8.12tH9 % £ d Application and Associated Documents




*[X] 22 % i35 F#R Application for Vacancy Announcement Shift Work Schedule.
*[] B PIREF5#EFEE Resume of Specialized Work Experience Works on Sat Sun &
*MEEAIL Complete * in [ BAFE T Japanese [X] #EET English [] &5 T4 Either Holiday.

X RIEMBENEARETEHH LTS AIK. [HikCET 5ERME]

If you have any family/relatives who work at U.S.F.J. base/facility in Japan, “Questionnaire on Relatives”
(] EExu I DT L Copy of Driver's License

[ 1&TEESIBAZDE L Copy of Certificate

X EEDOREAFEAT 5L DDE L Certificate of English Proficiency (Copy)

X 8AAYFZMMF L. EEDBERES I - KA ZELVREMAFE (12cm x 23.5cm)

12cm x 23.5¢cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.)

X BAREELUND AL, TEEH— FERU/SRAR— ~/ZEFED 3 E— For non-Japanese citizen
applicant, copy of Residence Card and Passport/Visa Copy

Rl Ly % for Job Inquiries 1R % Office to Submit HHMEE For Official Use

SELEE HLE A Office/lPOC T106-0047 RE&EREMKM4 —12—20 PD No.: Sanno-OT-001
The New Sanno, Tokyo 4-12-20 Minami Azabu, Minato-ku, Tokyo -
- . = _ . < PD is accurate and current.
—a—4%2/—AEE —a—4%r/—AER o P

] Certified by Activity: at
&03-6868-2311 The New Sanno, Personnel Office
(Extension/i#g 7047) ®03-6868-2311  (fR/Extension) 7047 HRO: (rcvd 10/4) kw 10/5

IEEEBEEZHIZ LTRSS BEDORRICTE Y FH A, Incomplete applications will not be considered.
RBHINIEHEEHIEHIRL LEEA Submitted applications will not be returned.
§F5IGAT - BEERE - KBLG LS. XBOMETERICLLAEELHY FT,

Work place, hour, and rest day may be changed due to operational requirements.

PRIVACY ACT STATEMENT {BAfHRIEEIZDLNT

AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

FEA KETEER S 10450,9397 ; R BAE - EANERORECET 552 (Fali1 SEEEER+TES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEM: NEDEd, T2, UEORELERREOEXZOFXITEENE LT, BARREERT 54,

R REREEFER. L LJFETIITHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FAEK: FEMOERILEL., B CEEGCENEREZHET 54,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

FREAR EANBERORTRIERETTD. BRSINBERERELGEA STHE. TOROFHREDOHIT. Bh. HAHULIHE
ERBENHYET,
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