4 LHES A0
ﬁﬁﬁ %t&gﬁ‘rﬁﬁ Announcement No. NS VA 20 24
BEaa:
VACANCY ANNOUNCEMENT ;Iosing Date 20 May 24
1T8:
Date of Issue 20 Dec 23
1EEFE R Jobtitle (F#/ Grade _4  /FBEEHLD 2 ) SEAH 4 BEEE Area of Consideration
No. of Recruitment
. I. X MLC/IHAEE (Ef%A)
SuperVIsory Telepljone Operator #3883 Current MLC/IHA Employee within Activity
(B EERETILM) Il XIB MLC/IHA fit % & GREIE W)
1 % Current MLC/IHA Employee in commuting
X =#H% L] #eeXR O&#Rz% HEER distance o
Administrative  Blue Collar Trade  Security  Medical 1. B MLCIHAER B (27 B A )
2.5 Activity %Jr%wﬁlﬁ%lflf—lg Emﬁlmll_ee Jipan Wide
The New Sanno : A ase Applican
Front foice, Reservation Desk 5 JE OO TEHE Type of Employment
EYF51mAT Working Place: BUEEBHE Minato-ku, Tokyo
3. ¥505M Work Schedule (B_40 B%REH hrww) % m;c
£)7% B Work Days: 5 days/week
- (] BFME& HPT
£ 7585R Work Hours: 8 hours/day between 0700-2300 X A Permanent
Recess Period: 1 hour /day = Limited T Month
X172 &h Night Shift X %% Overtime [ |H3R Business Travel [J IR3E Limited Term (__» & Months )
6. B FEAZE Duties

Serves as a working leader of Switchboard Section, supervises subordinate employees and functions. Independently operates a
telephone switch board or serves as telephone information operator. Operates a multiple or non-multiple switch board in placing
and receiving long distance calls or serves as telephone information operator requiring a good knowledge of telephone networks,
exchanges and designation and functions of a variety of organizations. Selects proper circuits on toll calls and maintains contact to
assure that proper service is given. Compiles reports concerning caller and nature of the call.

7.BBEHS  FAEH Qualification/Physical Requirements

a. One year of clerical, technical or administrative work experience in any field, OR completion of 4-year college/university in any
field may qualify him/her at 1-4 level.

b. Knowledge of customer service concepts and practices.

Knowledge of regulations, policies and procedures governing administrative phases of Switchboard Section.

. Ability to supervise subordinate employees.

Skill in operating personal computer such as Microsoft Word, Word Perfect, Excel and Access.

Ability to perform general clerical work.

. Ability to communicate effectively with all levels of personnel.

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

i. Ability to speak, read and write Japanese at native language level.

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

*EEDHHAIF. BEOERFELEAVILYEREINLES,

* 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 are not eligible for IHA (HPT) employment.

SQ o a0

HEEH English Language Proficiency : [ WAL L None [J##K% Basic D] H#% intermediate [ ]_E#& Advanced [ 45ER M EE ST Exceptional

22FF Educational Background: N/A | $23%5F. 158 T 5T License/Certificate Required : N/A




*[X] 22 & it 55 F#R Application for Vacancy Announcement Works on rotation shift,
*[X] B PR FE#2ZEE S Resume of Specialized Work Experience including Saturday,
*DEBAIX Complete * in[] BZAFET Japanese X EFET English [] £5 5 T% Either Sunday, and Holiday.
X RiE/BENEAKRBETEHHE L TLSAIK. [HEKICET SEME]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on
Relatives”

(] EEx R EFSEDE L Copy of Driver's License

L& TEESIBAEDE L Copy of Certificate

X #EDEENZIIBET 51 DDE L Certificate of English Proficiency (Copy)

X84 HYIF AT L. EEEDOEEES EAT- KA EE LV RIEMAERE (12cm x 23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.)
X BAEEUNDAX, EBA—F (@@ RU/NRAKR— kO E— For non-Japanese
citizen applicant, copy of Residence Card (front & back) and Passport Copy

fEILNE 4% for Job Inquiries R % Office to Submit HEHAEM For Official Use
2{BLEE {BLEF L Office/lPOC T106-0047 EHEREMMA4—12—20 PD No.: Sanno-41R-003
The New Sanno, Tokyo 4-12-20 Minami Azabu, Minato-ku, Tokyo
Za—4v2/—ANEE —a—Y2/)—A\EE PD is accurate and current.
203-6868-2311 The New Sanno, Personnel Office Certified by Activity: at
(Extension/P# 7047) 7303-6868-2311  (PI#R/Extension 7047) HRO: (revd 12/18) kw 12/19

IBEEEZFEIZLTOVENEE EZDXRICAY FH A, Incomplete applications will not be considered.
RESINEEEEHEIEERL LEEA Submitted applications will not be returned.
EISIGAT - ISR - KBLG LR, EBOMETERICLHLAEEMEALHY T,

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

PRIVACY ACT STATEMENT {EAEHRIREEICDOLNT

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

EA KENTERER S 10450,9397 ; XU BAE - EANERORECET HEE (Tp1 SEEEERHES)

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.

FTEH: NEDLR, T2, UEORELEAREOEZOZEITEZEHNE LT, BABEREEHRT 54,

R REREEFER. L LJIETICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIREN: FEMOERILER., S CERCENEREZHERT 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.

BN EAFROFREIERTI A, BRINFERETIRE LGN STIGE. TORODFHEOUHIT. BEh. HDHUEHE
ERBENHYET,

Format Rev: 5-30-14




