HMAEEMZELE

VACANCY ANNOUNCEMENT

***Open Until Filled***

ﬁﬂﬁje;t No. NS-VA-44-26
iy 17Jun 26
if_it?)ge 3 Jun 27
Dt e sam2s

1.BAFES Job title (%H#R Grade 4 /EEHPSEHK LD 2 )

Housekeeper Foreman A, #2172
(NVRF—IR—BT+—T 2 A)

Acceptable trainee level (EARHER T LVEFHR): N/A

BEAH
No. of
Recruitment

l %

L=#%% X HEeR L REHR L] E&ER
Administrative  Blue Collar Trade Security Medical
2.8BB% Activity

The New Sanno
Housekeeping Office, Housekeeping

E#I,AT Working Place: BRIREIEER Minato-ku, Tokyo

4. B & Arca of Consideration

I. XI3H MLC/IHA ¢ (8 (EBEM)
Current MLC/IHA Employee within Activity

1. [X] 3] MLC/IHA ¥ B(GREEN)
Current MLC/IHA Employee in commuting distance

1L [X] ;B MLC/HA REE(£7E BKE)
Current MLC/IHA Employee Japan Wide
IV. [X] 4}&8 Off Base Applicant

This is an open until filled (OUF)
vacancy announcement (VA),
which will be posted until filled.

3.8 BRI Work Schedule (58 40 EEfSIH] hrww )

7B Work Days: 5 days/week

£/ 7585/ Work Hours: 8 hours/day in 24 hours operations (00:00-24:00)

{AEE Recess Period: 1 hour/day

XI7& £ Night Shift X % Overtime

[[]H3E Business Travel

5. B DFELE Type of Employment
[ ] MLC
X HA

X & A Permanent
(F# 18H~6 1. TEFH
% ERR)
(Age: Ages 18 to 61. Up to the
retirement age.)

B KB TRt S h =B HiRHEN
[CEISZERASHhD

Employed under a labor services agreement
concluded between the Japanese and U.S.
governments.

L] BREH#AR Limited Term
(__» B Months or NTE date)

] E5#AHIERBF Hourly Pay Temporary
(HPT) yen per hour




6. B FENE Duties

Sweeps, dry mops, scrubs and polishes floors using lightweight vacuum cleaners, brooms and mops. Dusts, waxes, and polishes
furniture, doorknobs, and other metal fixtures. Dusts ledges, woodwork and lamp shades. Makes beds and changes bed linens.
Cleans, disinfects, and deodorizes sinks, bathtubs and toilet bowls. Cleans mirrors and replaces hand towels, bath towels, wash
cloths, toilet tissue, amenities, room folder information, etc. Collects soiled linen and places at pick up points. Maintains adequate
clean linen, supplies and equipment on hand to complete work assignment. Informs supervisor when replacement of supplies is
needed or equipment is in need of repair. Maintains appropriate housekeeping records. Notes condition of rooms and reports to
supervisor broken windows, water leaks, loose or broken furniture, clogged drains and other conditions requiring maintenance.
Empties and cleans trash containers. Reports to supervisor when vacated room is clean and ready for inspection. Performs for a
minor portion of time, heavy janitorial work such as moving heavy furniture.

Upon notification from Housekeeper that a room is cleaned, the incumbent is responsible for inspecting room and reporting room
status to the Front Desk via the room panel control board. Responsible for work schedules for assigned housekeepers ensuring that
adequate personnel are on hand to meet operational necessities. Ensures that supplies, carts, and hand buckets are properly ordered
to prevent extra trips to the supply station. Trains subordinates in proper cleaning methods, sanitation, and safety prevention.

YR ERFERIR Outstanding Working Condition, if any;
Works on rotation shift, including Saturday, Sunday, and Holidays.

1.EREH . BHEHE Qualification/Physical Requirements

a. Knowledge of customer service concepts and practices.

b. Ability to supervise subordinate employees.

c. Ability to perform cleaning/custodial duties.

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

e. Must be able to lift up to 55 pounds (25kg) intermittingly to carry equipment such as chairs, tables, and vacuums.

BEOHDAICOVTIEK, TOREICKYVEELEYS,
*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.

¥ EE 1 English Language Proficiency :

LwE4 L None [ |#)#k Basic  XH#k Intermediate [ | E#k Advanced [ |4F¥ERMDHE S Exceptional




8.3 HH 95+ M Application and Associated Documents

BEEEREHAEITROESZ JHEBZELY, Seeitem #9 below for How to Submit Application Documents.

TERICRENSZVDEEFDETHARI - TLELMES., BELLEITRIBOREAZDIEREYICCHEIRITHE LG
&, BEWNKRELBYEBADTIEET =LY, When all of required documents indicated below or instructions on How
to Submit Application Documents in item #9 below are not followed, your application will not be accepted or considered for

this position.

1. X] BEE Personal History Statement (196aEJ)
1 DEB Al Complete in [ ] HAFE T Japanese [X| FZET English [ ] &5 5 T4 Either

2. F DL EEIFE Other Required Documents (RESHEE L, FRICF I vII—I TRINZIEBENRHSEHEE 1D
DFRFIT77ANITEFESHT L FZE L, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

L] EERREFFEDE L Copy of Driver's License

VA FTEERHADAE (A FRFAFRHARY T TV FLYVHR Sh-RFFERERLE,

For My Number Driver’s License, submit the license information printed from the My Number Driver’s License Reading
Application, etc.

L1 TEE/FEBAEDE L Copy of Certificate

X ZEDREANZLHATH5HDDEL, Certificate of English Proficiency.

TOEIC, TOEFL ¥ DEFHBERIMAEZ LT L THVARXIBEOREN (RE. HH. EE) LALICD
WTHOBCHE., BLIFEFEFE > -BERRELCERABOBBREERICEBLTT S,

If you do not have Certificate of English Proficiency Test, such as TOEIC, TOEFL, provide self-statement on the level of
your English proficiency (speaking, reading, writing) or describe the work you have performed using English under the
work experience section of the application form.

X BAEEUSNDOAIE. EBH—F (@E) RU/NRFKR— k03 E— For non-Japanese citizen applicant, copy of
Residence Card (front & back) and Passport.
X DD-214 Copy (Member-4 copy) only for former U.S. military personnel.
NOTE: Retired US military/reservist must obtain approval for employment under foreign government from both the
Secretary of State and the Service Secretary from which you retired, and attach the approval letter to be considered.

3. X (S ERIE 3 D & For external applicants only) 110 IS DYIF ZBEF L. EHEDEHERS -Fi- KA FELVRIE
F$tE (12cm x 23.5cm), 12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

FEEKIIUTOURL &Y FHO—FTEET, The above forms can be downloaded from;

https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-
Opportunities/JN-Forms/

9.FEEIRHAZE  How to Submit Application Documents

RRHSE - Submit to:

HEFLIE E-mail ITT=a—H >/ —AEBRANREH, By postal mail or E-mail to the New Sanno Personnel Office.
T106-0047 RRHERBmHM4—12—20 4-12-20 Minami Azabu, Minato-ku, Tokyo T 106-0047
Za—4H2/—ANERE The New Sanno, Personnel Office

B03-6868-2311  (FI#& 7047) ©03-6868-2311  (Extension 7047)

10. EFHEULER For Official Use

FEAEIIRIE Y Activity POC:  The New Sanno Personnel Office FE (DSN) 243-7047




HRO: (rcvd 6/3) kw

PD No.: Sanno-42H-002 PD is accurate and current. Certified by Activity: at 6/3

INEBIEZHEE- L TWWEWNMEE BEDORRIZE Y FH A, Incomplete applications will not be considered.
RHESNF-IEEEHEILHIR L LEE A Submitted applications will not be returned.

EFEEMEAE 20 B LLEDBEEERRIR - BERIR - EEFESOMANERE DTSN TULVET, Employees
whose weekly work hours are 20 hours or more must be covered by Employment Insurance, Health Insurance and Pension
Plan ) #5157 - BFFHER - KBG EX. FBOMETEERICLLAREADHYET,

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

PRIVACY ACT STATEMENT {AAIEHREEICDOLNT

AUTHORITY: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 0£2003).

EA KENTERER S 10450,9397 ; RU BAE - EANFRORECET HEE (Ta1 SFEEEERHES)

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.

FEHM: NHDLd, T2, UEORELABREOEXBOXTEEME LT, EANFERELERT 54,

FEE ERIFEFER.  LJIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABEM: TEMOERICLER. R CTERGEANERZHERT 4.

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

RN EANFEROFREIERTIA. ERSINEREIRELGN STIGE. TORODFHRZOWHIT. Bh. HHULMIHE
ERBEAHBYET,

VA (IHA) Format Revision: 4-17-2026




