HMAEEMEREILR

VACANCY ANNOUNCEMENT

*#*Open Until Filled***

ﬁﬁfﬁe;t No. NS-VA-63-26
o 13 Aug 26
f@ﬁ%ﬂ; 30 Jul 27
ﬁgﬂ ;ssue 31Jul26

1.JEFER Job title (F#k Grade 3 /BBHFEHH LD 2 )

Telephone Operator #388

SEAH
No. of
Recruitment

(FEEE 3T L)

Acceptable trainee level (FRFATTEER B LVEHR): N/A 1 £
DESEED L] #aex® ERZSER L] EER
Administrative  Blue Collar Trade Security Medical

2. 50K Activity

The New Sanno

Front Office
Reservation Desk

B FEIHFT Working Place: BIR#E#E Minato-ku, Tokyo

4. B EE &G Arca of Consideration

I X H|MLC/IHA %8 (EBR)
Current MLC/IHA Employee within Activity

1. [X] 3 MLC/IHA ¥ 8(CEEEMN)
Current MLC/IHA Employee in commuting distance

1L [X] 3 MLC/HA it B(£E B RE)
Current MLC/IHA Employee Japan Wide
IV. X] 448 Off Base Applicant

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

3.5 #5MER] Work Schedule (40 BRI hrww )

)7 B Work Days: 5 days/week
75058 Work Hours: 8 hours/day between 0700-2300
Recess Period: 1 hour /day

5.FE A DF&EYE Type of Employment
] MLC
X IHA

X| # A Permanent
(E# 18m®~615%. TEEER
% LIR)
(Age: Ages 18 to 61. Up to the
retirement age.)

B KB RFR TH#ERE S h = H BRI K
ICESEEATHhD

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

X7 &) Night Shift X 5% Overtime [| H3E Business Travel
[ ] BRE#ARE Limited Term
(__» A Months or NTE date)
[ ] B #A#ERRSF Hourly Pay Temporary
(HPT) yen per hour
6. B FEAZA Duties

Operates a multiple or non-multiple switchboard 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 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. Provides translation services upon request from the rooms concerning
messages, telephone directory recordings, etc. Performs other related or incidental duties as assigned.

¥Rl IR Outstanding Working Condition, if any;
Works on rotation shift, including Saturday, Sunday, and Holidays.




7.8 EH. B EH 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. Skill in operating switchboard system.

d. Ability to perform general clerical work.

e. Ability to communicate effectively with all levels of personnel.

f. 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.

% EE 1 English Language Proficiency :

LW EA L None [ |#)#k Basic XH#k Intermediate [ | E#k Advanced [ |4FERMDHEH Exceptional




8.1RHH9 %% ® Application and Associated Documents

BEEBRHAEITIROEZ B ZEL), Seeitem #9 below for How to Submit Application Documents.

TRICRESNEZHDEEEOLTHRi>TUWELMEE., BELLETRIBEOHRELAEDETEY ICCHEIEITAE
4, BERELEBYFEBADTTEET 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 FEFE# Personal History Statement (196aEJ)
1 DEE Al Complete in [ | HAFE T Japanese [X| EFET English [ ] £5 5 T34 Either

2. % DAh B EIFE Other Required Documents (REBEHEF (X, FRICF I Vv I I—Y TCREINIBENRHDEES 1D
DRMA T 7ANIZEEHTL 2ELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

[ ] :EERREFILDE L Copy of Driver's License

TAFTEERHADAE [ FRFAFRARMY T TV FLYVHR Sh-RFEREZRLE,

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

L& TEL/SEBAZDE L Copy of Certificate

X REBEOHAZIMAET H5EHEDDE L, Certificate of English Proficiency.

TOEIC, TOEFL #NEFHABRBERIAAZ L FBLTHVARIHEOREE N (&5, &iH. FF) LALIZD
WTHBEEHE, HELLREFEZEBHERRZOEAROBHREEMCGECERLTTEL,

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 BAREEZUSNOAIE. EEH—F (@) RU/NR7KR— kO3 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 (M RIS 5 & D For external applicants only) 110 A DY FZBEfF L, IGHEEDEHERS - Fi- KR ZEV-RIE
F#®E (12cm x 23.5cm),  12¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

EEEERKIFIUTOURL &Y HF o> O— KTEETF, 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.IEEHEIZEH AL  How to Submit Application Documents

R : Submit to:

HEFELIE E-mail [TT=a—H >/ —ARBEANEH, By postal mail or E-mail to the New Sanno Personnel Office.
T106-0047 RRAEREHMH4—12—20 4-12-20 Minami Azabu, Minato-ku, Tokyo T 106-0047
—a—Hr/)—ANEE The New Sanno, Personnel Office

©03-6868-2311  (NER 7047) ©03-6868-2311  (Extension 7047)

10. EFEMMIEPH For Official Use

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




PD No.: Sanno-41R-004 PD is accurate and current. Certified by Activity: at 17{/};(? + (revd 7/29) kew

INEBIEZHE- L TWWEWNMEE BZEDOXRIZHEY £ A, Incomplete applications will not be considered.
RHEHESNFIGEEHEILEIR L LEE A Submitted applications will not be returned.

SRR AGE 20 B L L DB ESIXERRIR - BERIR - EEESOMANRBE DTSN TULET, Employees
whose weekly work hours are 20 hours or more must be covered by Employment Insurance, Health Insurance and Pension
Plan. \F515 7T - BhEHGRE - KBG EIX. EBOMETERICLDFAREMELIHY FT,

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

PRIVACY ACT STATEMENT {BAAIEHREEIZDOLNT

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

E KENTERER T 10450,9397 ; R BAE - EAFEROREICET HiEE (Ta1 SFEEEER+HES)

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.

FEI: AFDEf., T2, BEORELEZAXREOEBEOZRTEZEME LT, BAFEREZLET 54,

IR BREEFERX. L LFBAICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIFABR: FEMOEMICDELR, R CERGEABREZHEFT 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.

1FREAR: EANBEROBRRIERTTH. BRINBERERBELEA ST5E. TOROFHRETOHIT. Bh, HDHUIHET
ERBENBHYET,

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