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1EETEA Job title (4% Grade_3 /EBPEHK LD 2 ) BEAH 4 BEEEEF Area of Consideration
No. of
Recruitment I [XII8 MLC/IHA ft 2 8 (B M
HOte| DeSk Clerk #156 Current MLC/IHA Employee Withir(1 Activity)
(FRT IV ETHERR) 1. [XI3} MLC/IHA ft % 8 (B ENE W)
2 % Current MLC/IHA Employee in commuting distance
. XI\EMLCIHARREE(ZER X
2 $%§% . [ Behesk O ﬁf% O Eﬁ% Curr%lt%/lLC/lHA Enﬁfzgapszﬂzﬁ)
Administrative Blue Collar Trade Security Medical IV. (XI5 &F Off Base Applicant
This is an open until filled (OUF) vacancy

announcement (VA), which will be posted

2.EBEX Activity until filled.
5. B DEEE Type of Employment
The New Sanno [ MLC P P
i X IHA
Front Office, £ B ras1 HPT
Front Desk X1 & F Permanent

(55 18K~6 11%. TEEH

B = ; . —F - & i - Z ER)
E0%51mAT Working Place: IRFHER Minato-ku, Tokyo (Age: Ages 18 to 61. Up to the

retirement age.)

#4758 Work Days: 5 days/week TR 5 0 5B 528

£ 75 BF R Work Hours: CESEREXN5

8 hours/day in 24 hours operations (00:00-24:00) Employed under a labor services agreement
concluded between the Japanese and U.S.
governments.

{AE8 Recess Period: 1 hour/day

X1 & # Night Shift DX 53 Overtime [ Hi5R Business Travel [ B3 Limited Term (__» A Months )

6. B #ENZ Duties

Performs work involved in receiving and assisting guests, registering and assigning rooms, collecting fees, and maintaining
records for the New Sanno. Checks credentials of incoming guests, assigns rooms based on eligibility, preference of guest,
rank, availability, etc. Prepares or assists guest in preparing registration cards, availability of recreational or shopping facilities.
Arranges for personal valet-type services, may sell convenience articles such as cigarettes, candy, toilet articles, magazines, etc.
and maintain sales records. Operates a telephone service, taking and placing calls, computes and collects fees from departing
guests, receives city account and other payments from patrons as required. Maintains operating records, responsible for the
receipt, control and security of all monies entrusted to incumbent during their tour of duty. Performs as the shift leader when
senior clerk on duty. Performs work involved in receiving requests for and acknowledging accommodation at New Sanno hotel
for authorized patrons. Reviews current EDP records, computer displays and current records of status of accommodations in
hotels indicating spaces available, reservations and cancellations changes in capacity and other data. Contacts other hotels to
transmit reservations, cancellations, and other changes made for patrons as required. Provides information as required regarding
transportation facilities to other hotels, accommodation of hotels, local conditions, expected cost etc.




7.EHBENH. BREH 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.

. Knowledge of customer service concepts and practices.
Skill in operating personal computer such as Microsoft Word, 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).

s oo o

* A handicapped applicant may be accepted, depending on the degree and kind of disability.
BEDNDHAAICOVTIE, TOREIZLYERELET,
* U.S. citizens(including dual citizenship with US) are not eligible for IHA (HPT) employment.

* 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.

#EE 7 English Language Proficiency : [J#Z#4: L None [#)#& Basic XH#k Intermediate []_E#% Advanced [J4FEXMAEH Exceptional

2P Educational Background: 7% L % EFEE /15 T 5 License/Certificate Required : 7 L

8.4—HHY % £ D Application and Associated Documents

BHRR
Working Condition

TRISRENIVEEFOLTHAN > TLEVEE, BEFRLEYEFADOTIEET &LV, When all of required
documents indicated below, your application will not be accepted or considered for this position.

1. X Z=RE RS R#E Application for Vacancy Announcement (HROY Form 1)
2. [] =P HHEEE Resume of Specialized Work Experience

1& 2 MEEAIE Complete in [] BAEET Japanese X #EET English [] &5 5 T4 Either
3. DA EEHHE Other Required Documents

(1 E#zR#FEDE L Copy of Driver's License

VA FERRIFADH L (WA FRFAFAHAIMY 7TV 1 FL YR Sh-RFERETIRE,

For My Number Driver’s License, submit the license information printed from the My Number Driver’s License

Reading Application, etc.

(& TEE/3EBAZ D E L Copy of Certificate

O #EEDEENZIIBET 5L DDEL., Certificate of English Proficiency.

TOEIC, TOEFL ¥ DEFHMERAAEZHHLTHVARXIEFDOHEESN (REE. &H. ES) L

ALIZDOVWTHOEEHE, HELLRREZFE - -BHEREZCEAKOBBEERCERLTTS

LY,

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 BAELZLUSNOAIE. EBH—F (@@ R/ IXKR— kD3 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.

4. X (M ERIE 5 D J For external applicants only) 110 A4 QYIF ZEET L. REEOEERS i KE %
EVHRIEEAHER (12em x 23.5cm),  12em x 23.5¢m Envelope with Applicant’s Zip Code, Address, Name and 110
yen stamp (MPS is unacceptable.)

CEREHEEICDETRBERATRSY FEAN, REBEERNEBRBETHHEL TLSAR. MBIk
B HEMRI ZIRHLTESZL

The “Questionnaire on Relatives” is not a form essential in screening applicant’s qualification. However, if you have
any family/relatives who work at U.S. Navy base/facility in Japan, please submit this form.

* VARUIBZEOSEEBKREBEOHDEERREI oMo THET S,
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-
Opportunities/IJN-Y okosuka-Region/

Shift Work Schedule.
Works on Sat Sun &
Holiday.

R L& % for Job Inquiries $2H %k Office to Submit HIEAIBHR For Official Use
“IELERE B LHF R Office/POC T106-0047 RIREPERXEMM4—12—20 PD No.: Sanno-41F-006
The New Sanno, Tokyo 4-12-20 Minami Azabu, Minato-ku, Tokyo
Za—Y%r/—AEE —a—4H%r/—AER PD is accurate and current,
©03-6868-2311 The New Sanno, Personnel Office Certified by Activity: at




(Extension/FN# 7047) 803-6868-2311  (MI#&/Extension 7047) HRO (revd 2/2) kw 2/6

EHBEEZHEZ L TOWRWMEE EZORRICEY FH A, Incomplete applications will not be considered.
RESINEIEHEEHEHIRL LEEA Submitted applications will not be returned.

ISIGET - M - KBAEIE, EBOMETERICHLAEREAHYET,

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

PRIVACY ACT STATEMENT {AAESR{REEIZDLNT

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

B KREWTEER S 10450,9897 ; RU BAL - EAEROREICEE T 553 (TR 5SEXEERHES)

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.

TEH NEDLES, T2, MEORELEBXEOEXBEOEITZENE LT, BANEREZREET 5.

FERD : EERIEETFER. L LIEFICTHEICRESNET,

ROUTINE USES: To maintain Personal Data accurately with the mast up-to-date content to the extent necessary to achieve the stated Principal Purposes.

FFBR: TEMOERICRER. S CERGEANEREHETS 55,

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

1EEHER: EANBEROFARIEETIN, BRINERERELGO STGE. TORDFREOHIT, B, HEIFEELLIENHY FET,

VA (IHA) Format Revision: 3-24-2025



