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P 7o LHES : NS-VA-40-26
: A Announcement No.
MERZEIIE 27 Apr26
VACANCY ANNOUNCEMENT 1 Cut-off Date P
%%ﬂﬂ]ﬁ: 12 Apr 27
**#*Open Until Filled*** Closing Date
RTH: 13 Apr26
Date of Issue
1.EFE A Job title (HF# Grade 3 EBFEH/ID 1 ) HEAE | 4.FEEHH Areca of Consideration
No. of I X HEMLC/IHA fE%8 (EEA)
Recruitment | ¢ yent MLC/IHA Employee within Activity
Housekeeper #2172 1. X 3 MLC/IHA ¢ £ B GEHEM)
. o Current MLC/IHA Employee in commuting distance
(NI RF—/—F) 1 2 |1 XBEMLCHA GRS B KE)
Current MLC/IHA Employee Japan Wide
(=%% X B % [ BR% [ E&Z IV. [X] 4}&8 Off Base Applicant
Administrative  Blue Collar Trade Security Medical . .
2. 8BBE Activi This is an open until filled (OUF) vacancy
H ctivity announcement (VA), which will be posted
The New Sanno until filled.
Housekeeping Office, Housekeeping S.ERANES Type of Employment
] MLC
B 7515 AT Working Place: BEEB#X Minato-ku, Tokyo X IHA
. k Schedule (8 40 R | h
3.En#50M Work Schedule (38_40 BfEH] hrww ) [X] & F Permanent
~ = EA
£)7 B Work Days: 5 days/week (i 18~ 6 1. EFFMH
- LR
175857 Work Hours: Between 0700-2300 (8 hours/day) (Age: Ages 18 to 61. Up to the
Recess Period: 1 hour /day retirement age.)

B KB TS S h - F HIRE RN
XA #h Night Shift X] 53 Overtime  [JtH3R Business Travel IC®EOSZEREhS

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

] BRE AR Limited Term
(_» A Months or NTE date)

[ ] B4 HIEREF Hourly Pay Temporary
(HPT) yen per hour

6. FEMNE Duties

Sweeps, dries mops, scrubs and polishes floors, using lightweight vacuum cleaners, brooms and mops. Dusts, waxes, and polishes
furniture, door knobs, 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 tissues, 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. 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.

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




7.8 EH.  BWHEH Qualification/Physical Requirements

a. Knowledge of customer service concepts and practices.

b. Ability to perform cleaning/custodial duties.

c. Ability to speak, read, and write English at elementary proficiency level (LD-1).

d. Must be able to carry/lift up to 55 pounds (25kg) intermittently to move equipment such as chairs, tables, and vacuums.

* 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.

Handicapped applicants may be accepted, depending on the degree and kind of disability.

% EE 71 English Language Proficiency :
LlwsE4 L None  [XI#)#% Basic [ |##% Intermediate [ | E#% Advanced [ 14FEXDEE S Exceptional




8.3 HH 95+ d Application and Associated Documents

HEEFEREAXIITIROEE JHEEC & LY, Seeitem #9 below for How to Submit Application Documents.

TERICRENIMDEEFDL2THRE>-TOWELMES., BLLEITRIBEOEEAEDETEY ICCHEREIETLALE
. BEXNGLELY FEADTITERET S, 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 Z2/&E B A#E Application for Vacancy Announcement (HROY Form 1)
2. [] EEP9EE R RERE Resume of Specialized Work Experience

1& 2 DE Al Complete in [ ] HAFET Japanese [ | HFET English [X] &5 5 T4 Either
3. Z DA EEIFE Other Required Documents (RFIEHEE L. FRICF T vII—I TRINIHIEELHHBEE 1D
DFEFT7ANIZTEELEH T IEELY, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

[ EERAEFELDTE L Copy of Driver's License

TAFEERRHFADAHIF (A FRIFAFARY 7TV FLYMRSh-RFFEREZRE.

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

L& TEL/SEBAZEDE L Copy of Certificate

L EEBOREAZIIHT S5 DDE L, Certificate of English Proficiency.

TOEIC, TOEFL ¥ DEFHBERIMPELZSH/LTHVARIEFORES (K5, HiAH. EE) LALITD
WTHBECHE, BELLFRFZE > -BHERRZCSAROBHEREERICEE R L TT 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 BRAEEUNDOAIE, EFAH—F (@@E) KRU/IR7R— 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.

4. X (S ERIGZEE D & For external applicants only) 110 A5 DU FZF L. REEDOEHERS - Ef-RE2FELV-RIE
F#f8 (12cm x 23.5cm), 12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

*AREHEECLDECRETETREIHYEEAN, REBAKRSEBRBETHHELTWSAE. HERICEYSEMK]
FRHLTCESY, (RMEEEE, LEZEOZOMOBESHLFLOTRELTILZEL, )

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. (For current MLC/THA employees, please submit with the “Other
Required Documents” in item#3 above.)

LEEKFIUTOURL KLY FADA—RKTEET, 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 RIEHERmMM4—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

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

PD No.: Sanno-42H-003 PD is accurate and current. Certified by Activity: at HRO: (rcvd 4/7) kw 4/10




INEBIEZHEELTWEWMEE EBEZEDORRIZE Y FHE A, Incomplete applications will not be considered.
RHEHESNFIEEEHEILHIR L LEE A Submitted applications will not be returned.

EFEEFMEAE 20 B LLEDBEEERRIR - BERIR - EEFESOMANEHE DTSN TLVET, 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. FBOMETEEICLLAREADHYET,

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

PRIVACY ACT STATEMENT {AAIEHREEIZDOLNT

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

EA KENTERER S 10450,9397 ; R BAE - EANFERORECET HEE (Ta1 5FEEEERHES)

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, UEORELABREOEXBOXTEEMNE LT, EANFERELERT 54,

FERE  ERIFEFER.  LIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIFBR: TEMOEMICLEL, RHCERGEANEREZHET 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.

1RGN EANFEROFREIERTI A, ERINEREIRELGNSTIGE. TORODFHRZOHIT. Bh. HAHULMIHE
ERBEAHBYET,

VA (IHA) Format Revision: 2-6-2026




