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VACANCY ANNOUNCEMENT 1% Cut-off Date 19Aug 25
EERIA:
***Open Until Filled** Closing Date > Aug 26
#17H:
Date of Issue 6 Aug 25
1.E8TE4 Jobtitle (Z#,k Grade_5  /FEBPEHK LD 3 ) BEAH 4 B Area of Consideration
No. of
) Recruitment I. [XIER MLC/IHA fit % 8 (EBE )
H ousl ng M anage r #309 Current MLC/IHA Employee within Activity
(FEEER) 1. XIIR MLC/IHA it £ B (BENE M)
1 % Current MLC/IHA Employee in commuting distance
NEBR  [JHER O®z% [OE#R l1I. DI MLCAHAER B (24 B K )
Administrative  Blue Collar Trade  Security Medical Current MI;C“HA Employee .Japan Wide
2,508 Activity IV. XI5+ 88 Off Base Applicant
The New Sanno - g
- This is an open until filled (OUF) vacancy
Front Office, Front Desk announcement (VA), which will be posted
_ . s . until filled.
EWFSB/AT Working Place: RIR#HER Minato-ku, Tokyo 5 R OTEE Type of Employment
3. B #5EERE Work Schedule (8_40 BERS%H] hrww ) ] MLC
&7 8 Work Days: 5 days/week X IHA
#7585 Work Hours: 8 hours/day in 24 hours operations (00:00-24:00) (] BefEHl HPT
{AEA Recess Period: 1 hour/day X & A Permanent
] BRE Limited Term (__# B Months )
DI #h Night Shift X 5% Overtime  [_]Hi3E Business Travel

6. B FEAZ Duties

Assists supervisor in the management of a large billeting operation including single, family and distinguished visitor quarters. Assists in the
development of billet operating procedures. Recommends such modifications or repairs to quarters and purchase of equipment from billeting fund as
will provide for adequate accommodations. Selects sources of supply and negotiates price on local purchase items. Supervises central reservation
service. Arranges billeting for distinguished visitors and groups attending conferences or visiting the installation. Supervises collection of billeting
fees and maintenance of accounting records. Prepares financial reports. Supervises subordinate personnel engaged in reservation, billeting and
maintenance work. Conducts on-the-job training and checks work performance. Recommends necessary personnel actions to supervisor.

Exercises administrative control over installation local national dormitories. Establishes procedures, audits funds and screens applicants for quarters
to determine eligibility.

7.EREH . BHEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR completion of 4-
year college/university in a related field may qualify him/her at 1-5 level.

b. Knowledge of customer service concepts and practices.

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

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

Ability to speak, read and write English at fluent proficiency level (LD-3).

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

BEDHDHAHITONTIE, TNEREICIYEELET,

* 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.

HEE A English Language Proficiency : [J#Z 74 L None [J#0#k Basic [ & #k Intermediate [X]_E#& Advanced []4#Ek M #&EH Exceptional

FE Educational Background: 7 L | $a8FEE. & T 5 License/Certificate Required : 7% L

BRI

o L .
8129 % 4 M Application and Associated Documents Working Condition




TRISRSNIVDEEFEOLETHAR > TLELLMEES, BERNFLLGYEFADTIEET S\, When all of required Irregular work schedule
documents indicated below, your application will not be accepted or considered for this position. including Sat, Sun &

Holidays.

1. X 22 s RSB R#E Application for Vacancy Announcement (HROY Form 1)
2. X PR HHREE Resume of Specialized Work Experience

1 &2 M5EAlE Complete in [] BA&FET Japanese X EFET English [] &5 5 T4 Either
3. % Dt s EWEFZE Other Required Documents

[ iEEE &I D E L Copy of Driver's License

VA TEERHMDAIL (T4 FRFAFRARY 7TV 1 ELYHRISh-RIFERZIRE,

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

Reading Application, etc.

(18 TEE/EsEBHZE DS L Copy of Certificate

X ZEDRENDZIAATH5HLDDEL, Certificate of English Proficiency.

TOEIC, TOEFL ¥ MEFHBRERIAAEZHFLTHRVARIZEEGOEEN (RE. &H. ES) L

ROV THOBEEHEE, BLLFREBEZFE - -BERREZCERROBBREEMCERLTT S

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 BARELELUNDOAIF. EBH—F (E@E) RU/IRHKR— 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 ER IS 553 D A For external applicants only) 110 H A3 DYIF #8afT L. WEFEOERHERS -Fh- K& %
EV=IRIERHE (12cm x 23.5cm),  12cm x 23.5¢cm Envelope with Applicant’s Zip Code, Address, Name and 110
yen stamp (MPS is unacceptable.)

CEREHFEICLECREERTESY FHAN. REBERSERRBETHHEL TLLIEE. [HiEKIC
By HEMR] ZRELT LSV

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.

* VARUBZOBESEESKRLBEOBDEERHRIICEONSTHET S,
https://cnrj.cnic.navy.mil/Operations-and-Management/Human-Resources/How-To-Apply-MLC-IHA-JOB-
Opportunities/IJN-Yokosuka-Region/

R LVE 8%k for Job Inquiries 1=t 4k Office to Submit HEFSAIBAR For Official Use
~IELERE 1B HF R Office/POC T106-0047 RREEREMMA4—12—20 PD No.: Sanno-41F-002
The New Sanno, Tokyo 4-12-20 Minami Azabu, Minato-ku, Tokyo
—a—Y%r/—AEE —a—4%r/—ANER PD is accurate and current.
&03-6868-2311 The New Sanno, Personnel Office Certified by Activity: at
(Extension/P#g 7047) ©03-6868-2311  (N#R/Extension 7047) HRO: (rcvd 8/5) kw 81/

REZEEZHEELTWEWMEE BEOXRRICAY FE A, Incomplete applications will not be considered.
RBEINFEISEEHILHSEL LEEA Submitted applications will not be returned.

A - BBEE - KBL L, XBOBETERICLLARELAHYET,

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

PRIVACY ACT STATEMENT {EI \IESREREHICDLVT

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

B REMTEERS 10450,9897 ; RU BAE - EAFRORECET 552 (R SEFEERHES)

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: NBDLESR, T2, MEORELEBXEOERHZEOEITZENE LT, BANEREZREERT 5.

FERD : EERRIEETER. L LIERICTHEICRESNET,

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

FIAB: TEMOEMICLEL., S TERGEANGEREHFT 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.

1BE5IR: EAFROFRIERTTN, BREINEREZRE LGN STI5GE, TORODFHREOHIT. Bh. HAHWNEFEEGLIENHYET,

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



