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***Open Until Filled*** zg;gg jizg 26
Date of Issue 925
1B Jobtitle (ZF#;k Grade _5 /EBPFEHKLD 1) BEAH 4 B EE Area of Consideration
Housekeeper Foreman B #2172 Recimen . DX MLC/IHA fit 5 8 (BBFX W)

Current MLC/IHA Employee within Activity

1. XTI} MLC/IHA # (B (@B EE M)

VA DAXF—N\—BI74+—< > B) 1 % Current MLC/IHA Employee in commuting distance
. XITE MLC/HAEEB(2EA XE)

Current MLC/IHA Employee Japan Wide

ESEES XHgER L RE®R L EER ° )
Administrative  Blue Collar Trade  Security Medical IV. DI5HaR Off Base Applicant

2.88B% Activity This is an open until filled (OUF) vacancy
The New Sanno i announcement (VA), which will be posted
Housekeeping Office, Housekeeping until filled.

w - . s . SER®D Type of Employment

B #515/T Working Place: RF#RER Minato-ku, Tokyo DEI\F/? Lcﬁﬁ wp POy

3 Eh R Work Schedule (5B _40 BRI hrww ) X IHA

£)75 8 Work Days: 5 days/week [ BsRE%1 HPT

£/ 75 B8 Work Hours: 8 hours/day in 24 hours operations (00:00-24:00) X % B Permanent

{AE8 Recess Period: 1 hour/day O] BB Limited Term (__# B Months)

XI#& £ Night Shift X 5% Overtime  [JH!3R Business Travel

6. B FEAZ Duties

Assists Housing Manager in Housekeeping Office in operation of the Housekeeping Division, which consists of 149 hotel rooms and one apartment,
housekeepers. Assists in directing housekeeping operations necessary to insure that authorized guests, their-dependents, and guests are receiving
safe, clean, and defect free guest rooms. Responsible for overall operation of the Housekeeping branch involving daily housekeeping in hotel guest
rooms. Inspects room facilities for irregularities in plumbing fixtures, electrical hazards, proper state of cleanliness, adequate linens and other
supplies, and other deficiencies that are apparent. Insures that efficient and satisfaction services are furnished and sees that administrative, sanitary,
fire, and other regulations are adhered to. Responsible for linen room operations and ensures that periodic inventory of linen and supplies is taken.
Ensures accurate and timely accounting of issued and received linen and supplies to and from guest rooms and other New Sanno operations.
Receives and resolves complaints from guests. Supervises and trains Local National employees engaged in housekeeping branch. Seeks ways to
improve productivity and conserve manpower resources. Interviews and recommends applicants for employment. Evaluates staff training needs and
provides training. Establishes performance standards. Develops and adjusts employees’ work schedules to ensure that sufficient employees and
material are available to meet operational requirements at all times. Initiates actions for awards, disciplines and other personnel actions. Assists
Housing Manager in requisitioning and/or purchasing needed supplies, keeping custody of equipment and property, and preparation and execution of
operating budgets, preparing IDPs, and establishing performance standards. Advises Housing Manager on development or improvement of internal
operating procedures, remodeling or maintenance of facilities, etc. Assists in updating and/or revising SOP in the Housekeeping Division as needed.

7.BHREN B{EEM Qualification/Physical Requirements

a. One year of trade and/or manual works in a related field.

b. Knowledge of customer service concepts and practices.

c. Ability to supervise subordinate employees.

d. Ability to perform cleaning/custodial duties.

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

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

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

BEDHAHAHITOVTIE, ZOEEICIYEELET,

* 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 7% L None X#0#k Basic [ ]9 #k Intermediate [J_E#% Advanced []4#EkM#&EH Exceptional

2P Educational Background: 7% L | $e8F8E.1& T 5 License/Certificate Required : 7% L

BBRR
Working Condition

83219 % 4+ ® Application and Associated Documents




TRISRSNIVEEFEOETHAR > 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 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 T4 Either
3. % Dt s EWEFE 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

L ZEDRENZIAATH5HLDDEL, 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 23.5c¢cm Envelope with Applicant’s Zip Code, Address, Name and 110
yen stamp (MPS is unacceptable.)

CEREHFEICLELCREERTESY FEAN. REBRSERRBETHHEL TLIEE. [HEKIC
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 %k Office to Submit BEFSAIBAR For Official Use
~IELERE 1B HF R Office/POC T106-0047 RREEREMMA4—12—20 PD No.: Sanno-42H-012
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: (rovd 8/1) Iw 8/1

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 {E AIEEREREHICDLVT

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.

FIMAB: TEMOEMICLEL., S TERGEANGEREHETT 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.

1BEGIR: EAFROFRIERTTN, BREINBEREZRE LGN STIHGE. TORODFHREOHIT. Bh. HEHVNEFEELGLIBENHYET,

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



