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YIEEREHIB
VACANCY ANNOUNCEMENT *Cuttoff Date 4 Mar 26
- SRR 18 Feb 27
***Qpen Until Filled*** %‘;f_;rg Date
Date of issue 19Fen26
1.B4TE4 Job title (&#k Grade_ 3 FEHZ{K LD 2 ) HE AN | 4.5 EFF Area of Consideration
No. of I. XIB MLC/IHARE%(E (FBBXM)
} Recruitment | o, rent MLC/IHA Employee within Activity
Travel Information Clerk #273 Il. X B MLC/IHA ¢ £ 8 (B2 E W)
R ol Current MLC/IHA Employee in commuting distance
(FRATZENEFEED) 1 gz |11 XEMLCIHAGRE (SR XE)
Current MLC/IHA Employee Japan Wide
X E5% BT EA (Rze% [JERSR V. & 44 #8 Off Base Applicant
Administrative Blue Collar Trade Security Medical This il filled (OUF)

— is is an open until fille vacancy
2.8BER Activity announcement (VA), which will be posted
The New Sanno until filled.

Travel Desk 5.E A DFELE Type of Employment
] MLC
B 318 AT Working Place: BE#B#R Minato-ku, Tokyo X IHA

] &% F Permanent
(F#F 18E~61m%. TEEH
# LR
(Age: Ages 18 to 61. Up to the
retirement age.)

3. Eh SRR Work Schedule (B 24 BERS%I h
M Work Schedule (3824 F5fil hrww ) R R ppp——

£)7% B Work Days: 4 days/week ITESEERASh? .

)75 Work Hours: 0530-2330 (6 hours/day) Employed under a labor services agreement

{KE8 Recess Period: N/A concluded between the Japanese and U.S.
governments.

D% &) Night Shift X 7% Overtime  [JHi3R Business Travel [ IR S 5378 Limited Term

(_» B Months or NTE date)

[X] B #4 I E&RE Hourly Pay Temporary
(HPT) 1,430 yen per hour

6. M E Duties

Welcomes customers upon entrance and confirm reservations. Acts as a point of reference for guests who need assistance or information
and attends to their wishes and requirements. Understands customer’s needs and provides them with personalized solutions by suggesting
activities and facilities provided by the hotel. Provides guests with information on sightseeing in Tokyo, as well as elsewhere on the
islands of Japan. Gives information on train, subways, bus, planes, and other local travel media. Provides maps and directions. Assists
guests in contacting local Travel and Tickets Agents in making and confirming reservations. Makes reservations for guests at local dining
and booking tours for guests. Arranges for a taxi or other transport services upon request. Assists with processing reservation payments as
needed. Recommends local medical assistance and response. Promotes hotel features and services to guests. Takes reservations responding
to guest inquiries providing information about rooms and hotel amenities. Responds to complaints and find the appropriate solutions.

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




7.8E8E W B&%&H 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. Ability to perform general clerical work.

d. Ability to speak, read, and write English at average proficiency level (LD-2).

* 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.

BEOHDHAICOVTIE, TOREICLYVEELET,

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

B EE 71 English Language Proficiency :
ClwE#A L None  [#)#k Basic  X##k Intermediate [ ] E#k Advanced [145ERDEEH Exceptional




8.4_tH 9 %HM Application and Associated Documents

HEEFEEHAEIITROESZ JHEC FEE 1LY, See item #9 below for How to Submit Application Documents.

TRICRENEIDEEFEOLTHE>TOWELMEES., BELLEITRIBOHREAEDETEY ICCHEIHEITALE
A, BEMREBYFBEADTIEET L, 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 22E B AR Application for Vacancy Announcement (HROY Form 1)
2. [] PR #5542 = Resume of Specialized Work Experience

1&2 MEBAlE Complete in[] BAFET Japanese X #FET English [] &5 5 T3 Either
3. F DL BEEIFE Other Required Documents (REREHEH X, FRICF I Vv IT—I TREINZEERHZHEE 1D
DFFI77ANITEFEHT L FZE LN, For current MLC/IHA employees, when any of the following documents are check
marked, combine them to one file attachment)

(] EEx R SE DT L Copy of Driver's License

TATEEBHADAIE (A FREFAFHFRY 7T ] ELVHRISh-RFERERE,

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

[ {& T/ EEBEDE L Copy of Certificate

X EEDHAZAHTHHDDE L, Certificate of English Proficiency.

TOEIC, TOEFL #NEFHBRERIMAEZ LB L THVAFICESOREEN (REE. &H. EEF) LALITD
WTHBECHE, HELLFRFZE - -BERRZCEAKOBHEEMICECELTTEL,

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 BAEZUSNDAIE. EBH—F (@@ RU/XRFKR— k0 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. (RIS S & D For external applicants only) 110 A DYIF Z 85T L. IEHBEDOERHERS FAT- KA T EVIRE
F$E (12cm x 23.5cm),  12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and 110 yen stamp (MPS is
unacceptable.)

"BREHBECLECEEER TS Y FTEAN. REBEESEBRBETCHHEL TWEAHE. [BRCHET2EMR]
FRELTCEEL, (FIMEHEEF. LEIBEOTOMOLEEHELFLOTRELTIEZEL, )

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/IHA employees, please submit with the “Other
Required Documents” in item#3 above.)

FREXEIUTOURL &Y FHoO—KTEET, 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/

IEEHIRHAZE How to Submit Application Documents

RHE : Submit to:

BEELIEE-mail lcTZa—Y%>/ —AERARH, By postal mail or E-mail to the New Sanno Personnel Office.
T106-0047 RRMERMHM4—12—-20 4-12-20 Minami Azabu, Minato-ku, Tokyo T 106-0047
—a—Yr/—AEHE The New Sanno, Personnel Office

©03-6868-2311 (4 7047) ©03-6868-2311  (Extension 7047)

10. FEFFALIRME For Official Use

ZAERTRE Y Activity POC :  The New Sanno Personnel Office EE (DSN) 243-7047

PD No.:  Sanno-OT-002-PT PD is accurate and current. Certified by Activity: at ‘ HRO:




IEEEZmEEZ L TWWEWNMGE BZEDOXRRIZEY FH A, Incomplete applications will not be considered.
RESNGEZAIEHIRL LEFHEA Submitted applications will not be returned.

x| HA R HIERRFE AR R (HPT)ERAIC DL T
**About IHA Hourly Pay Temporary (HPT) Employment**

ZREE . 1 FZBALGVERE. ZFZERARFEH. ELJIEEHFIAGVEENHY . BEFHFINLHBEICHEL
TLRAOEANCBE L-ERAREIEMEZBAGVIARE LY FT,

Duration of Employment: Not to exceed 1 year. The employment may or may not be renewed. Even when renewed, the total
employment period counted from the initial hire will not exceed three years.

R@EEXH ., Commutation allowance will be paid.

HFEEREAE 20 B LLEDBZSTERRKRIR - BRRIE - EEEESOMANEE I IT5NTILVET . Employees
whose weekly work hours are 20 hours or more must be covered by Employment Insurance, Health Insurance and Pension
Plan. E0 #5157t - B175EM - KBLGEX. EBOMETERICLLHAREEAH Y ET,

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

PRIVACY ACT STATEMENT {EAIEFREEICDOLNT

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

E KETEER T 10450,9397 ; XU BHEE - EANIGRORECET 552 (T 1 sFEEER+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.

TEH: ABDEM, T2, UEOREBLEBREOEBOXITEEME LT, BEABRERZT 54,

FERS  BREBEFEX, L LEEAICTHEICRESNET,

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

EHRER EABRORRIERTTN, EBRINBERERB LG o5HE. TOROFHREDYIT, Bh. HHULIHE
ERBEABYET,

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




