P grﬁﬁiﬂ;t No. NS-VA-25-25
BRAEEMMZTEELR T ——
1% Cut-off Date
VACANCY ANNOUNCEMENT EE@UR:
Closing Date 16 Mar 26
***Qpen Until Filled*** #17H:
P Date of Issue 17 Mar 25
1BFE4 Jobtitle (%#k Grade _5 /EBH¥EHH LD 3 ) HEEAH 4 S EEFHA Area of Consideration
No. of Recruitment I. XIIR MLC/IHAfEXE (ZFBA)
IT Assistant (General) #84 Current MLC/IHA Employee within Activity
1. X MLC/IHA it % B (B EE M)
(F 8 & 2 5 % B B (—i) 1 % Current MLC/IHA Employee in commuting
distance
Acceptable Trainee Level (3RATRER E LVEHR): . KB MLCIHARE B (L EAXE)
S4B Grade-4, EBEEZER LD-2 Current MLC/IHA Employee Japan Wide
’ IV. [X]#+&B Off Base Applicant
X E5% (] HEEs (g% []EES This is an open until filled (OUF)
Administrative __ Blue Collar Trade _ Security  Medical vacancy announcement (VA),
2.88B% Activity which will be posted until filled.
The New Sanno
f#%jf?czesemces 5. FADOFEE Type of Employment
] MLC
EYF51m AT Working Place: BUEEBHE Minato-ku, Tokyo D HA
3.£h 5/ Work Schedule (B_40 BERS%| hrww ) 7] BSRS%I HPT

£/7 8 Work Days: 5 days/week X #F Permanent

£ 7585/ Work Hours: 0600-2000 (8 hours/day) ] BB Limited Term (__» & Months )
Recess Period: 1 hour /day o

CJ7&£h Night Shift X %% Overtime [ | 3R Business Travel

6. ¥ M A Duties

Independently or as an assistant to U.S. NAF IT Manager, performs Information Technology (IT) Assistant work in the specialized
information technology fields. Applies knowledge of fundamental data processing methods, practices, and techniques sufficient to
develop, test, implement, and modify computer programs and operating procedures. Ability to apply and adopt technical
requirements and procedures of the information technology and data management functions is required. Assignments include
maintenance of personal computers (PCs) and supporting network connectivity; upgrading hardware/ software equipment;
modifying software programs; and preserving networking capabilities; etc., that are more complex than those described in the lower
level IT Assistant definition. Works with and receives direction and guidance from the NAF IT Manager in the development of new
methods, problem resolution, and implementation of system changes in the specialized field. Independently carries out limited
specialized projects and assignments, and performs routine duties without detailed guidance from higher-graded specialist or
supervisor.

Provides guidance and assistance to resolve routine, standard, and sometimes difficult hardware and software problems. Resolves
problems and answers technical questions related to improper input, procedures, instructions, database, or hardware problems.
Performs initial analysis on computer related problems to restore system operability. Identifies problems, makes mechanical
adjustments, and takes corrective action to solve system malfunctions. Recommends preventive actions to preclude recurring
problems or system inefficiencies. Resolves most operating problems and refers only the very unusual problems to appropriate level
for solution. Reviews troubleshooting instructions, control procedures, and maintenance checklists for validity. Recommends
changes to help desk supervisor as necessary.

As the alternate System Maintenance Manager, assists collecting and analyzing information, coordinating and defining
requirements, conducting feasibility studies, and equipment configurations. Performs hardware and software installs, upgrade and
patches. Works closely with vendors, headquarters and region program managers. Maintains a physical inventory of all hardware
and software. Assists in IT systems life cycle management. Ensures all appropriate documentation is on file. Monitors
maintenance contacts for renewal and submits purchase request for support required. Obtains approvals from all required sources.
Assists the NAF IT Manager with administrative work such as new user requests, hardware and software life cycle, and other work
assigned by supervisor. Trains and assists employees on proper cyber awareness. Installing, maintaining, tracking, and disposing of
all IT assets in accordance with applicable instructions.




788 EH B4 E&H 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-years college/university in a related field.

b. Knowledge of computer software technology and its application such as POS System, MIS, SAP, etc.

c. Knowledge of computer programming language concepts and techniques and computer database & file structures.

d. Skills in researching, analyzing, and solving difficult software/hardware problems.

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

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

g. Ability to work outside of work hours in case of emergency.

*An applicant who does not fully meet the qualification requirements stated above may be considered as a lower grade level
as below
1-4: a. One year of clerical, technical, or administrative work experience in any field, OR

completion of 4-years college/university in any field.

*U.S. security check will be conducted as part of pre-employment processing for the selectee.
KEESN-AICFERNFHRED-RELTRED LX) T4 - FIVvIAEREINFETS,

* A handicapped applicant may be accepted, depending on the degree and kind of disability.
* 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 N English Language Proficiency : [ JWAEE AL L None [J#1#K& Basic [ ] #& intermediate [X]_E#& Advanced [ 4$FER D EE ST Exceptional

“#FE Educational Background: N/A | $a8F5E 18 T 5 License/Certificate Required : N/A




BRI

= o .
8329 % £ M Application and Associated Documents Working Condition

*[X] 22 RE IG5 F#R Application for Vacancy Announcement Works on rotation shift,
*[X] BPIREFE#REEE Resume of Specialized Work Experience including Saturday,

*MERAlL Complete * in [] BAFE T Japanese [X] #FBT English [] €% 5 T4 Either Sunday, and Holidays.
X RiE/BENEAKBETEHHE L TLSAIL. [HEKICET SEMEK]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on
Relatives”

(] EEx R EFSE DS L Copy of Driver's License

L& TEESIBAEDE L Copy of Certificate

X #EDEENZIIBET 51 DDE L Certificate of English Proficiency (Copy)

X 110MIF£MF L. BREEOEESRS - KL FZ UV REEMAHFE (12cm x 23.5¢m)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 110 yen stamp (MPS is unacceptable.)
X BAEEZUNDAX, EBA—F (@@ RU/NRAKR— kO E— For non-Japanese
citizen applicant, copy of Residence Card (front & back) and Passport Copy

R L& 5 for Job Inquiries 1R i 5t Office to Submit HEHILIEAM For Official Use
SELEE HBLE SR Office/POC T106-0047 SRREEXFEMM4—12—20 PD No.: Sanno-S1-003
The New Sanno, Tokyo 4-12-20 Minami Azabu, Minato-ku, Tokyo
—a—Hr/—ANERE —a—Y%2/—AERE PD is accurate and current.
03-6868-2311 The New Sanno, Personnel Office Certified by Activity: at
(Extension//#g 7047) B03-6868-2311  (PI#R/Extension 7047) HRO: (rovd 3/14) ks 3/14

BHEEEZEHEZLTOWEWNMEE. BEORRICEY FH A, Incomplete applications will not be considered.
RBHESINE-REE8HIEERL LEFA Submitted applications will not be returned.

G - BB - KBLGEE., XBOMETERICLLAARENIHY FT .

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

PRIVACY ACT STATEMENT {EAEHRIREEICDOLNT

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

ER KEITEER S 10450,9397 ; R BAE - EANIFHRORECET 5iEF (T 1 SEXEEER+TES)

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: AEDLd, T2, WECRELEBREDEZOZEITEZEHNE LT, BABREEHET 4.

IR BREIEFEX. L LAFEAICTHEICZRESNET,

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

BN EANFROFREIERTIA. BRINERETIRE LGN STIGE. TOROFHREDOUIT. BEh. HDHUIEHE
LHBENHYET,

Format Rev: 5-30-14




