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From 26 August 2024, Y110 postage is required for return envelope | pate of Issue 14 Jun 24
submitted by External applicant.

18R Job title (F#,k Grade _4  /FBFEEHKLD 2 ) SEAH A BFEEEEF Area of Consideration
No. of Recruitment | | |Z|}E MLC/IHA [t %8 (ERFXA)
Current MLC/IHA Employee within Activit
Housekeepeor Foreman ,6:#2172 o MLC/IH%%E%E(:E%J]W)
(I\"?X-'-'F-l\-ﬁ? A= A) 2 % Current MLC/IHA Employee in commuting distance
. XEMLCIHARREB(ZERAXE)
HE=X:E3 X EER [ #H#&% [ EE%R Current MLC/IHA Employee Japan Wide
Administrative  Blue Collar Trade  Security Medical IV. X4+ &8 Off Base Applicant
2. EBEX Activity
The New Sanno This is an open until filled (OUF)
Housekeeping Office, vacancy announcement (VA),
Housekeeping which will be posted until filled.

BN 538 FT Working Place: BEF##E Minato-ku, Tokyo 5.J& M DFERI Type of Employment

3.8 #58ER Work Schedule (38_40 RFRS&H] hrww ) [] MLC

£)7% 8 Work Days: 5 days/week X HA

£ 755 Work Hours: 8 hours/day in 24 hours operations (00:00-24:00) (] BFRS%I HPT
{AKE8 Recess Period: 1 hour /day X & A Permanent

] BR%E Limited Term (_» B Months)
X% & Night Shift X % Overtime  []H43E Business Travel

6. FFEMNA Duties

Sweeps, dry mops, scrubs and polishes floors using lightweight vacuum cleaners, brooms and mops. Dusts, waxes, and polishes
furniture, doorknaobs, 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 tissue, 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. Maintains appropriate housekeeping records. 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.

Upon notification from Housekeeper that a room is cleaned, the incumbent is responsible for inspecting room and reporting room
status to the Front Desk via the room panel control board. Responsible for work schedules for assigned housekeepers ensuring that
adequate personnel are on hand to meet operational necessities. Ensures that supplies, carts, and hand buckets are properly ordered to
prevent extra trips to the supply station. Trains subordinates in proper cleaning methods, sanitation, and safety prevention.




7.8E8E Y B&%&H Qualification/Physical Requirements

a. Knowledge of customer service concepts and practices.

b. Ability to supervise subordinate employees.

c. Ability to perform cleaning/custodial duties.

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

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

BEOHDHAICOVTIE, TOREICLYVEELET.
*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.

BEEE P English Language Proficiency : [ |WAZEE%E L None [ #0#% Basic DXIH#R Intermediate [ | E#% Advanced [ 14FEXDHEF Exceptional

2P Educational Background: 7% L | S ErEE.1& T EE License/Certificate Required : 7% L
8.1RHH 9 5+ M Application and Associated Documents Worlﬁzﬁgfﬂition

*[X| 25 AR Application for Vacancy Announcement Irregular work schedule
*[] PR FS#RAE R Resume of Specialized Work Experience including Sat, Sun &
*MEBAlE Complete * in [] HAEE T Japanese X #E&ET English [] &% b T4 Either Holidays.
X REBENEBXRBETHH L TCLEAIL. [HEICETS2EMRKR]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on
Relatives”
(] 5E#s 55D E L Copy of Driver's License
(1 TEE/SEBAZNDE L Copy of Certificate
X #EEDEENZIIBHT 5T DDE L Certificate of English Proficiency (Copy)
X110 UF G L. BREEOBERES FT- KL ZE UV RIEAEE (12cm x 23.5cm)
12cm x 23.5¢m Envelope with Applicant’s Zip Code, Address, Name and a 110 yen stamp (MPS is unacceptable.)
X BFREgELNOAIE, EBH— FFEE)RU/SRR— F® 3 E— For non-Japanese citizen
applicant, copy of Residence Card (Front & Back) and Passport Copy

L& H5 for Job Inquiries Rt 5 Office to Submit EFHAIER For Official Use
S{AYEE HLYEL Office/lPOC | T106-0047 REHBXEMM4—12—20 PD No.: Sanno-42H-002
The New Sanno, Tokyo 4-12-20 Minami Azabu, Minato-ku, Tokyo _
SR - Sa—Yy/—AFR Cortied by Actviy: at
B03-6868-2311 The New Sanno, Personnel Office
(Extension/R#R 7047) 703-6868-2311  (I#R/Extension 7047) g'gg (revd 6/11) ks 6/13 (A) ks

BEEEZHZLTOVEVNES BZEORRIZHY FH A, Incomplete applications will not be considered.
RBESNEEZHEHIRL LEEA Submitted applications will not be returned.
$IEGAT - BFEERE - KBLREE, EBEOMETERICLLAREELHY FT,

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

PRIVACY ACT STATEMENT {EATEHREEI=DL\T

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

&R KEFTEER R 10450,9397 ; R BAE - EANIFHRORECET 5EF (P 1 SEXEERTES)

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.

TR ABDES, T2, UEORELEBREORHOXTEAME LT, BAFRZELHET 4.

FEL  EREAEFEHX. L LA FEEICTHREIRESNET,

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

ERER: EANERORRIEETTN, EBRSNBERERELGD o158, TORDFHREOHIT. Bh. HHWIETHETE
BHENHYET,
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