KADENA CIVILIAN PERSONNEL FLIGHT

https://www.kadenafss.com/civilian-personnel-section

Vacancy Announcement No. (RAL&ES): OC-23-305

Opening Date: 23 November 2023 Daéﬁﬁq Open until filled
#178: SM5411 823 H ﬁm BERANRELET

Who May Apply (BEXRZHEES):

MLC/IHA employees within the organization.
SEMBANICFIET S MLC/IHA itX &

MLC/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
22E/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA IZFiflE8 9 % MLC/IHA (%8

MLC/IHA/MC employees of Army / Marine Corps / Navy / AAFES in Okinawa.
BEEE / iRk | &2 E /| AAFES IZFRIE 9% MLC/IHA/MC it (8

Eligible employees who are interested in being considered for the following vacant position(s) must read below instructions
carefully.

How to apply: Please submit your applications to Kadena Civilian Personnel Flight (CPF) Japanese Staffing by the closing
date and time indicated above. Applications should be submitted via one of below designated drop boxes:

1. Box 1: Room B-202, Building 721-A (2nd floor), Kadena Air Base
2. Box 2: Kadena Gate 1 Visitor Control Center, Building 31, Kadena Air Base

Required documents: KADENA AB Form 1EJ, 20090413 (APPLICATION FOR KADENA V/A) and copies of required
licenses/certifications if any. Application form is available on 18th Force Support Squadron Home Page at

https://www.kadenafss.com/civilian-personnel-section. (Please refer to “Applicant’s Guide”)

Important note: As an applicant, it is your responsibility to complete your application correctly and ensure all the required
documents are attached to the application. Please limit your documents only to application and required documents. Submitted
applications will not be returned.
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[>5 5 %5: KADENA AB Form 1EJ, 20090413 (ZFMICEREEE) LILEICWBELGRIFII-GIHAEZFDEL, CEEBEFEE(LE 18
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Contact information (&1t 5%):
Phone (E5&&5): 632-7369
Email (A—JL 7KL X): kadena.jnstaffing@us.af.mil

Application (KADENAABIE.]
Application Continuation Form
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Lanquage Proficiency Level (LPL) Certificate Requirement Change
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ENGLISH PROFICIENCY TEST (EPT)

LPL TOEIC Prior?tipgeb 16 Aﬂe?léC::b 16 o . CASEC EIKEN
(PBT) (cBT) (iBT)
4 (Exceptional) 860 — 990 86 - 100 NA 600 — 250 - 100 - NA 1
3 (Fluent) 730 - 859 76 — 85 90 - 100 550-599 | 210-249 80-99 870 - Pre-1%t
2 (Average) 550 — 729 66— 75 75- 89 460-549 | 140-209 50-79 560 — 869 2nd
1 (Elementary) 400 - 549 51— 65 65— 74 430-459 | 120-139 40-49 475 - 559 Pre-2"
PRE-1 (Minimal) 350 — 399 NA 40- 64 NA NA NA NA 3
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| have read the qualifications required for this position and believe that | meet these requirements. | also understand that it is my responsibility to ensure that my application
reaches the Civilian Personnel Flight prior to the closing date. | understand that falsification of any item herein may result in the immediate termination of my employment or
disapproval of my application. | place my signature in certification that the information contained herein is the truth to the best of my knowledge and belief.

B33 B {1 Date of Applying AADE% SIGNATURE OF EMPLOYEE
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Vacancy Announcement No. (R AG&%&S): 0C-23-305

X&E: PRENTAATOHO MLC/IHA/MC (%8

Position Title/Series | Purchasing and Contract Assistant, MLC-414, BWT 1-5, LPL: 3
Grade/LPL (This is a Limited Term Employment Not to Exceed 19 August 2024)

Work Place | 18 CONS/PKB, WG & Partner Flight, Kadena AB | Number of position(s) | 1

Summary of duties:

Serves as a Purchasing and Contract Assistant and performs pre-award and post-award contractual functions when they
are well-defined and well-precedent, using simple contracting methods, to procure standard services, commercial item
supplies, commodities, and/or construction. Plans acquisitions for standard or specialized commodities, services, and/or
construction contracts where specifications are standardized within established competitive markets and price competition
exists. Reviews requisition package for consistency and compliance with administrative, regulatory and procedural
requirements. Develops solicitations, evaluates responses, and makes award recommendations. Complies complete
source list from qualified applications, knowledge of suppliers, contacts with trade associates, and other sources. Prepares
and issues solicitation documents, selecting clauses, ensures clear and complete specifications to include packing and
delivery requirement. Serves as a central point of contact on assigned simplified acquisitions, construction, and Architectural
and Engineering contracts by responding to customer’s inquires and to resolve routine discrepancies/problems or assist
resolving technical problems. Monitors contract performance through telephone conversations, correspondence, site visits,
inspections, progress reports, and review contractor compliance to applicable laws, delivery schedules, payment provisions,
progress reports and other terms and conditions stated in the contract. Provides advice and assistance to others relating to
contracting work and prepares correspondence. Provides advice and assistance to installation technical personnel, sales
representatives, and or contractor’s local suppliers whenever information is needed or issues need to be resolved. Performs
other related or incidental duties as assigned.

Qualification Requirements:
In order to qualify for this position, your application must provide sufficient experience and/or education, knowledge, skills
and abilities to perform the duties of the position.

1. Specialized experience in the related field such as accounting, business, finance, contracts, purchasing, marketing, etc.
OR 4-year college/university graduate in any field.

2. Ability to speak, read, and write English at fluent proficiency level: LPL-3 is required.

3. Must have the knowledge of general office automation software, practices, and procedures to prepare various
procurement documentations in Microsoft Outlook, Teams, Excel, PowerPoint, or PDF.

Job Related Requirements:

1. May be required to complete all required Acquisition Professional Development Program (APDP) certification Back-to-

Basis training requirement courses within 36 months after entrance on duty date, based on course availability.

Must be able to obtain Contracting Officer's Warrant as assigned by leadership.

Must have ability to understand the Federal Acquisition Regulation (FAR), FAR supplements, and DoD financial

management regulations.

Must have working Knowledge of Simplified Acquisition Procedures.

Must be able to prepare, evaluate and negotiate proposals (RFPs), and award the contracts IAW FAR, FAR

supplements, and other pertinent regulations.

Must have the skills to use the contract writing system.

Must have good people and communication skills to work as a team.

May be required to travel TDY for training.

May have to work outside of normal duty hours if requested, especially at the end of the fiscal year.

Work Schedule: Mon-Fri (40 hours per week), 0730-1630 (Recess: 1130-1230)
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Required document S EE:

X KADENA AB Form 1EJ

X Copies of English Proficiency Test for LPL requirement, see page 2 (EFRENZFIIAT HEHENIE—(2R—TUBH)
X Copies of license(s)/certificate(s) fZFiE-SEBAEZH M aE—: As underlined above L2 TSR
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