KADENA CIVILIAN PERSONNEL FLIGHT
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Who May Apply (BEXRZHEES):

MLC/IHA employees within the organization.
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MLC/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
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MLC/IHA/MC employees of Army / Marine Corps / Navy / AAFES in Okinawa.
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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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Contact information (&4t 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

—_ BFEL XZEZEDEH
<\,gz o Younoumoto iz [I/K %ﬁp — -
KADENAAB

of J, 2009041




Vacancy Announcement No. (RAIGEES): P-24-212-15
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Position Title/Series Service Contract Representative, MLC-490, BWT 1-5, LPL: 3
Grade/LPL (Those who applied for VA No. P-24-212-13 need not reapply)

Work Place | 718 CES/CEHSFM, Housing Flight, Chibana ‘ Number of position(s) 1

Summary of duties:

Independently maintains a complete and comprehensive working file, thoroughly documenting all aspects of
surveillance findings and conducting duties as a Quality Assurance Evaluator: Develops an in-depth and detailed
monthly surveillance schedule; performing no less than 10 official surveillances monthly; documenting all surveillance
findings such as contract discrepancies, satisfactory and unsatisfactory performances, ensuring adherence to safety
standards and enforcing corrective actions; ensures contractor is performing all tasks with no deviations from the
contract; serves as initial point of technical information and data pertaining to the contract; makes recommendations
for changes to improve operations and procedures; coordinates closely with contractor on daily taskings as well as
rescheduling all customer no-shows. Maintains a complete set of accounting books: Participates in pre-performance
and pre-award conferences; submits Form 9’s for funding including request for additional funds and/or yen rate
changes; prepares and submits all required documents to create/modify a contract; calculating daily charges, monthly
payments and preparing required financial documentation for contractual payments; keeps accurate records on a
spreadsheet; reviews monthly invoice for contractual payment; accepts invoice in WAWF and submits for payment.
Meets with contractors on a weekly basis to discuss performance of the contract in all aspects; informs supervisor,
Housing management and contract administrator of pertinent or potential issues; interacts daily with a wide range of
customers, both civilian and military; revolves conflicts dealing with contractor’'s work efforts and military missions,
often requiring interactions with upper management; participates in meetings between potential contractor’s and Base
contracting to help clarify any potential questions. 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.

Specialized working experience in service contract related duties OR 4-year college graduate in any fields.
Ability to speak, read and write English at fluent proficiency level; LPL-3 is required.

Excellent understanding of Japanese speaking, reading and writing.

Ability to interpret/translate from English to Japanese and vice versa, both orally and in writing.

Basic knowledge of contract procedures.

General knowledge of Microsoft office automation software to prepare, format, store and print electronic files (i.e.
Excel, Word, Outlook, etc.).

7. Skills in communicating effectively with contractors and customers.

Job Related Requirements: May work outside of normal duty hours if requested.

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

X] KADENA AB Form 1EJ, 20090413

[X] Copies of English Proficiency Test for LPL requirement, see page 2 E¥ 4 N%E AT HEHENDIE— (2R—SSH)
X Copies of license(s)/certificate(s) fasFil - SEBAZ S MOE—: As underlined above. L2 F#REFS R




