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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.

ARANLEISERBSNBEANLE T SUEEL. TROTEFEE RS,
BEAZ: WHEEHIF, LB -HRETICEFMAZTRERRE. UTOVT O DREFBANREL TS,

1. BEFE 1. EFMRITE. BYES 721-A 2 ). BIEES B-202
2. BEE2 EFMRITE. BEYES M. S—MEDA—arbO— Lt a—

[>5E%5: KADENA AB Form 1EJ, 20090413 (ZFMICEREEE) LB EBELGRIFII-GIAEZFDEL CEEFEE(LE 18
TA—RAYR—rBEDHR—LR— A4 O—FK (PDF JA— LK) TEET , FA—LR—CSETSBTELY,
https://www.kadenafss.com/civilian-personnel-section ([SEEZHENEEHETSHETILY)

FAEEE: BEEFEEHORERICBSVTREEHICRARNORHEALGVHEEREL . FRELRMAEEOERLIToOTIES
W REDRIILEZSROAREL TSN, RESN R FERBOBRAEIVLEE A,

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)
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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
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FESER

2006 &£ 4 A 18 BT 5 ZENHMREEICLY . ERDB T RUEERM T ORKER. SOICANRE- NBHHE - B
Ml C R EER(ZTENTRGENREDERERTITAFNELESNTVES,

HREE, R, B X EBFVR LB gk, R(B)R . BB, R BEHEK). B, F. BER. BE. BRH. BImLK.
HRAQ, HRER, MR MESL . MRIMER. BE(R) L. BRI, HRXE. FF,

T BERRAE 1 RA—CATRICEBSATIRAWMBEANZSE) BREADGZESEERRHEALSINFETOT
HTETSIL,

a2 Al

T A NEBEARITERE(SOFA)DIHKE IEEEDBBICRE - HRABULTWVRIEEIE. ZOAD INFETICRBRIEERICER L THROHIREZIT-BELH I A
RIETTHM? Are you a family KREZEZHES (23N, [FEHEMERZALTTF S,

memb onnel? If any, list your family member/relatives who are employed Have you ever been arrested, indicted or convicted for any violation
[J vyes X NO < ; where this positigas of law?2

BL (None)) X (RBAR(BX) ) (L None) =iz 2k - stnmia

N

ChoDRMBREADHESFIEFFHE LTHLESh, HES
BAVRAMZBEEY FEA, TEEDERLEBROBEEHNT
WERRIEEFHEGYFITOT, BARNOENEL S5 THER
T,

i, ZRBZHOEREHERA. CNODEREBRELTVDLDEELET, BB, ARANLCEHRAZEZARTHNCAZRICES LSHRET2OEMDOEETHEC
EETHRLTWET., XRAEPDITATOERIZDOVT, H LERADRERZE LIEHEEICE, ELICHEXFERBAESTEECLY 52 EERMEERMLTVETS, ZC
ISERALEEHEHROMBRY ., FLELIBRYEETHDICLDIHELTERLET,

| 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.
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Vacancy Announcement No. (RAIGEES): P-24-224-15
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Position Title/Series

Grade/LPL Accounting Technician, MLC-7, BWT 1-4, LPL: 2

Work Place 18 CEG/ CEREF, Financial Management Office, Kadena AB | Number of position(s) 1

Summary of duties:

Establishes and maintains cost accounting records for serviced organization(s)/ assigned program(s). Receives and
verifies a variety of standardized and recurring source documents (e.g., material vouchers, purchase orders, paid
invoices, utility billings, biweekly civilian pay cost reports, etc.) and some non-standardized transactions. Classifies
accounting transactions. Posts costs by category to appropriate work order. Maintains a monthly and cumulative
balance on work orders and consolidates on a monthly basis. Codes all documents and inputs into computerized
ledger. Reconciles daily, monthly, and annual balances among accounts, cost categories, work orders, etc. Computes
unit costs and analyzes cost records to ensure that costs fall within prescribed limits. Processes contractor invoices
for payment. Ensures time limitations are met for discounts and partial payments. Verifies, maintains, and reconciles
account balances using different established procedures. Reviews posting to accounts in the applicable accounting
system for commercial services to ensure all entries balance and are valid. Reviews accounts for fund availability and
obligates necessary dollar amounts. Utilizes documents and computer output products to ensure daily, mid-month,
and end-of-month financial updates have occurred. Verifies, balances, and reconciles supporting documentation files
with listings and interrelated reports so that balances are in agreement with the reconciliation period. Researches
records, reports, and/or schedules to identify discrepancies among accounts. Determines and makes necessary
adjustments. Prepares worksheet reflecting discrepancies. Assembles information from various records/reports to
prepare, validate, and reconcile; and releases obligation data to Base Finance Office and/or DFAS. Closes accounts
and prepares financial documents (work papers, balance sheets, financial statement, etc.). Provides customer service
for vendors, resource advisors, financial analysts, and other external and internal customers. 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. Experience in clerical or administrative duties related to the position in the field such as accounting,
bookkeeping, business, finance, taxation, purchasing, economics, etc. OR 2-year college graduate OR
completion of vocational/technical schools in the related field aforementioned.

2. Knowledge of accounting principles and practices, the financial data management, and the analysis and
reporting of financial data.

3. Ability to understand accounting procedures and accounting systems.

4. Ability to speak, read and write English at average proficiency level; LPL-2 is required. Must communicate
effectively on technical issues.

5. Excellent customer service skills-engaging with American military/civilians on financial and/or accounting issues.

6. Knowledge of office automation software-preparing, storing, retrieving, and printing files. (i.e. Microsoft Word,
Excel, Outlook, PowerPoint, Access, etc.).

Job Related Requirement: May work outside of normal duty hours when requested/directed.

Work Schedule: Mon-Fri (40 hours per week), 0700-1600 (Recess: 1130-1230)

Required document HEEE:

X KADENA AB Form 1EJ, 20090413

X Copies of English Proficiency Test for LPL requirement, see page 2 EZAEAEIATZEHENIE— (2R— IS 1)
X Copies of license(s)/certificate(s) &l - SEBAZZEMIE—: As underlined above L it T#REFS R




