KADENA CIVILIAN PERSONNEL FLIGHT

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

i Vacancy Announcement No. ((RAL&EES): P-24-229-15
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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.
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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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.
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Vacancy Announcement No. (RAL&EEE): P-24-229-15

HEE: FRERNTTOHO MLC/IHA/MC %58
Position Title/Series . i
Grade/LPL Accounts Maintenance Clerk, MLC-381, BWT1-3, LPL: 2

Work Place 718 FSS/FSVA, Laundry Plant, Sustainment Services Flight,

Camp Kinser Number of position(s) 1

Summary of duties:

Receives, reviews, and classifies a variety of recurring standardized accounting documents/transactions. In
accordance with instructions, reviews various commitment and obligation documentation for missing or incompatible
information and verifies information against source documents and supporting files. Determines the correct
Appropriated or Non-Appropriated Fund accounts involved, and the required debit and credit entries. Determines
appropriate accounting transaction code in accordance with the chart of accounts and the automated accounting code
structure. Verifies codes and other information and reconciles account balances. Reviews posting to accounts in the
RecTrac Point of Sale accounting system to ensure all entries balance and are valid. Reviews records and source
documents to identify causes of discrepancies; and determines entries required to balance accounts. Utilizes
documents and computer output products to ensure daily, mid-month, and end-of-month financial updates have
occurred. Prepares transactions/files for close-out, applying knowledge and understanding of standardized and
established accounting procedures and techniques. Provides customer service for vendors, resource advisors,
financial analysts, and other external and internal customers, using established instructions, practices, and precedents.
Performs other related or incidental duties as assigned.

Qualification Requirements:

General work experience in clerical or administrative field OR high school graduate or equivalent.

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

Must have experience in the use of computers and Microsoft Programs.

General knowledge of computers operations and Microsoft programs such as Word, Excel, PowerPoint, and
Outlook to include calendar, etc.

5. Knowledge of grammar, spelling, capitalization, punctuation and general English terminology.

6. Skill in typing at a minimum 40 words per minute.

Job Related Requirement:

1.  Must be able to work all shifts including Saturday.

2. May have to work outside of normal duty hours if requested.

Special Factor: This position is designated as “Mission Essential” which requires incumbent to report to duty or
continue performing duties during emergencies or exigent situations such as but not limited to natural disasters,
adverse weather, terrorist activity, radioactive/poisonous gas release, outbreak of pandemic disease or other events
that may present a danger to any USFJ facility, personnel or LN employees, or which require extraordinary USFJ
assistance for relief measures.

Work Schedule: Mon-Sat (40 hours per week): 1st Shift: 0700-1545 (Recess: 1100-1145); 2nd Shift: 1000-1845
(Recess: 1400-1445).
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Required document HEEIE:

X] KADENA AB Form 1EJ, 20090413

X Copies of English Proficiency Test for LPL requirement, see page 2 (B EEHN AT 2EHNIE— (2R—CBHE)
[] Copies of license(s)/certificate(s) faZFiE - SEBAZEZEMIE—: As underlined above L2 T#REISHR
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