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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 (&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)
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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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| 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&EE): P-24-235-15
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Position Title/Series

Grade/LPL Secretary, MLC-198, BWT 1-4, LPL: 3

Defense Media Activity (DMA), American Forces Network (AFN)

Work Place Okinawa, Camp Foster

Number of position(s) 1

Summary of duties:

Performs secretary duties for the commander or flight chief. Prepares a wide variety of recurring and some
nonrecurring correspondence, reports, and other documents and reviews and finalizes correspondence/documents
prepared by others in handwritten or electronic drafts. Reviews and processes incoming and outgoing correspondence,
materials, publications, regulations, and directives. Maintains supervisor's calendar, coordinates meeting
arrangements, and schedules meeting and/or conferences. Independently notes and follows-up on commitments
made at meetings and conferences by staff members. Performs other clerical and administrative work in support of
the office/organization. Makes travel arrangements, such as scheduling transportation, making reservations, and
preparing travel orders and vouchers, based on general travel intentions, known preferences of traveler, and in
accordance with appropriate travel regulations. Requisitions office supplies, printing support, and related materials
and services. Responsible for Government Purchase Card (GPC) program. Receives telephone calls, greets visitors,
and ascertains the nature of the calls or visits. Provides written and verbal translation from Japanese to English and
vice versa for radio/television stories, tours, and station manager visits to local broadcast organizations. Performs
translation duties as required basis. 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 administrative, clerical, management, and etc. OR 2-year
college graduate OR completion of vocational/technical school in business course, etc.

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

3. Good working knowledge of Microsoft programs including, but not limited to PowerPoint, Word, Excel, Access.

Strong working knowledge of Outlook including writing/replying/forwarding messages, calendar, task list, etc.

Skill in typing at least 40 WPM.

Good knowledge of grammar, spelling, capitalization, punctuation, and general English terminology.

ob Related Requirements:

Must be fluent in Japanese; speaking, reading and writing.

Ability to translate Japanese into English and vice versa.

Extensive working knowledge of military rank structure, customs, courtesies, and regulations.

Ability to work independently and to look beyond required tasks to better the organization.

Ability to maintain positive work atmosphere, exercising tact and diplomacy, while achieving and exceeding

performance expectations.

6. May work outside of normal duty hours when directed/requested.

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

X KADENA AB Form 1EJ, 20090413

[X] Copies of English Proficiency Test for LPL requirement, see page 2 E3EhZIHT 2 EHDIAIE—(2R—CBE)
X Copies of license(s)/certificate(s) F &l - SEBAZ S D IE—: As underlined above L i¢ F#RESHR




