KADENA CIVILIAN PERSONNEL FLIGHT

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

Vacancy Announcement No. (RAL&EES): P-26-483-26
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Who May Apply (BEXRHEER):

MLA/IHA employees within the organization.
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MLA/IHA employees of Air Force/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA in Okinawa.
22E/DHA/DeCA/DoDEA/DLA-Disp/GSA/DMA IZFTE 9 % MLA/IHA Rt (&

MLA/IHA/MA employees of Army / Marine Corps / Navy / AAFES in Okinawa.
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ATTENTION! USFJ Form 196aEJ, Personal History Statement JB/EE"” has been revised. 2026 £ 4 H 15 H X Y BEZFHH L AV E L 71,

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

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

1. Box 1: Building 721-A (2nd floor), Front Area, Kadena Air Base

2. Box 2: Kadena Gate 1 Visitor Control Center, Building 31, Kadena Air Base

Required documents: USFJ Form196aEJ, 20260415(EF), Personal History Statement 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 select “Download Original” for Form Field pdf.)

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. Only selectee will be notified by email or telephone from the Staffing section, Kadena Personnel
Office. Please note that we will not notify those who did not pass the interview. Please visit our website to see pending selection.
Please note that job postings will no longer be viewable once the application period has closed.
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Contact information (B &hHt%):

Please refer to “SAMPLE-196aEJ (AF)20260422” on the FSS Website. Should you have any further questions, please contact us.
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Phone (E5E%&E5): 632-7897

Email (A—JL7EFL R): kadena.jnstaffing@us.af.mil
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Lanquage Proficiency Level (LPL) Certificate Requirement Change
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ENGLISH PROFICIENCY TEST (EPT)
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(PBT) (CBT) (iBT)
4 (Exceptional) 860 -990 86 -100 NA 600 — 250 - 100 - NA 1st
3 (Fluent) 730 - 859 76 — 85 90-100 550 -599 210-249 80-99 870 - Pre-1st
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-2M
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Application form has been updated.
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18th Force Support Squadron Home Page "—AA~R—< QR Code
https://www.kadenafss.com/civilian-personnel-section

Application form is available on 18th Force Support Squadron Home Page
at below link or QR code. (Please select “Download Original” for Form Field pdf.)
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Please refer to a sample of the form on the home page. "—LRXR—C DERAFIET SIS,
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LIST OF JOBS YOU HAVE HELD {STARTING FROM CURRENT JOB CHRONOLOGICALLY).

REQUIRED! Please specify your employment agreement [ MLA (MLC) / IHA / MA (MC)].
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Position Title/Series

Grade/LPL Clerk, MLA-042, BWT 1-3, LPL: 2

Work Place 718 FSS/FSDE, Education and Training Section, Kadena AB Number of position(s) 1

Summary of duties:

Greets customers and instructs customers to sign in the sign-in sheet. Assists customers with questions and/or sends
them to appropriate person to receive assistance. Receives and sends emails to help customers when required.
Answers telephones, takes messages, and transfers calls to other staff. Personally answers routine, nontechnical
requests for information such as status of reports, suspense dates, detailed administrative procedures, other
information requiring a good working knowledge of the organization and functions and similar readily available
information. Takes and delivers messages for staff members who are unavailable. Makes appointments and keeps
appointment calendar. Receives transcripts, grade reports, and degree plans. Assists with word processing,
spreadsheets, Power point slides, and databases. Creates appointment letters, documents, and other correspondence
required by Education and Training Chief and Education Services staff. Performs other related or incidental duties as
assigned.

Qualification Requirements:

1. General work experience OR high school graduate or above.

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

3. General knowledge of Microsoft Office automation software; preparing, storing, retrieving and printing of
electronic files. (i.e. Word, Excel, Adobe/PDF, PowerPoint, Outlook, SharePoint, etc.)

4. General knowledge of office automated equipment such as copy machines, printers, scanners, etc.

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

Job Related Requirement: May have to work outside of normal duty hours if requested.

Work Schedule: Mon-Fri, 40 hours per week, 0700-1600 (Recess: 1 hour between 1100-1300)

Required document HEEIE:

X] USFJ Form196aEJ, 202604 15(EF), Personal History Statement @£
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