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Due to network instability, we recommend to submit hard copy.
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Note (GEEZEIR)

- Application with required documents must be submitted to LN Employment Unit, CHRO no
later-than 16:30 of the announcement closing date for either hard copy or email. Incomplete
applications and application packages missing required document will not be processed.
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- Applications are subject to screening prior to referrals and only individuals selected for
interview will be contacted. Your application package will not be returned once submitted.
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- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro _jn_empl@usmc.mil
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Please see the below for the English Language Proficiency Level (LPL) required of the position:
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2 — Average o - - - - -
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Pre-1 —Minimal
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For current MLA/IHA employees who have been continuously employed since before 8 February 2016 and possess
EPT test (English Proficiency Tests) result dated prior to 8 February 2016, the attained level will be “grandfathered”
and honored as the employee’s current LPL.
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Date: 8 Oct 26

Vacancy Announcement No. (22 /3 5): 172-26

Position Title: Administrative Specialist, #0010, BWT-1, Grade-5, LPL-3

MLA F/T Permanent Number of position(s): 1 | Location: Camp Courtney
Organization: III Marine Expeditionary Force, G-8

Area of consideration ZEEEHI: Closing date: (#2HHARR)
Okinawa Wide

(MLA/IHAs employed in Okinawa) 20 Oct 26
HRBIENICTERA SN TV 4L MLA/IHA #RE¥8

Summary of duties:

Serves as the Hierarchy Level (HL-5) 3™ Marine Division (3D MARDIV) Government Travel Charge
Card (GTCC) Program Manager, the incumbent provides oversight to all HL-6 and HL-7 GTCC
program within 3D MARDIV and ensures all required reports are extracted, worked and reported as
required by governing policies and procedures. Recommends actions to maintain a GTCC 60-day
delinquency rate below 1% across 3D MARDIV. Liaisons with III Marine Expeditionary Force

(III MEF), the Lead Defense Travel Administrator, Citibank Government Card Services, and other
Component Agency Program Coordinator (APC)’s. Advises and assists all subordinate APCs in the
daily performance of administrative control and report reviews, formulating effective program
management controls, monitoring and reducing delinquency rates, and reporting cases of potential
fraud misuse, or abuse. Maintains and grants access to Citibank’s Electronic Access System to APCs
under 3 D MARDIV. Provides oversight and guidance to Organizational Defense Travel Administrator
(ODTA)s within 3D MARDIV. Extracts and works appropriate reports for 3D MARDIV. Works
applicable reports to ensure 100% actioning of all 3D MARDIV ODTA and travelers requirements.
Monitors for GTCC fraud and misuse and ensures proper notification and document retention. Serves
as the Subject Matter Expert (SMSE) on GTCC and DTS program for the entirety of 3d MARDIV.
Develops and reviews policy and guidance for the Government Travel Charge Card (GTCC) program,
the Defense Travel System (DTS) program, and other travel-related matters in order to maintain
audit and inspection readiness. Provides management oversight of travel support functions, which
includes maintaining appointment letters and certificates, pertaining to the GTCC and DTS programs
etc.

Qualification Requirements &#&5 514
1. Must be able to speak, read and write Japanese and English (LPL-3 or above).
2. Must be able to operate a computer to include Microsoft Excel, Word, Outlook, & PowerPoint.
3. Must have at least one year experience of administrative specialist or equivalent position
(BWT-1-4).
4. Must have knowledge or experience to deal with Government Travel Charge Card (GTCC)
program.

Work Schedule: Mon - Fri, 07:30 — 16:30, one hour recess, 8 hours, 40 hours a week

Required documents/#2HH &4 -

1. Personal History Statement J&/f£= (USFJ FORM 196aEJ, 20260415)
2. Copy of English Proficiency Test: #FERE) 2R+ 52 EHO 2 — v —
3. Copies of the required certificate/license. 3 & S5 GRS o v —
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