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Uo LIST OF JOBS YOU HAVE HELD {STARTING FROM CURRENT JOB CHRONOLOGICALLY).

¥ IF ADDITIONAL SPACE IS REQUIRED, USE SEPARATE SHEET OF PAPER FOLLOWING THE BELOW INFORMATION FORMAT.
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. Application forms BREZA

I PERSONAL HISTORY STATEMENT &£ (USFJ FORM 196aEJ, 20260415)

[ NEW URL : https://www.mcipac.marines.mil/Staff-and-Sections/Principal-Staff/Civilian-Human-Resources-

‘T Office/#In-employment-unit

l Forms may be found at the link or QR code
l above. If you are unable to open the file, please

save it to your desktop.
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. How to apply #£Hi F

(D Hard copy submission (BEZ&RE)
Hard copy application package(s) are accepted at drop box located at Camp Foster,

Bldg#495.

ZRHLTEYET,

@ Email submissions (* —/L#H)
Submit to mcipac_chro_jn_empl@usmc.mil
LEREA—ILT FLRIZEH
1) Email subject must contain position title and Vacancy Announcement (VA) number.

A—ILD (Subject) HB IZIXEET SHERLERELHBESZRHLTTELY,
2) Submission is limited to 3 PDF files including resume and attachments.
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# Okinawa Vacancy Announcements

I Supporting Documents I
T Application Form BEEZC 55
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Due to network instability, we recommend to submit hard copy.

Y D= NFRELSE. N—FOE—TORHZEEHOHLTEYET,

Note (GXEZEIH)

- 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.
ISEEE AT D HEEEITREEIH @ 16 : 30 F TIZ NS MLC/THA IR RIS (X —WIC X 20658 S [FIR)

Rt LT aW, MEDdH 2 FHIIZITMIT o EEA

- 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.
ERREZEQOL, HEBEEOHCTEBHMLET, RESAEEEZEEORAMIN-LEEA,

- For more information: LN Employment Unit, phone: 645-3370/098-970-3370 or email to:
mcipac_chro_jn_empl@usmc.mil

HRIEE (L MC/IHA ER% (645-3370/098-970-3370) X (& A —)JL 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:

LANGUAGE PROFICIENCY LEVEL (LPL)

AR HE IR

B CHAEEINB LPLLARNLIETREZETIL,

TOEFL (PBT) | TOEFL (CBT) | TOEFL (iBT) EIKEN
LPL TOEIC ALCPT Paper Based Computer Internet CASEC Sk
Test Based Test Based Test R
4 — Exceptional - - - -
B DR ) % BT 7 860 ~ 990 NA 600 250 100 NA 1st
3 —Fluent
Wb L 5 e A T2 730~ 859 90 ~100 550 ~ 599 210~ 249 80~ 99 870 Pre-1st
2 — Average o o - o - -
TR ) & BT 7 550~ 729 75~ 89 460 ~ 549 140~ 209 50~79 560~ 869 | 2nd
1 - Elementary - - - o - - )
PR 1 B B 2 400 ~ 549 65~ 74 430~ 459 120~ 139 40~ 49 475~ 559 | Pre-2nd
Pre-1 — Minimal
B INBORE S % B 5 350~ 399 40 ~ 64 NA NA NA NA 3rd
0 — No language proficiency
RETRENI R E I RN
2016 £2 B 8 HUETL W MM EA SN TUL % MLC/IHA (E£E T, 2016 2 B 8 HUFNICFKITI L7z EPT (English

Proficiency Tests) FERIGER Z BIFHL DAL, TOHABBEROBZML NN LPL LRI ELTERINET,

For current MLC/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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Announcement No. 175-26 Date: 13 Oct 26

Position Title : Personnel Technician, #481, BWT-1, Grade-5, LPL-3

MLA F/T, Permanent | Number of position(s): 1 Location: Camp Foster

Organization: MCB, Camp S. D. Butler, MCCS Division, NAF Human Resources Office

Area of consideration ZLfE&i[H: Closing date: (#&HHiBR)
Okinawa Wide (MLA/IHAs employed in Okinawa) 21 Oct 2026
HRBRENICTEA STV 4L MLC/IHA E¥E

Task List: : Introduction: This position is located in the NAF Human Resource Branch of Marine Corps
Community Services (MCCS), Okinawa, Japan. The primary purpose of this position is to partner with
senior management in staff planning and to work closely with hiring managers to identify talent needs, as
well as manage the full life cycle of the recruiting process for the entire company.

Summary of Duties: Serves as the company's subject matter expert on all phases of the recruiting and
staffing process from strategic sourcing, screening, workforce planning, talent acquisition, interviewing,
selection, in-processing and advises managers on best practices associated with on-boarding.

Recruitment: Advises and assists candidates on resume preparation, the submission status of applications,
writing effective KSA's, and when appropriate, provides career counseling. Responds to inquiries,
grievances and complaints based on rating of qualifications, military spouse preference and internal merit
promotion actions, as appropriate. Advises hiring managers on best practices related to behavioral based
interviews, strategic sourcing, and core competency recruiting. Designs customized hiring packages for
management to include competency modeling. Screens and rates applicants as per established Marine Corp
Order and local directives. Participates in local job fairs, new comer briefings, new employee orientation
briefings, leadership training, as directed. Builds a pipeline of screened and qualified candidates in order
meet the on-going recruiting needs of open continuous positions. Sources strategically for World Wide
positions in order to deliver a robust slate of high quality candidates for immediate openings and for
building talent pipelines. Looks for ways to continuously improve sourcing capabilities and networks in
order to meet ongoing recruiting needs. Performs various administrative duties including job postings, job
site maintenance, the coordination with IT specialists within Information Management Branch for the
improvement of on-line application system, the preparations of screening candidates and presenting hiring
managers with referral lists. Placement: Prepares selection register package for managers and in- processes
selected candidate. Prepares and analyzes a variety of standard/custom reports to meet specific
requirements as directed. Processes selected candidate with completion of HR paperwork in accordance
with appropriate regulatory and office guidance. Enters HR data into automated personnel systems and
databases. Establishes and maintains HR files and records according to existing office procedures.
Background Check: Responsible for all functions related to background investigations including stateside
and local for sensitive positions involving children, youth, and teen. Submits status report to facility
managers weekly. Performs other related duties as assigned.

Qualification Requirements &#& 44

1. Must have at least 3 years of HR experience or administrative experience, demonstrating the ability to

interpret and apply HR policies, principles, concepts, and procedures.

2. Fluent in English - speak, read, write, and fully understand conversation in English regarding
recruitment procedure. Ability to effectively communicate with internal and external customers,
including employees, managers, and applicants, and Military personnel, and ability to brief them in
English (LPL-3)

. Must be proficient in Microsoft Office including Access, Word, Excel, and PowerPoint.

. Must be able to perform multitask, prioritize daily work and special assignments, and meet deadlines;
must be detail oriented, highly organized and proactive.

5. Must possess excellent customer service, interpersonal skills, problem-solving abilities, be a team

player, and consistently seek opportunities for improvement. Continue to next page ---=2>
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Work Schedule (Mon-Fri): 07:30-16:30

Required documents/#EHEH :

1. Personal History Statement &/ (USFJ FORM 196aE], 20260415)
2. Copy of English Proficiency Test: #GEDFESHET) 2 fE 4 2 EHHD 2 & —
F U EOBKIEDOAZRIB L TIEEWN
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