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DEPARTMENT OF THE ARMY «

JOB DESCRIPTION
FIELD SERVICE

1, INSTALLATION | 2. JOB NO.
"eadquarters Bighth Army Civil Affeirs Section APO 33 e .
) TITLE M M (oo ap o fod A. PAY ;icoav 5. OCC. CODE | 6. GRADE
s
"t.r'rm-—m-:- _— 185 :.. ‘:‘E-I 3!2 5

7. EVALUATION APPROVAL
Grade and title of this job have been fized in

accordance with Department of the Army M‘LQ%_“““ __BZ_Iu].}Ll*.g_ ity
official policy and grade level oundatdo (SIGNATURE) 4 (DA

e e e e e ——————e e e et S ——— e . —h. S ————— e . . e . e ————— e ey — ——— e e
8. CITATION TO APPLICABLE STANDARD AND ITS DATE OF ISSUANCE

j b

9. JOQ CONTROI.S DUTIES, AND CONDITIONS OF WORK (Indicate poU f_ﬂ.u for each ¢ ut w Pert .m! ' \)
L. J | 1 N l J‘; T
r Uis dx.

f

Adj utant of Roaion Hoadquartera. '

Acta as secretary to the Commanding Officer, EZxecutive Officer, and secretary
cistant to the Adjutant., Takes dictation and transcribes varied and lengthy
reports, correspondence, etc. sone of elassified nature. 15%

Disseminates information received from hi gher headquarters pertaining to adminis
tration, i.e. current directiws. drcu.lar..,. Informatlon Bulléetins, o vilian regula-
tions, eftce by means of extrecting rertinent natericl ud cvodveing in information
bulletins, letters, memorandums and in some cases passes subjéct infd rmation on to
teams by means of TWX'se Uses own judgement as to what material will be of value to

teams end should be pessed on,
Emrcises init 1a| Lve in andiing oflls and o rrespondence frovu tecius por-
“eidg to e dnd o+ +icn, successfully concluding aome mattera by answers and

deciaions fran this level; and following=up others by contacting Id gher headgu=-
~ters and relaying information back to teamse

= — g -

 Is familiar with current edd ietration Oporation and policy of mntgry
Govermmen ¥ faxowm Reglongl lewl as well ce flo 5% levol, 5% .
Initiates correspoudence énd followeyn ivili L4 - request

for leave, termination of amtract, overduo ply. etce Revieu administretively
all ® rrespondence going.forward from team thru this headquarters to higher
headquarters, (promotions, return to the Z/I, dependents of DAC's in-grade
promotions, etcs)s Prepares and maintains, sccurete up-to-date roster of all s;
cd vilians this Region., lMaintains annual and sick Y}j)ave, records of civilians '
this headquarters, Prepares Time Repors, and all other reports pertaining to
civilians requested by H gher headquarters (Personnel Information Sheets,
Background Information Sheets, Arrival of Dependents of DAC's, etc.) Checks
all incoming Persondl History Statements, Form 643A, arriving on DAC's from
all seven teams and thi 8 Hgs, and checks Effidency Ratings from all teams.

_L
- R R P s

Maintains index and policy file of all Eighth Army, GHR, Circulars, I
Corps Memorandums, 8th Army Weekly Directives and.Civilian Information Bulle-
tins, extracting pertinent material and placing in this Headquarters, Informa-
tion Bulletin or forwards to teams by means of lottelra. memorandums ocr TWX's.

» < _;' ;H-‘%\;ﬂ_'- AL s A

Performs lieison b etween higher headquarters and teams in situations

involving departure of DAC for the Z/I, transfer out of this Region for reasons
of misconduct, inefficiency, or reports received from the G-2 Sections involving

DA 374

BN ;h'm oYy

AGO FORM
1 NOV 48

(Continue statement of duties, etc., on reverse side)




DECLASSIFIED E.O.

JO8 CONTROLS. DUTIES. AND CONDITIONS OF WORK—CONTINUED

unfavorable background investigations,

| Hears aml reviews grievances received from DAC's of the 7 teams ths Region and
' Region headquarters, Whenever Possible aids in the settlement of these
grievances, acting as mediator in these instances, If compleint is of a

nature requiring council at hi gher headquarters, sus@gests and arranges -
these conferences. ' '

Assists civilian employéea with personal probelms, i.e. lost ba
travel of dependents, shipment of personal cars, obtaining curdssary cards

etce This sometimes involves numnerous phone cells and liaison with otha
neadquarters, |

caage

Checis . to aeo_tha'; all teams submit necessary foports pertaining to civi-
lians. of ,team as t correct manner of
and all other correspondence pertaining to civilians.

letters when requesting employment,
als, |

llaintains index and poliey file of all Eighth Army, GHR, Cirecuwlars and I
Corps Memorandums, Eizhth Army Veekly Directives and Civilian Information
Bulletins, extracting pgrtinent material and placin: in this headquarters'

Information Bulletin dr forwards to teaws by means of letters, memorandums
or TWX's, _

Peffohtﬁ liaison between hiéher hoadquirtorl and teams in situations
involving departuse of foreign nationals for Hawaii or the Z2/I, transfers

and the may questicns constantly arising in the administrative of foreign
national affairs. '

_ | 10. CERTIFICATION

NIZATIONAL LOCATION: .

ushu Civil Affakrs Region APO 2j -5

| HEREBY CERTIFY THAT THIS STATEMENT ACCURATELY AND COMPLETELY DESCRIBES WORK PERFORMED
ORGANIZATION SEGMENT: ,

T

e — A . m—— e w w - e p——
i — —

(SIGNATURE OF ANALYST)
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DEPARTMENT OF THE ARMY

JOB DESCRIPTION
. FIELD SERVICE

SRS e SENAL s BFsArE el

3. TITLE
Cleek (7he04 & affine)
7. EYALUATION APPROVAL

Grade and title of thie have been fixed in
accordance with Dopalroc:nnt of the Army

official policy end grade level etandarde. me m .

384 Wy higher anthority,
Judges cynelitency wad LB e onesy of auta recelved and pregares for subuiesicu

In standerd fora, Writes i ie parratives when re uirec for ClLorificatiova and pio- ;
b

FOROS Trecenlbinl Letser,

riges lnter-officz cvatacue,
views Japanese officiale aad

spesinl rejorts for niczher | Srepares reports as 4directed hy- buydr-
Visor of suamits ty Ligher grade OR.104500 for Somplieiion.

RAKOS 1014 Srloe to satler facts, deveivp evidence, or sesure inforration o s
revieving recerds, ' ad intervieviag fndividusle is order
0 sssertaln violatlons of Cirectives ead 0 sedure oompilence %0 thes oy
rondering «ivios and suggestions in oa+ orf more fieids of setivity 1o wiloh hise
s808ion 1* sngugod, lIacuadent 6 liwited 4n mature and ope of eommiteeats %o
¥ell dellued jollcy and pracedure, lupesvieer oublinee lalvinabion 40 be
sathered wnd provides incusdent with inlormation avalisule,

as, nformation %0 ddsseainate snd suth
&8 questionmeiras nd chosk sheets, ,

tlome sncountered wo falrly
ARg Gomplex or Wiffieuls nrobl

3
:
!
;
§

in absense of superviser, recelives visitors &n e office siving out iafe rms-
$i0a Based on estulililed Loilcy wae piVheliulee | musve wpoinbamats (og
Supervicor; wointalans foullow-up file oa FPOQUITILE P08 or ssilen sorres-

- peROORce, Lrepares Fultine Lucoresasats and laf.raction msmorania, and perfo-as

Slallar clarical dublow as redsed, wswlints Lo seo%dan calef ia WAeA. LAg
he weukly sotivities of the section.

Dapervises tLe work of PUISTCILALE Clerise. o Tsonadl in ke v blon, AO0M

(Continue statement of duties, eto., on reverse eide)
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DEPARTMENT OF THE ARMY

JOB DESCRIPTION
FIELD SERVICE

A 1ehth Army Civil Affairs Section

3. TITLE _ lc. PAY CATEGORY | 5. OCC. CODE | 6. GRADE
Legal and Government Officer

7. EVALUATION APPROVAL

Grade and title of this job have been fixed in
accordance with Department of the Army . % SR X TS 35 L S O NS L R Sy ot - SOOI rvou
ofticial policy and grade level standards. (SIGNATU (DATE)

8. CITATION TO APPLICABLE STANDARD AND ITS DATE OF ISSUANCE v ] ..,
»oooo ‘, /

9. JOB CONTROLS, DUTIES, AND CONDITIONS OF WORK (/ndicate percent of time for each duty, where pertinent)
Under the administrative supervision of the Civil Affairs Team commander
incumbent corrdinates, administers and controls the legal and government programs
in approximately six subordinate prefectures in the application of broad directives
and policies, Work is guided by general policles and limitations set by higher
authority.

-
-". :‘_Fﬁ i

1. Exercises staff supervision of the respective prefectural legal and
sovernment affairs whoge principal duties embrace gurveillance and direction of

or assistance to the Japanese in!

' a, Japanese courts and criminal procedures, to include increasing the
standarde, prestige and dignity of the legal profession,

. D, Bstablishment of orderly and democratic governmental administration
at all levels,

¢, Development of a sense of responsibility of a government to its
peOple.

" d, Development of an understanding of the rights and duties of citizen-
ship and of the new constitution and laws pursuant thereto,

‘e. Democratization and decentralization of government organization ‘in
order to insure local self-government,

f, Carrying out provisions of the purge directives,
' 2, Supervision of Japanese elections,

2, Conducts frequent and detalled inspections of subordinate prefectures to:

~a, Insure a thorough knowledge of and conformance to policles and q
procedures of higher echelons,

_.b. Orient new employees and insure that basic information and instructe-
ions are available to them, ;

c. Make operating suggestions based on successful methods employed in i
other prefectures, 3

| d., Secure information as to the effectiveness of the vrogram,

*.—.-ﬂ" 'w"_,l‘_ eﬂ- - - ’ ,-,1 R

AGO FORM (Continue statement of duties, eto., on reverse side)
‘novis 3 7 4
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: and r'epresentg
hea dquarters,

section, assignment
¢irection of Phases of the program delegated to
subordinatea.

Al Pérforms Other inciden

tal‘duties s aasignéd.

10, CERTIFICATION
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POSITION DESCRIITION

Lignth Aray :

Rerional !dliteary Governaent Toam Incuabent's naae
Becono.uics Section

-
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Duties anc eshHons

I e AP e © 4. 7\ A L RN R VLT YA,
ASSIST.NT CEIET, REGIONAL RCONQIIICS SICTION

Under the generali supcrvision off the Chlel, Rezional
neonosics Secetion, incuabent exercises staflf supervision over
approxinately six prefectural telis as delegated by supervisor.
supervision may be cuinflned to one svecific paase of the Lco-
nomnics programn or may be over the entire drograi on gspeclal
assignaents a8 deterained by the Chiet' of ODection. Ceneral
piroblems are discussed in conference with supervisor but in-
cumbent talkes independent uction and nalkes uiajor decisions
subject only to the ratificetion of gsupervisor. ,

Ornerating rcsponsibilities ol uthe gsection irnclude: Coi-
merce end 'TroGae; Manufacturing and Industry; lNatural Resources; |
and Labo; lelations, iabor Icducation, and labor Prccurement. 3
sgenbles and siucios cireectives and authoritative materi-
al from higher hoadquarters; laterprets this +saterial in con-
ference with suvcrvisor and sbares vith hia the responsibility :
of planning operaticnc in the R2.lod, prafts operating Me.10=-
randa when necessarv to i1i1plenent averiel Iro.a hligher head-
cuarters to assurc its applicabllity 1O le~ional condltions and
probleis., Indicates priority anc o.nhasie o be placed on
specifio phases of »rogran, Sub dtg Aralis of aeaoranca to
supervisor for wroview und concurrence. 20%

Conducts fielé trips co subordailn.te prefectures to: (a)
insure conformence to nolicies and procedures of higher eche- -
lons; (b) orient new eployces and lngure thot basic ianforma-
tion ané instructions ore aveilable to thea; (c) make opera-
ting suggestions based on successful 10tho(s eaploved 1in other 3
nrefectures; (&) sccure inforamation as to the effectiveneas of |
the prograa; (e) take action 1If The awcfectural teaa is ine-
adequate. Trips ere mude periodically and in addition ore
planned as a result or vansatisfactorr reports or criticlsa of |
ingmectors froa aigher echelions. 60%, Jid

¥
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Studics statistical graphs and charts crawn up firron perio-
die roeports froa the field wnd reace renorvs to lecp currently e
l1iforaed on field ectivitics. Concuecte corrcenondence or .akes |
personal cortacts required to sceuvro coaplete factual data in '
guestionable cases and nakes cecicions besed on a knowvledr,c of
€coil0.1le proble 8 co110n to - tho Rcglonal arta. Collects data

anc. recomacnds rsolutions to probless encountered in tho fleld ' ,ﬁ
a8 & Iesult of couflicting dircetives and/or iabractical derands. : W
. 200 k;
Performes other incidental duties as assigned,

@

Ve GUGLOS GaG T eshonsibilitics Fo H PORONed ., .

T BIrnature of Toam Cormandsr T

Naliic, Gr.Ce or Wank or 1nediats SUpeIV IS0y, = = T e e
’ | é
:
H..‘-‘:-‘:. ...—T,‘R.l.._ ' -amd:wrd:‘:ﬂ'-'-‘ R ‘......: . -:, - ‘.‘. -...--.-..M@: ey 4 e - -:...:.:- ———— o 3
ales, 1itles, .ad Cradle of Caployocs supofvised bV 8 position. ;

3 . ’
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P..Qfs.r Lb! g5 8,
Administration No, 10

Eighth Army
Military Government Section
Location: . Prefecture

Jervice
Juties and Responsibilities

Under the general supervision of the Chief or the Assistant Chief of the
technical unit to which assigned, incumbent relieves higher grade enployees eof
clerical assignments in the field and in the office, Work is performed in ac~

cordance with directives as interpretfid by supervisor or in accordance with pre-
determiried procedure. Independent jullgment and discretion are ubsed in the exe-

cution of work, many details of which are not readily subject to checks "ritten
reports and materials are reviewed by higher grade:employees,

Pertinant to this position is the ability to interpret from Japanese into
English and English into Japanese for persons unable to speak and understand
voth languages and in order to accomplish assigned clerical duties wit hout re-
quiring the services of another interpreter-translator. ~

Incumbent will interpret for military persons, engineers; doctors, lawyers,
police, industrialists, government officials, farmers, miners, and for other per-

sons in all walks of life in conversations, conferences, and speeches in front
of large and small groups of people,

Translates written material from Japanese into BEnglish and from English into
Japanese, lakes complete translations of documents and technical material using
idiomatic phraseology peculiar to the language,

In the compllation and preparation of recurring reports, incumbent follows
precedent, calling by telephone or by means of conferences, the Jencnese agen-
cies or individuals to secure statistics and information requested by higher

authoritys Prusents information gathered to superior who judges consistency

and completeness of data received before preparation and sibmission in standard

form, "rites simple narratives when required for c¢larification and prepares
. transmittal letter,

Makes inter-office contacts, selects information from office records and

interviews Japanese officials and citizens to securec information and statis=

tics for special reports for higher headquarters, Prepares report as direc=
ted hy supervisor or submits to higher grade employee for compilation,

Makes field trips to gather fact.a,‘develop evidence, or secure ‘informa=-

tion by reviewing records, observing conditions and intervicwing individuals

in order to ascertain violations of directives amd to secure compliance to

them by rendering advice and suggestions in one or more fields of activity in

which his section is engaged, * Incumbent is limited in nature and scope of

i commitments to well defined poliey and procedure, Supervisor outlines informa-

'l tion to be gathered and provides incumbent with information available, such as

9ffigialesand citizens to contact, information to disseminate amd such fact-

5 ! T RS e CAERILTE . ML (ST
" L '.a:r.'..u.':, VWi adar wa . o N % | '

L L T WY
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finding aids as questiepnainves :‘d ¢heek sheetsy Inspections atre
usually routine where situations ericountered ere fallry repetetive

: or at institutions or plants not presemting complex or difficult

b probloms. |

f In absence of supervisor, receives visitors in the office giving
| out information based on eataglis'hod policy and procedures; makes ap-
" P R pointments for supervisor; maintains fellow-up recurring reports or

action correspondence prepares routine indorsements and information
memoranda, and performs similar elerical duties as recquired, Assists

the soction chief in scheduling the weekly activities of the scc=-
tion, ' '

Supervises the work of subordinate clericel personnel in the
section, '

s ebove dutics and responsibilities are approved:

d

ignature of Team Cenmander
ame, Grade or Rank of immediate Supervisor

Names, Titles and grades of anployees supervised by this position,

-
B
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DEPARTMENT OF THE ARMY

JOB DESCRIPTION
FIELD SERVICE

1. INSTALLATION

Headquarters, Fizhth .ra

3. TITLE

Civil Education Officer
7. EVALUATION APPROVAL

Grade and title of this job have been fizxed in
accordance with Department of the Army

official policy and grade level standards.

N—-—_—____

8. CITATION TO APPLICABLE STANDARD AND ITS DATE OF ISSUANCE

9. JOB EONTROLS. DUTIES, AND CONDITIONS OF WORK (Indicate percent of time for each duty, where pertinent)

Under the general supervision of the regional senior civil affairs
officer, incumbent directs, orzanizes and coordinates throughout the
rezion the civil education proeram to include various programs on

women's affairs, Belng primarily a teams, he spends a large part of
his time with these tesms, iis operational activities are limited to

dealings with appropriate governmental bureaus and non-eovernmental
azenclies whose authority is recion-wide,

Jat ies:

l., DBy means of field inspections, reports and recommendations
submitted from prefectural cicil affairs teams, and recommendations

submitted by assistants, studies the prosress of the several prozrams

in ¢ivil education to determine the effectiveness of the prosrams as

2. By means of personal visits to prefectural or apecial area
teams, conferences with civil education officers of subordinate units
ind directives from higher authority, coordinates the civil education
program throuzhout the region, C(rganizes and directs frequent group
confernces of subordinate CE officers to facilitate the operation of a
coorianated regional proezrsm and reviews reports submitted by the pre-
fectural teams for the purnose of gaining additional i formation upon
which to improve the work of subordinate team personnel in strengthen-

ing the various phases of the civil education program thrnughout the
region,

Vs

Je¢ WN1ll make recommendations to the regional seenior civil affsirs

officer and higher headquarters to increase the effectiveness of the
DIrogranm,

4, N1ll exercise staff supervision over lower echelons of command
for complisnce with directives pertaining to civil educat ion.

O¢ Will keep the regional senior civil affairs officer informed
on all phases of the civil education nrogram by means of oral resorts,
nemoranda and staff studies,

6. Vill exercise technic 1 staff supervision over the work of the

clvil educations officer of the prefectural or special area civil '
affajrs.teams.

7. #1ll render required reports to next hizher headquarters,

D

. L ..‘;.',".IL1. m};""k.‘?ﬁ’ TR

AGO FORM (Continue statement of duties, eto., on reverse side)
inoves 3 7 4
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PUSITION DF®2RIPTION
FIELD 3ERVICE

X POSITION LOCATION 10. SIGNATURE OF ANALYST 11. DATE
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13. TITLE AND GRADE OF IMMEDIATE SUPERVISOR OF THIS POSITION




