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U.S. Department of State 

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION 

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2) 

1. POST 

Ho Chi Minh City 
2.   AGENCY 

Department of State 
3a. POSITION NO. 

N721-01 
 

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED    AFTER THE”YES” BLOCK. 

                                        Yes         No             
 

4. REASON FOR SUBMISSION 

        a. Redescription of duties: This position replaces 

Position No.       (Title),  (Series)  (Grade) 

        b. New Position   

        c. Other (explain)   
 

5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials Date 
(mm-dd-yyyy) 

a. Post Classification Authority 

 American Center Director, FSN-6010  10   

b. Other 

                              

c. Proposed by Initiating Office 

     

 

6. POST TITLE OF POSITION (If different from official title) 

 

 

7. NAME OF EMPLOYEE 

 
 

8. OFFICE/SECTION 

Public Affairs Section (PAS) 

 

a. First Subdivision 

American Center (AC) 
 

b. Second Subdivision 

      

 

c. Third Subdivision 

      

9. This is a complete and accurate description of the duties and responsibilities 

of my responsibilities of position. 
10. This is a complete and accurate description of the duties and responsibilities 

of this position. 

  

 

 

       
 

 

 
 
 

      
Typed Name and Signature of Employee    Date (mm-dd-yyyy) Typed Name and Signature of Supervisor Date (mm-dd-yyyy) 

11. This is a complete and accurate description of the duties and 

responsibilities of this position. There is a valid management need for this 

position. 

12. I have satisfied myself that this is an accurate description of this  

position, and I certify that it has been classified in accordance  

with appropriate 3 FAH-2 standards. 

                
Typed Name and Signature of Section Chief or Agency Head Date(mm-dd-yyyy) Typed Name and Signature of Admin or Human Resources Officer Date (mm-dd-yyyy) 

 

13. BASIC FUNCTION OF POSITION 

 

 

Directs and manages the American Center (AC) of the U.S. Consulate General in Ho Chi Minh City.  
Oversees the research, reference and outreach services conducted by the AC staff.  Plans and implements 
the outreach and inreach programs to advance the Mission’s public affairs goals. Develops and maintains 
continuing contacts with target audience members from all strata of society; develops American Corners in Ho 
Chi Minh City and provincial cities. 
 
 

 

Minor updates to Items 13, 14 & 16 
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14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                                                                                                       % OF TIME 

 

1. AC Management Percentage  ........................................................................................ 40% 
Plans, develops, and manages the AC operation in accordance with Mission Program Plan objectives and 
priorities. Is in charge of all research and reference services, and ensures authoritative information about 
the U.S. is received by the target audience. In consultation with the Public Affairs Officer (PAO) and the 
Information Officer (IO), devises strategies for cost-effective, automated means of responding to 
information inquiries. Reviews the AC’s capabilities and develops ways of optimizing the technology of 
post’s information services.  Consults frequently with the PAO, the IO, and the International Information 
Programs (IIP) Bureau when necessary for non-policy related matters. 
 
Advises the PAO and other agencies on services provided by the AC.  
 
Advises the PAO and IO on strategies for managing resources to assure maximum cost effectiveness and 
productivity. Prepares analytical reports and writes briefs on special AC programs and problems, and 
ensures that adequate AC records and statistics are maintained for Post managers and GPRA 
requirements.  
 
Assigns work and provides guidance to the AC LE staff. Assesses professional development needs and 
ensures training is available. Approves time and attendance and requests for leave. 
 
Monitors developments in information technology in the U.S. and the host country, evaluates their 
relevance to the post’s public affairs program, and recommends cost effective strategies for their use.  
 
Keeps abreast of developments in American political and cultural life.  

 

2. Outreach/Public Programs Percentage........................................................................ 40% 
Promotes awareness of American policies and positions in contemporary affairs through a variety of 
innovative outreach programs.  
 
Identifies suitable partner libraries in which to place American Corners centers.  Works with local library 
directors and relevant host country officials to explain the benefits of an American Corner to their institution 
and its users.  Recommends to PAO when it is appropriate to proceed.  Drafts memorandum of 
understanding and ensures that all parties agree to its terms and principals.  Creates the information 
infrastructure and core collection.  Ensures that the collection and the center’s programs are well-
maintained and stay relevant to MSRP themes.  Enlists the work of Consulate General AC staff as well as 
the cooperation of the General Services Officer and other Consulate staff.  
 
Designs selective dissemination of information (SDI) profiles for select, upper level contacts, e.g., 
parliamentarians, government officials, academics, senior civil servants, other policy makers, the media, 
and researchers. Consults with AC staff, the PAO, the IO and other officers to gain information for SDI 
profiles. Interviews recipients of SDI profiles to tailor an appropriate strategy to meet their needs. Reviews 
information resources at regular intervals and oversees distribution of materials to SDI recipients. 
Maintains one-on-one contact with recipients regarding their use of IRC resources.  
 
Designs promotional materials and develops marketing strategies highlighting AC products, programs and 
services. Monitors and assesses advances in information technologies in order to electronically transmit 
AC products where feasible.  
 
Develops programs in information technology to showcase American information products. Works closely 
with other members of the Public Affairs Section to enhance PAS programs.  
Recommends appropriate materials and links for inclusion in the Consulate Home Page. Ensures accuracy 
of content and relevance to bilateral issues. Promotes and markets the Home Page to target audiences.  
Keeps abreast of emerging information technology in the host country and the United States, and of the 
increasing accessibility of electronic information, to determine its usefulness to the AC.  
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Participates in professional organizations by attending conferences and workshops, and maintains close 
and regular ties with local and IIP information specialists.  
Advises and accompanies the Ambassador, the Consul General, the PAO and other section chiefs to 
various programs and events in HCMC and in the provinces.   
 

3. Research/Reference Percentage  ................................................................................  10% 
Responds to inquiries for in-depth information primarily from the target audience (e.g., academics, senior 
ministry officials, and other policy makers, the media, researchers), as well as from the Public Affairs 
Section, and other agencies at post. Analyzes content of the inquiry and, if needed, contacts the client to 
discuss and clarify the request. Researches inquiries and explains as necessary U.S. government, legal 
and legislative documentation or other appropriate resources. The research is completed using a wide 
range of traditional and electronic resources including, but not limited to, the Internet, CD-ROM, 
commercial on-line databases, and U.S. government sources.  
 

4. Collection Development Percentage  ........................................................................... 10% 
Determines the appropriate mix of print and electronic based resources for the AC program.  
Selects databases and materials, such as U.S. Government Printing Office publications, Congressional 
and other USG documents, think tank reports, and databases for the AC collection. Prior to selection, 
assesses content of material for authority, relevance and balance, as well as for contribution to Mission 
Program Plan goals. 

 

**Note:  This position description in no way states or implies that these are the only duties to be performed by 

incumbent. Incumbent will be required to perform other duties as assigned by the agency. 

 

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE 
a. Education: 

A university degree in information science, library science, political science, international affairs, project 

management or American studies is required. 

 
 

b. Prior Work Experience:  

At least three years of progressively responsible experience in information research, library science, or 

event management fields.  This includes experience in traditional research and reference services, and in 

the use of emerging technologies and electronic resources. 
 

c. Post Entry Training: 

Training in electronic delivery systems used by the State Department; training to keep abreast of new 

trends and developments in information technology in the U.S. such as the Internet, research and 

reference sources and services using electronic based format. 
 

d.      Language Proficiency: List both English and host country language(s) proficiency requirements by level (II,III) and specialization(sp/read): 

Level IV (Fluent) Speaking/Reading/Writing of English and Vietnamese is required.  

e.     Job Knowledges: 

Good knowledge of U.S. reference and resource materials in the subject areas emphasized in the Post’s 

Mission Strategic Resource Plan (MSRP), and of current trends and developments in American and host 

country information science and technology.  Knowledge of electronic retrieval and delivery tools, in 

particular the Internet and standard information science practices and procedures. Research inquiries 

require that the incumbent have an in depth knowledge of host country and U.S. foreign affairs policies, 

legislative and other domestic issues of relevance to MSRP themes. 
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f.      Skills and Abilities:  

Excellent service orientation to target audience, interpersonal, and cross-cultural skills.  Ability to carry out 

reference searches and respond rapidly to complex requests, often for breaking news; to work effectively 

with American and foreign national staffs; to independently plan, organize, and carry out assigned 

responsibilities. 

 

16. POSITION ELEMENTS : 

a. Supervision Received:  

Receives direct supervision from the IO and the general supervision from the PAO ,.  Consults with the IO 

and PAO for policy guidance. 

 

b. Supervision Exercised:  

Provides direct supervision to the AC LE Staff, implements work requirements, monitors work, 

evaluates and reviews their performance. 

 

c. Available Guidelines:  

IIP and U.S. Embassy and Consulate manuals and instructions, including Post Mission Plan Themes 

and institutional analysis, information technology standards and requirements; library science and 

reference guidelines. 

 

d. Exercise of Judgment:  

Exercises judgment in matching information resources with the target audience, and determines who 

is eligible to use AC services.  Uses judgment in developing and allocating program resources to fulfill 

the mission and objectives of the American Center. 

 

e. Authority to Make Commitments:  

Makes commitments related to the administration of the AC and the information program it supports. 

 

f. Nature, Level, and Purpose of Contacts:  

Liaison with the highest level members of the target audience, and with Embassy/Consulate officers to 

ensure the AC meets their needs.  Regular contact with appropriate offices in the IIP Bureau in 

Washington. 

 

g. Time Expected to Reach Full Performance Level:  

With the necessary qualifications and prior work experience as stated above, an incumbent should be 

able to carry out duties within one year of assuming the position. 

 

 


