INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION

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

1. POST
U.S. Consulate General HCMC

2. AGENCY
State

3a. POSITION NO.
A-526-02-HC

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

|:|No

AFTER THE “YES” BLOCK. |E Yes

4. REASON FOR SUBMISSION
a. Reclassification of duties: This position replaces

Position No. , (Title) (Series) (Grade)
I:' b. New Position
|Z| c. Other (explain)
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials (mrlr?_adtd(a:yy)
a. Post Classification Authority | \Work Control Clerk, FSN-120-5 5

b. Other

c. Proposed by Initiating Office

6. POST TITLE POSITION (if different from official title)
Work Control Clerk

7. NAME OF EMPLOYEE

8. MISSION
Consulate General Ho Chi Minh City

b. Second Subdivision
Facilities Maintenance Section

a. First Subdivision
Management Section

c. Third Subdivision

9. This is a complete and accurate description of the duties and
responsibilities of my 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-yy)

Typed Name and Signature of Local Supervisor Date(mm-dd-yy)

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. | have satisfied myself that this is an accurate description of the
position, and | certify that it has been classified in accordance
with appropriate 3 FAH-2 standards.

Typed Name and Signature of American Supervisor Date(mm-dd-yy)

Typed Name and Signature of Human Resources Officer Date(mm-dd-yy)

13. BASIC FUNCTION OF POSITION

Preparation and input of work orders, secretarial and administrative duties for Facilities Maintenance Supervisor and

Manager.

14. MAJOR DUTIES AND RESPONSIBILITIES

% OF TIME

Receives telephone, written and email requests for maintenance and repairs of government owned or leased properties.
Ensures that the correct amount and type of information is received from the customer to complete a work request.
Redirects work requests to the GSO where appropriate. Inputs information received into the WebPASS request program.
After the requests approved by the Facility Manager or the Maintenance Supervisor, delivers work orders to the Maintenance
Foreman or Custodian Foreman. Follows up on the work orders in process. Reviews all work orders returned to ensure all
necessary information has been included before recording them into the WebPASS program.................. 60%

Act as a translator for the Facilities Manager (FM). Performs secretarial and administrative duties for the Facility Office (FO).
Schedules appointments receives/ places phone calls, submits procurement request and vehicle requests for the FO. Will

DS-298 (08-2001)




be designated as an Occasional Money Handler (OMH) in order to execute procurement when designated by GSO.
Performs other clerical work connected with facilities
(o] o 1=T = 1[0 1= P 20%

Maintains files of completed work orders.

Provides monthly reports to the Facilities Manager and prompt status response to the work order requester. Schedules,
prints and delivers preventive maintenance work requests for the entire maintenance organization.

Perform time and attendance report every two weeks for Maintenance and Custodian groups

May assist in monitoring stock control of maintenance supplies. ..........cccovvviii i iiieeieen, 20%

**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
College or University Studies is Required.

b. Prior Work Experience
At least one year of clerical experience

c. Post Entry Training
Training will be provided at post on the work order control system and stock control system used at post.

d. Language Proficiency: List both English and host country language(s) by level and specialization.
Level 3 English is required. Level 4 Vietnamese is required.

e. Knowledge
General knowledge of maintenance operations. Should be familiar with normal office procedures and filing systems.
Computer skills for generating maintenance reports in the State Dept. WebPASS system as well as monitoring stock
control are required.

f.  Skills and Abilities
Must be able to use personal computer and other office machines. Must be organized and able to maintain files and
records up-to-date.

16. POSITION ELEMENTS

a. Supervision Received
Under direct supervision of Maintenance Supervisor and under General Supervision of Facilities Maintenance
Specialist and General Services Officer.

b. Available Guidelines
GSO and Administrative directives. WebPASS Work Order Control System.

c. Exercise of Judgment
Judgment is required in assisting with priority to work orders. Tact is required in dealing with people making verbal
requests.

d. Authority to Make Commitments
Is authorized to commit maintenance technicians to handle emergencies; should report such actions to
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Maintenance Supervisor, Facilities Maintenance Specialist or the Supervisory General Services Officer quickly as
possible.

e. Nature, Level and Purpose of Contacts
Maintains contract with local PPT repair section, electric company, water companies, and local vendors or supplies.

f.  Supervision Exercised
Is able to authorize Maintenance team personnel to go work on emergency requests for maintenance repair and/ or
assistance.

g. Time Required to Perform Full Range of Duties after Entry into the Position
Six months.
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