
U.S. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

Prepare according to instructions given in Foreign Service National Handbook, Chapter4 (3 FAH-2).

1 Post

Ho Chi Minh City, Vietnam

2. Agency

State

3a. Position Number

A31142

3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the "Yes" block

\xj Yes ] No

4. Reason For Submission

j a. Redescription of duties: This position replaces

(Position Number) , (Title) (Series) (Grade)

j b. New Position

HH c. Other (explain) Minor update on Item 13

5. ClassificationAction

a. Post Classification Authority

b. Other

c. Proposed by Initiating Office

Position Title and Series Code

Visa Clerk, FSN-1415

6 Post Title Position (If different from official title)

8. Office/Section

Consulate General Ho Chi Minh City

b. Second Subdivision

Immigrant Visa Unit

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

responsibilities of my position.

Printed Name of Employee

Signature of Employee 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.

Printed Name of Chief or Agency Head

Signature of Section Chief or Agency Head Dale (mm-dd-yyyy)

Grade

6

initials
Date

(mm-dd-yyyy)

7. Name of Employee

a. First Subdivision

Consular Section

c. Third Subdivision

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

Printed Name of Supervisor

signature ot supervisor Date {mm-dd-yyyy)

12. 1 have satisfied myself that this is an accurate description of this
position, and 1 certify that it has been classified in accordance
with appropriate 3 FAH-2 standards

Printed Name of Admin or Human Resources Officer

Signature of Admin or Human Resources Officer Date {mm-dd-yyyyl

13. Basic Function Of Position

The jobholder must screen incoming documentation and information from a variety of sources to organize and track visa requests

according to a relatively complicated set of laws and procedures so that the Consular Officer can make decisions and ensure that the

legal requirements of the application have been met. Thejobholder will also serve as the waiting room facililator.

14. Major Duties and Responsibilities % 0; jms

(1) Handle visa applications by performing data entry and preparing instruction packages for applicants. Ensure that all required

documents and clearances have been received and check for potential visa ineligibilifies. Examine documents submitted by applicants
to verify completeness of application and authenticity of documents. 40%

(2) Assemble visa packets, handle pass back of approved cases from real-time, prepare cases to be returned to USCIS for revocation,

scan follow to join and returning resident cases, open and data enter new cases (including photo capture), and draft Child Status
Protection Act (CSPA) worksheets for aged out applicants and handle other assigned special projects. 40%

(3) Assist applicants during biometric capture and answer questions about application procedures. Maintain smooth flow of

applicants. 20% ^Add^i,
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15. Qualifications Required For Effective Performance

a. Education

Completion of secondary school (grade 12) is required.

b. Prior Work Experience

Two years of previous experience in administrative work with extensive public contact.

c. Post Entry Training

Must complete Foreign Service Institute (FSI) correspondence course for visas (PC-102)

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (spread)
Level IV S/R/W Vietnamese is required.

Leve 111 S/R/W English is required.

e. Job Knowledge

Must have knowledge of U.S. immigration law and regulations, visa processing guidelines and general office management
practices.

f. Skills and Abilities

Requires keyboarding and data entry skills. Accuracy of data entry is critical requirement. Basic consular computer and
Microsoft applications. Ability to deal with the public with patience and tact and to work under pressure.

16. Position Element

a. Supervision Received

Under the direct supervision of Supervisory Visa Specialist (or Visa Specialist/Info Visa Specialist) and indirect supervision of
Consular Officer.

b. Supervision Exercised

None

c. Available Guidelines

Visa laws and regulations: FAM, INA, departmental instructional cables, etc.

d. Exercise of Judgment

Exercises judgment in handling visa information. Must be a self-starter and exercise judgment in daily operations, particularly

in matters dealing with the public.

e. Authority to Make Commitments

None

f. Nature, Level, and Purpose of Contacts

Daily contact with the Consular Officers, Consular staff & visa applicants.

g. Time Expected to Reach Fjll Performance Level

Three months.
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