INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION

Prepare according to instructions given in Forei

n Service National Handbook, Chapter 4 (3 FAH-2)

1. POST 2. AGENCY

Ho Chi Minh City

Department of State

3a. POSITION NO.
AT72122

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS

AUTHORIZED AND/OR ESTABLISHED
AFTER THE “YES” BLOCK.  [] Yes,

X No

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

Position
No. , (Title) (Series) (Grade)
(] b. New Position
¢. Other (explain) Updates to Items 13 & 14
Date
5. CLASSIFICATION ACTION Position Title and Series Code Grade Ipitials (mm-dd-yy)
American Center (AC) Assistant, FSN-6010 8 LMS ~ _ )
a. Post Classification Authority / 7‘5 )_L/é

b. Other

C. Proposed by Initiating Office

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

7. NAME OF EMPLOYEE
Vacant

8. OFFICE/SECTION
PAS

a. First Subdivision
The American Center

b. Second Subdivision

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 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. {

Date(mm-dd-yy)

Typed Name and Signature of Section Head

12. I 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.

l 1 - I

Typed Name and Sign-alI re of Human Resources Date(mm-dd-yy)
Officer




13. BASIC FUNCTION OF POSITION

Under the general supervision of the Public Affairs Officer and direct supervision of the American Center Director, incumbent
manages and develops the Mission VietnamWebsite and social media pages; manages local computer networks in the AC for the
public use; provides information technology and technical support to AC, PAS and American Corners in southern Vietnam;
facilitates visual and technical support for events, including taking and editing photos and video; coordinates with other AC
members and when necessary, with host institutions to set up, develop, and support AC's and PAS's programs and events.
Performs outreach duties for Vietnam's key audiences and U.S. Consulate officers; carries out research and analytical duties to
respond to inquiries or information about the U.S.; conducts a variety of classes for the public on Internet and IT trends for
learning and research purposes; is responsible for mastering and maintaining up-to-date information on AC program activity
data.

14. MAJOR DUTIES AND RESPONSIBILITIES % OF TIME
1. Website and Social Media Management 35%
Maintains, develops, and manages the U.S. Consulate website. Reviews and updates the Web pages on a daily basis, identifies
policy documents on the Mission Strategic Plan themes to recommend additions to the Web page. Co-ordinates with other
Consulate sections and agencies to update Web content input. Serves as webmaster for the Mission Web site. Create and source
content for all Consulate social media platforms.

2 IT Management & Support 35%
Manages the AC's Internet network and technological equipmentmanages AC software to monitor internet workstations, online
registration forms, and online chat programs. Responsible for contracting selected technical projects and working with vendors
for public computer maintenance. Provides technical advice and support for the operation of the American Center in southern
Vietnam. Serves as Liason between PAS and Information Resource Management to coordinate set-up, use, and maintenance of
equipment.

3. PAS Program Support 20%
Coordinates with PAS and, when necessary with host institutions, to set up equipment for PAS programs and events including
computers, internet access, projectors, and sound system; Plans and supports exhibitions, workshops and conferences.
Responsible for taking and editing photos and video of PAS events. Responsible for creating videos for the AC and Consulate.

4. Outreach Services 10%

Acts as AC speaker on Internet search, web 2.0, weblog design and PowerPoint presentation at the American Center, and other
outreach platforms; Represents AC including the setup, participation, and promotion of AC products & services; Retrieves,
redesigns and distributes electronic documents to Consulate officers. Conducts research and analyzes online information in order
to respond to specific inquiries about the United States from Vietnamese target audiences (officials, professors, lecturers,
researchers and students). Publicizes and announces all PAS/AC new programs and events, publications and/or products to target
contacts. Manages AC mailing list with e-Campaign software. .

**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

University degree in one of the following field: Social Sciences, International Relations, Economics, Politics, Language,
Journalism, Accounting, Computer Science, Engineering, or Mathematics is required.

b. Prior Work Experience
Two years of progressively responsible experience in the field of information technology with demonstrated knowledge of

designing and maintaining websites and social media platforms.

c. Post Entry Training

Takes part in training in electronic and telecommunication delivery systems used at Public Affairs and in State
Department’s IIP. Keeps abreast of new IT trends and developments in the U.S. such as Internet, reference and research sources
or tools using electronic based formats.




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

e. Knowledge

An in-depth knowledge of U.S. Government structure including, but not limited to, the State Department and the functions of the
Public Affairs Section of the Mission.

A broad knowledge of American political, economic, social, cultural, information technology and educational structures and
processes. A thorough understanding of U.S. Government foreign policy goals toward Vietnam and strong interest in
international affairs.

Thorough knowledge of Vietnamese politics, economic, legal, social, cultural, information technology and educational structures
and processes.

f.  Skills and Abilities

Must continuously exercise problem solving skills by evaluating and adding content to Consulate Website.Exercises judgement
in applying IT to provide better service for AC customers. Ability to independently plan,organize, and carry out assigned
responsibilities. Ability to work effectively with American and foreign national staffs.

16. POSITION ELEMENTS

a. Supervision Received
Receive general supervision of the Assistant Public Affairs Officer and direct supervision of the AC Director.

b. Available Guidelines
State I[P and U.S. Consulate manuals and instructions, including the Mission Strategic Plan and institutional analysis,
information technology standards and requirements; library science and reference guidelines.

c.  Exercise of Judgment
Incumbent exercises judgment promptly

d.  Authority to Make Commitments
With pre-approved guidance, has the authority to make commitments for small purchases, such as Government
Printing Office publications and research reports.

e. Nature, Level and Purpose of Contacts
Broad contacts with all levels of post audience, staff of other agencies at post, and visitors at all levels. Direct contacts
with audience members in providing services.

f.  Supervision Exercised
Supervises interns/volunteers helping at the American Center and subcontractors of pringting services and IT

equipment..

g. Time Required to Perform Full Range of Duties after Entry into the Position
With the necessary qualifications and prior work experience as stated above, an incumbent should be able to carry out
duties within 6 months of assuming the position.
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