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 2. AGENCY 3a. POSITION NO.
Ho Chi Minh City - Vietnam Department of State N52624

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED AFTER THE"YES" BLOCK.
ves [ _INo 2 positions (452624 & A52639)

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

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

D b. New Position

’X c. Other (explain)

5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials Date
(mm-dd-yyyy)
1

a. Post Classification Authority Carpenter FSN-1210 04 4//‘0 /[

\ 7
b. Other \\‘

c. Proposed by Initiating Office

6. POST TITLE OF POSITION (If different from official title) 7. NAME OF EMPLOYEE

| 8. OFFICE/SECTION a. First Subdivision

f Management Section General Services Office
b. Second Subdivision ¢. Third Subdivision

Facility Maintenance

9. This is a complete and accurate description of the duties and responsibilities 10. This is a complete and accurate description of the duties and responsibilities |

of my responsibilities of position. of this position.

. Typed Name and Signature of Employee Date (mm-ddyyyy) | Typed Name and Signature of Supervisor " Date (mm-dd-yyyy)
11. This is a complete and accurate description of the duties and 12. 1 have satisfied myself that this is an accurate description of this
responsibilities of this position. There is a valid management need for this position, and | certify that it has been classified in accordance

position. with appropriate 3 FAH-2 standards.

z/;%é

| ’ Typed Name and Signature of Section Chief or Agency Head Date(mm-dd-yyyy) Typed Name and Signature of Admin or Human Resources Officer i D"é'te“')mn-d‘d-ry?m

13. BASIC FUNCTION OF POSITION

Incumbent of this position, as a Carpenter, does wood construction, renovation, installation, preventive maintenance, and
| repair on extensive range of small and large wood structures and wood accessories for various Government held
| properties. The incumbent also performs as a locksmith.
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14. MAJOR DUTIES AND RESPONSIBILITIES % OF TIME

Fabricates wooden counters, cabinets, doors, wooden frames, shelves, etc. Performs routine carpentry maintenance and
repair of office building and residences. 35%

Installs new locks, latches, hasps, hooks and curtains. Repair them if needed. Makes ready houses and apartments for
new officer arrivals. 20%

Repairs furniture, office desks and partitions. Cuts glass tops if needed. Provides estimates on carpentry jobs. Makes
drawings when needed. 25%

Explains process on major works. Re-palishes and refinishes furniture and office equipment. Keeps tools, equipment,

shop, and working areas clean daily. Does other duties as required, including but not limited to masonry work and
painting. 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:
Completion of primary school is required and vocational training or apprenticeship recognized as carpenter are

required.

b. Prior Work Experience:
One year of carpentry experience is required.

c. Post Entry Training:
None

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (l1,11l) and
specialization(sp/read):
Level II (Speaking/Reading/Writing) of English is required
Level III (Speaking/Reading/Writing) of Vietnamese is required

e. Job Knowledge:
Must have a thorough knowledge of carpentry tools and procedures. Must have knowledge of basic lock

installation and repair.

-~

Skills and Abilities:
Must be able to operate all carpentry equipment and tools.

16. POSITION ELEMENTS :
a.  Supervision Received:
Under direct supervision of the Maintenance Supervisor and Facilities Manager, and general supervision of the

General Services Officer. Receives work guidance from the Maintenance Foreman.

b.  Supervision Exercised:
None
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c.  Available Guidelines:
Trade practice and U.S Mission Vietnam specifications

d.  Exercise of Judgment:
Must have the ability to perform quality work without supervision and ensure safety guidelines are being
followed. Must take initiative to perform preventive maintenance and use judgment to determine if repairs are
needed.

e.  Authority to Make Commitments:
None

£ Nature, Level, and Purpose of Contacts:
Local hardware suppliers

g. Time Expected to Reach Full Performance Level:
Three months
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