INTERAGENCY FOREIGN SERVICE NATIONAL 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.
U.S. Consulate General HCMC State A-100-03

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
I:' a. Reclassification of duties: This position replaces

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

I:' b. New Position

|X| c. Other (explain)

Date
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials (mm-dd-yy)
a. Post Classification Authority | Political Specialist, FSN-1550 10
b. Other
c. Proposed by Initiating Office
6. POST TITLE POSITION (if different from official title) 7. NAME OF EMPLOYEE
Pol/Econ Specialist
8. MISSION b. Second Subdivision
Consulate General Ho Chi Minh City
a. First Subdivision c. Third Subdivision
Political Section
9. This is a complete and accurate description of the duties and 10. This is a complete and accurate description of the duties and
responsibilities of my position. 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 12. | have satisfied myself that this is an accurate description of the
responsibilities of this position. There is a valid management need position, and | certify that it has been classified in accordance
for this position. 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

Serves as post’s local expert on political, economic, and social developments, in direct support of the Front Office, the
Political Section, and official visitors. Collects, compiles, and analyzes complex data from multiple sources on important
events and leading personalities in the political, civil society and economic spheres for reporting purposes. Forecasts and
tracks major trends. Develops and maintains expert and senior-level contacts in business, government, academia, and the
media for HCMC and all provinces in the consular district. Plans, organizes, and supports provincial travel. Acts as
interpreter/translator as needed.




14. MAJOR DUTIES AND RESPONSIBILITIES % OF TIME
- Collect, compile, and analyze complex data from multiple sources to report on important, political, economic and social

developments and trends. Generate timely, accurate, and analytical briefing materials for meetings and provincial travel.
40%

Develop and maintain a wide range of expert and high-level contacts within the government, the business community
academia, the press, NGOs and religious groups.

30%

Make arrangements for, and accompany Consulate General officers and official visitors on, provincial trips.

20%

Deliver detailed and nuanced interpretation and translation for Consulate General senior staff and high-level visitors.
10%

**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 fields: political science, international relations, history, government,
journalism, economics, marketing, business administration, international law, liberal arts, humanities or social sciences,
is required.

Prior Work Experience

At least five years of professional or academic experience in political science, government, social sciences, journalism,
international relations, law, economics, marketing, business administration, other research and analysis or history, is
required.

Post Entry Training
Training on State Department documents, procedures, and standards will be provided as needed. Political and
economic training at NFATC, as well as specialized interpreter courses, are highly desirable.

Language Proficiency: List both English and host country language(s) by level and specialization.
Level 4 (fluent) English is required. Level 5 Vietnamese is required.

Knowledge

Must have a thorough knowledge of Viethamese political, economic and social policies, as well as Vietnamese
government structures and institutions, historical developments, key political figures, and a familiarity with U.S. foreign
policy vis-a-vis Vietnam.

Skills and Abilities

Ability to develop and maintain an extensive range of working and high-level contacts in the public and private sectors
is required, as is the ability to interrelate political developments to economic and social forces and factors in Vietham.
The ability to plan, organize, and carry out complex research to prepare precise, accurate, and analytical reports is
also required. Ability to perform well under pressure, meet short deadlines and maintain flexibility when plans and
circumstances change unexpectedly. Exceptionally strong skills in writing, interpretation and translation.

16. POSITION ELEMENTS

a.

Supervision Received
Under the principal supervision of the Political Officer, but takes direct taskings from other section officers and the
Front Office.

Available Guidelines
Established office procedures and Department regulations.

Exercise of Judgment

Exercises utmost judgment, discretion, and tact in soliciting information from, and sharing highly sensitive
information with U.S. and Vietnamese government officials, political activists, journalists, religious leaders and
members of the business and academic community.

Authority to Make Commitments
None.




e. Nature, Level and Purpose of Contacts
Develops and maintains extensive range of contacts with Vietnamese government officials at all levels, political
activists, journalists, religious leaders and members of the business and academic community. Elicits information,
requests meetings and arranges provincial travel for Mission Vietham and other US officials with broad range of
public and private sector contacts.

f.  Supervision Exercised
None.

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