INTERAGENCY POST 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.
A701-22

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

|:| Yes IE No

AFTER THE “YES” BLOCK.

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

Position No. , (Title) (Series) (Grade)
I:' b. New Position
c. Other (explain) New Employee
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials Date
a. Post Classification Authority | Administrative Clerk, FSN-105 6

b. Other

c. Proposed by Initiating Office

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

7. NAME OF EMPLOYEE

8. MISSION
Consulate General Ho Chi Minh City

b. Second Subdivision

a. First Subdivision
Public Affairs 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 Admin or Human Resources  Date(mm-dd-yy)

13. BASIC FUNCTION OF POSITION

Incumbent serves as the Administrative Clerk for the Public Affairs Section; performs a broad range of administrative tasks
including handling incoming and outgoing correspondence; handling walk-in and scheduled visitors and telephone inquiries;
establishing and updating a filling system; overseeing and managing the PAS calendars; acting as back up Program

Assistant to all of the office’s functions.

14. MAJOR DUTIES AND RESPONSIBILITIES

% OF TIME

Incumbent serves as Administrative Clerk for the Public Affairs Section, answering and directing all incoming calls and
advising callers on services and information available in the HCMC Public Affairs Section. Responses to such inquiries
require utilization of personal knowledge of the Public Affairs Section and sound judgment. Provides references such as
fact and information sheets on specific programs. Maintains liaison with other offices in HCMC, such as other Consulate
General sections and agencies, Viethamese Government offices, vendors, and universities. Responsible for directing a
high volume of calls and serving as the phone systems operator. Greets all office visitors directs them to appropriate
person(s). Works with security guard to ensure appropriate level of access for visitors to public and nonpublic areas of

PAS.

............................................................................ 30%
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Incumbent provides a full range of administrative support services to PAS officers, including management of all faxes/
general e-mails; handling PAO official correspondence; maintaining PAS calendars; scheduling meetings and
attendance at other official functions and appointments with local and U.S. Mission counterparts. Organizes, establishes
and maintains subject-matter files for all projects/programs for the Public Affairs Section. Incumbent acts as back up
Program Assistant when she/he is @abSENt frOmM WOTK. ..........ooiiiiiiiiiii e 30%

Incumbent compiles and maintains guest lists, sends invitations, and receives RSVPs for PAS event receptions,
workshops, seminars, etc.; assists Program Assistant in organizing hospitality functions. Assists with duties related to
the Contact Database, including inputting and updating data. Supports Program Assistant in handling grant paperwork
for PAS exchange program activities. Coordinates with the Consulate motor pool to make arrangements for
transportation of PAS staff and to meet the logistics needs of field activities and administration. .............c..ccccceviieeeens 20%

Incumbent participates in the planning of other related logistics, such as program start/finish times, breaks, production of
agenda, transportation. He/she performs typing and word processing of reports, letters and other documents in both
Vietnamese and English, and prepares them for distribution, mailing, filing. Performs other duties as assigned ......... 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

Education
Completion of secondary school is required.

Prior Work Experience
Two years experience of secretarial/clerical works is required.

Post Entry Training

Orientation to Public Affairs programs and services
PY220, Introduction to Grants and Cooperative Agreements
PY222, Monitoring Grants and Cooperative Agreements

Procurement
PA387 - ILMS Overseas Ariba Management
PA229 - Simplified Acquisitions Procedures

Time and Attendance
GFS50 - Basics of Time & Attendance for Overseas Staff

Travel
PA244 - Travel Policy and Procedures at Post

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

Knowledge
An understanding of the social mores of both the U.S. and Vietnam. A basic knowledge of host government protocol is
required.

Skills and Abilities
Ability to run various software programs. Skill in operating typical office equipment. Should be familiar with normal

office procedures and filing system.

Good communications skills are necessary to work with the public and PAS contacts.

16. POSITION ELEMENTS
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a. Supervision Received
Under direct supervision of the Program Assistant. Also receive general supervision of the PAO, CAO, and 10.

b. Available Guidelines
Specific instruction issued by the PAO, CAO, 10 and Program Assistant, office procedures and policy manuals.

c. Exercise of Judgment
Sound, independent judgment is a key requirement in this position.

d. Authority to Make Commitments
None

e. Nature, Level and Purpose of Contacts
Post audience, staff of other agencies at post and visitors at all levels.

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