
 

INTERAGENCY LOCALLY EMPLOYED STAFF 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 Ho Chi Minh City    U.S. Department of State  MSG-A-23 
 

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED    
     AFTER THE “YES” BLOCK.                             03 positions 

                                                                    Yes           No                      
 
4. REASON FOR SUBMISSION 

    
a. Reclassification of duties:  This position replaces

 

 Position No.   
, 

  
(Title) 

  
(Series) 

  
(Grade) 

    
b. New Position

 

    
c. Other (explain)   

 
 

5. CLASSIFICATION ACTION 

 

Position Title and Series Code 
 

Grade 
 

Initials 
Date 

(mm-dd-yy) 
 

a. Post Classification Authority 
    

 
Chauffeur, FSN-1015 

 
3 

 
 

 

 

b. Other 
    

    

 

c. Proposed by Initiating Office 
    

 
 

   

 

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

 

7. NAME OF EMPLOYEE 
    

 

8. MISSION  
U.S. Consulate Ho Chi Minh City 

 

b.     Second Subdivision 
 

 

a. First Subdivision 
 Marine Security Guard Detachment    

 

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. I have satisfied myself that this is an accurate description of the  
     position, and I 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 Human Resources Officer Date(mm-dd-yy) 
13. BASIC FUNCTION OF POSITION 
     Serves as driver for the Marine Security Guard Detachment in Ho Chi Minh City. 
 
14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                                    100% OF TIME 

- Must be prepared to assist Marines in responding to emergency situations. 
- Safely operates passenger vehicles assigned to Marine Detachment. 
- Performs basic preventive maintenance on vehicles assigned to Marine Detachment. 

 

New employee 



 
**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 secondary school is required. 
 
b. Prior Work Experience 

At least two years of experience as a driver. 
 
c. Post Entry Training 

Fully Armored vehicle training. 
 

d. Language Proficiency:  List both English and host country language(s) by level and specialization. 

Level 2 (Limited) Speaking/Reading/Writing English is required (this will be tested).    
Level 3 (Good Working Knowledge) Speaking/Reading/Writing Vietnamese is required. 

 
e. Knowledge 

Must be knowledgeable of host country traffic laws, city traffic patterns, streets, locations of major buildings and 
government offices. 
Must be able to maneuver large passenger vehicles through the streets of HCMC. 
Must be able to perform minor maintenance on passenger vehicles such as changing a tire and replacing a battery. 

 
f. Skills and Abilities 

Ability to deliver passengers and materials expeditiously and safely. Must have local driver's license appropriate to 
vehicles operated. 

 
16. POSITION ELEMENTS 
 
a. Supervision Received 

Under the direct supervision of the Motorpool Supervisor and general supervision of Marine Security Guard 
Detachment Commander. Receives work guidance from Senior MSG Driver. 
 

b. Available Guidelines 

Due to the sensitive nature of the Marine's mission, drivers must not discuss, or share, the following 
information with any one. 
(1) Marines 
(2) Schedules 
(3) Capabilities and/or limitations 
(4) Preferred driving routes 
(5) Establishments or locations Marines visit while not on duty 
(6) Any other information of a sensitive nature 

 
c. Exercise of Judgment 

Must drive safely. 
During emergency situations drivers must also be able to drive aggressively enough to get the Marines to 
their intended destination in the safest manner possible. 
 

d. Authority to Make Commitments 
None 
  



e. Nature, Level and Purpose of Contacts 

Contacts at working level of airports to ensure access for office vehicles would be useful. 
 
f. Supervision Exercised 

None. 

 
g. Time Required to Perform Full Range of Duties after Entry into the Position 
        Three month. 
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