
9.  This is a complete and accurate description of the duties and
     responsibilities of my position.

Signature of Supervisor

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. 

10.  This is a complete and accurate description of the duties and
       responsibilities of this position.

(mm-dd-yyyy)
DateInitialsGrade

Assistant Motor Pool Supervisor FSN- 5

Position Title and Series Code

Date (mm-dd-yyyy)

2.  Agency

State

6.  Post Title Position (If different from official title)

Assistant Motor Pool Supervisor

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2).

U. S. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

3a.  Position Number

4.  Reason For Submission

a.  Redescription of duties:  This position replaces

(Title) (Series) (Grade)

b.  New Position

5.  Classification Action

  a.  Post Classification Authority

  b.  Other

  c.  Proposed by Initiating Office

7.  Name of Employee

Vacant

  a.  First Subdivision

Management

  c.  Third Subdivision

Motor Pool

Signature of Employee Date (mm-dd-yyyy)

Signature of Section Chief or Agency Head

12.  I have satisfied myself that this is an accurate description of this
       position, and I certify that it has been classified in accordance
       with appropriate 3 FAH-2 standards.

Date (mm-dd-yyyy)          Signature of Admin or Human Resources Officer

The incumbent manages all administrative reports for Motor Pool and ensures driver and vehicle scheduling is carried out efficiently
and effectively.  The incumbent also acts as the primary advisor on preventative vehicle maintenance and serves as the Motor Pool
Supervisor during periods of absence.

100

(Continue on blank sheet)

           

           Recruitment purpose

,

13. Basic Function Of Position

% of Time14. Major Duties and Responsibilities

3b. Subject to Identical Positions?  Agencies may show the number of such positions authorized and/or established after the "Yes" block.

(Position Number)

 XYes No

DS-298 
04-2008
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Date (mm-dd-yyyy)

X c.  Other

8.  Office/Section

US Embassy Abidjan

  b.  Second Subdivision

General Services Office

(Formerly OF-298)

(explain)

1.  Post
Abidjan

         Printed Name of Admin or Human Resources Officer         Printed Name of Chief or Agency Head

Printed Name of Employee Printed Name of Supervisor

25%
Prepares annual vehicle usage and maintenance reports and updates records in ILMS.

20%
Oversees the annual inspection and insurance certifications for all official vehicles.  This includes reporting any accidents to the
insurance company and obtaining all required police reports.

15% (See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
Completion of secondary school education or vocational automotive mechanic equivalent diploma (BT) is required. Breadth of
knowledge related to automotive mechanics is required.

b.  Prior Work Experience

c.  Post Entry Training
Training in ILMS/Ariba, Web Pass and all FAM and SHEM regulations regarding vehicle use, maintenance and safety.

d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read). 
Level III in English and French required.

e.  Job Knowledge
Must understand all local traffic laws and regulations regarding vehicle certification for safety and insurance.  Must also know all
Department of State safety and vehicle use regulations. Must be computer-literate and proficient in Microsoft Office software, as
well as able to adapt quickly to new computer systems.

16.  Position Element

a.  Supervision Received 
Directly supervised by the Motor Pool Supervisor

b.  Supervision Exercised
Supervises all dispatchers, expeditors and chauffeurs.

c.  Available Guidelines
Post Motor Vehicle Safety Policy, FAM, SHEM safety regulations, Post Vehicle Use Policy

d.  Exercise of Judgment

Adjusts schedules of subordinate employees to ensure transportation needs of the Mission are accommodated.  Ensures proper
maintenance for the Mission's fleet of over 80 vehicles.  Allocated vehicles to serve customer transportation needs.

e.  Authority to Make Commitments
Can make recommendations but cannot make financial commitments.

f.  Nature, Level, and Purpose of Contacts

Communicates directly with all levels of Mission staff (local and American), including VIP visitors, to coordinate transportation
requests.  Communicates directly with local police and insurance companies regarding vehicle incidents.  

g. Time Expected to Reach Full Performance Level

3 months

f.  Skills and Abilities

Must maintain driver license and medical clearance to drive by Post Health Unit.  Must be proficient in Microsoft Office
software. Must hold a valid driving license. 
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 Minimum three (3) years' experience in operating a motor vehicle and proficient knowledge of procedures for the repair and
maintenance of a wide range of vehicles is required.



Addendum 1
Serves as Motor Pool Supervisor during periods of absence.  Also serves as relief driver or dispatcher in periods of need.

20%
Ensures that driver and dispatcher schedules are managed as efficiently as possible.

20%
Ensures Motor Pool employees have all supplies necessary to perform their jobs (i.e pens, note books etc.)  Also
assists mechanics in obtaining necessary vehicle parts and is responsible for the ordering and dispensing of fuel for
all Mission employees.


