
(mm-dd-yyyy)
DateInitialsGrade

Administrative Assistant, FSN-105 7

Position Title and Series Code

Date (mm-dd-yyyy)

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. 

2.  Agency

State/PEPFAR

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

PEPFAR Management Admin Assistant

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

  a.  First Subdivision

        PEPFAR/State
  c.  Third Subdivision

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

 
Typed Name and Signature of Employee Date (mm-dd-yyyy)

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

   

Typed Name and Signature of Section Chief or Agency Head

Typed Name and Signature of Supervisor

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)

      
Typed Name and Signature of Admin or Human Resources

Serves as office manager and assistant to the PEPFAR Coordination office.
Primary purpose is to provide high level administrative, clerical assistance, office management  and record keeping for the PEPFAR
coordination office, based on good working knowledge of PEPFAR and contributing US agencies, organizations and substantive
projects under PEPFAR. Resolves problems associated with administrative and clerical work of the PEPFAR coordination office and
makes recommendations to improve administrative and operational processes that affect the PEPFAR program in country . 

 Responsible for organizing and filing all official documents related to PEPFAR coordination office.  

Coordinates overall administrative activities for the smooth operation of activities. Recognizes the need  for and recommends
changes in administrative practices and procedures in order to facilitate and improve operations. Maintains appointment calender,
schedules appointments, reminds PEPFAR Coordination office staff of meetings, briefs on subject matter prior to meetings and
makes administrative arrangements as required. Makes all necessary arrangements for staff to attend meetings and trainings,
including scheduling appointments, submitting applications, preparing and submitting travel orders and purchase requests thorough
 appropriate channels for staff. Keeps in touch with staff en route to meetings and resolves problems as appropriate. 
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(Continue on blank sheet)

           

           

,

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)

X  Yes No
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Date (mm-dd-yyyy)

 c.  Other

8.  Office/Section

American Embassy, Abidjan, Côte d'Ivoire
  b.  Second Subdivision

(Formerly OF-298)

(explain)

1.  Post

ABIDJAN

(See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
Completion of two year post-secondary school education in secretarial and/or administrative skills or related field  is required. 

b.  Prior Work Experience
Minimum of three years experience in administration management, secretarial role, human resources or related field  is required.  

c.  Post Entry Training
On the job training as it relates to specific PEPFAR (CDC/USAID) projects on HIV/AIDS and US Embassy administrative
procedures as appropriate.  

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

e.  Job Knowledge
Expert knowledge of office procedures and etiquette. Broad knowledge of host country's political situation to efficiently assist
 staff. Excellent computer skills to include: Microsoft Word, Excel, Power Point and Outlook. 

16.  Position Element

a.  Supervision Received 
Direct supervision from the PEPFAR Coordinator. 

b.  Supervision Exercised
None

c.  Available Guidelines
Foreign Affairs Manual (FAM); Foreign Affairs Handbook (FAH); U.S. embassy rules and regulations and various handbook,
 guidelines for communications, Department of State Regulations in administrative notices and other promulgations. 

d.  Exercise of Judgment
Must exercise sound judgement in all interactions on the telephone, in meetings, with official visitors and U.S. Embassy staff in
carrying out duties as described above. Must use good judgement in making routine decisions in the absence of Deputy Director
for Operations. 

e.  Authority to Make Commitments
None

f.  Nature, Level, and Purpose of Contacts
Daily interaction with PEPFAR Coordinator and the PEPFAR Coordination office staff, PEPFAR technical staff from other USG
agencies, other PEPFAR support staff, visiting technical HQ team members, VIPs, Ministry officials, Mission employees and a
wide range of project collaborators. 

g. Time Expected to Reach Full Performance Level
90 days. 

f.  Skills and Abilities

Ability to effectively communicate orally and in writing. Must possess excellent interpersonal skills and demonstrate cooperative
working relationships with in country and US HQ PEPFAR team and other project related participants. Skill in working
independently and on a team. Must be able to interact effectively with personnel from U.S. Mission and host country ministries ,
project staff, and a wide range of project collaborators.  
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Addendum 1
Manages PEPFAR's Coordination office's files and all correspondence related to management. Ensures proper
documentation of official files and follows up with other PEPFAR staff to ensure timely preparation and accuracy of
reports and correspondence. Follows up with other PEPFAR staff independently when files are incomplete or needs
further documentation. 

Drafts correspondence related to non-technical, administrative matters  (ie; briefs, letters and memos) , after receiving
general instructions on subject matter from team members and/or PEPFAR Coordinator. 
Creates, composes and edits official correspondences and documents under the guidance of PEPFAR team. Reviews
and controls  correspondences (incoming and outgoing) and dispatches correspondences addressed to the staff
members for action and follow up. Provides for translation of some correspondence from English to French (and vice
versa) and oversees translation of official letters and some technical programmatic documents. 

Serves as liaison to PEPFAR staff  members and external partners. 

Assists in solving administrative problems and provides administrative and management assistance as needed to
other administrative staff. Works closely with PEPFAR staff  members on tracking, coordinating and management of
project activities. 

Trains new and current team members on administrative policies and procedures related to PEPFAR administrative
actions (i.e. completion of procurement and contract requests, Scopes of Work, travel requests etc) Updates team
members on changes of procedures/policies as needed.

Orders and maintains office supplies for PEPFAR Coordinator and other team members . Determines supply levels
and submits orders through established channels. 

Based on subject matter of meetings and trainings, notifies and coordinates the scheduling of participants, assembles
background information for staff with minimal direction. Attends meetings and follows up with participants on action
items, and reports  on meeting procedures. Attends branch team meetings noting commitments made and follows up
with staff on implementation of such commitments. Drafts, transcribes and distributes meeting notes for staff
members.  

Coordinates with Operations team in making arrangements for incoming staff and TDY office set up. Coordinates with
travel assistant, motor pool and embassy PEPFAR Office for TDY travel logistics (hotel, expeditor/motor pool and
embassy access requests) .  




