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Administrative Management Assistant, FSN-105 9 JK 07-07-2015

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

CDC

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

Operations  Manager

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 PositionX

5.  Classification Action

  a.  Post Classification Authority

  b.  Other

  c.  Proposed by Initiating Office

7.  Name of Employee

  a.  First Subdivision

CDC
  c.  Third Subdivision

Management and Operations
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

Under the direction of the Deputy Director, the Operations Manager reviews and manages all procurement and contractual aspects of
projects related to procurement of diverse services. The incumbent will be responsible for Procurement, Facilities Management,
Security and Motorpool and provide direct guidance to six (6) LE Staff (motor pool supervisor, facilities management supervisor,
two procurement agents, custom/shipping assistant and Supply Systems Management agent). 

The incumbent will identify and manage scheduling, tracking and other procedural process breakdowns and make recommendations
for improvement for a smoother, more efficient Operations and Logistical support for the CDC program.
Management               30%
Incumbent will review documents submitted by all branches concerning supplies, property, motor pool, procurement, facilities and
resolve discrepancies with appropriate staff member and assure that all documentations are clear and within the prescribed regulatory
guidelines prior to submitting to Deputy Country Director for final review and signature. The incumbent will work closely with the
Deputy Country Director (DD) on developing administrative policies for CDCs management and operations section as well as the
entire CDC Program in order to identify and resolve any inefficient, costly and poorly enforced practices.
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(Continue on blank sheet)

           OPERATIONS MANAGER

           Previous USAID Contractor Position

,

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
05-2006
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Date (mm-dd-yyyy)

X c.  Other

8.  Office/Section

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

PEPFAR

(Formerly OF-298)

(explain)

1.  Post

ABIDJAN

(See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
Bachelor degree or other equivalent advanced degree in business administration, logistics and related field  is required

b.  Prior Work Experience
The incumbent must possess at least five years of progressively responsible work managing clerical, logistics, administrative or
accounting functions with at least two of those years working in an international public health or international development
program. The incumbent should be knowledgable about US Federal Appropriations Law and must be adept at the technical
aspects of managing and working with US government (USG) internal control practices.

c.  Post Entry Training
USG Procurement regulations, ICASS, Property Management

d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read). 
Good working knowledge of English and French, both written and spoken at Level III
Incumbent must be able to understand and communicate with senior-level officials in the US government program as well as in
the host country government in both English and French to assure mutual understanding of administrative and management
procedures and terminology

e.  Job Knowledge
The position requires considerable knowledge of the modern principles and practices of organization, administration and
management. Incumbent must be familiar with host country local laws and practices related to procurement and contract activities
under USG laws. Special knowledge on Taxation and duty free purchases are vital to this position. 

16.  Position Element

a.  Supervision Received 
The incumbent will be directly supervised by the CDC Deputy Country Director. The incumbent will work independently with
minimal daily supervision. The incumbent is expected to resolve most problems and execute assignments with supervision limited
primarily to review of end product results. Occasional specific guidance and written instructions provided by supervisor

b.  Supervision Exercised

Incumbent directly supervises six (6) and indirectly supervises 20 to 21 CDC CI program staff of diverse backgrounds, skill sets,
and varied responsibilities throughout the program.

c.  Available Guidelines
PEPFAR and CDC specific oral and written procedures and policies. Mission standard operating procedure policies. US
Department of State and  Department of Health and Human Services guidelines on federal acquisition and logistics regulations
must be reviewed and understood by the incumbent.

d.  Exercise of Judgment

The incumbent will be expected to display significant initiative and exercise dependable judgment in the performance of regular
duties; must be able to resolve problems that may arise by using proven or developing novel approaches.  Must decide on priority
scheduling of work. 

e.  Authority to Make Commitments

May recommend source but not make any commitment.

f.  Nature, Level, and Purpose of Contacts
Contacts with local and overseas contractors and vendors.
Daily contact with all American and LE staff.

g. Time Expected to Reach Full Performance Level
Three months.

f.  Skills and Abilities

Must demonstrate interpersonal skills and ability to work in a multi-cultural, multi-ethnic and multi-lingual environment with
sensitivity and respect for diversity; must have good computer skills including skills to successfully use Microsoft Office
products.
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Addendum 1

Supervision                  25%
Incumbent directly supervises six (6) and indirectly supervises 21 CDC CI program staff of diverse backgrounds, skill
sets, and varied responsibilities. Assists Operations team members in  developing weekly, monthly and annual work
plans in order to provide forward planning and reduce number of urgencies.

Procurement Support: 15%
The incumbent works in conjunction with the PEPFAR CDC office and Embassy procurement officers to review
procurement requests; determine the type of action needed; ensure that procurement documents are prepared in
accordance with USG Federal Acquisition Regulations (FAR); review with the Procurement Officer all bid requests and
quotes received from vendors for local procurement actions; assist in making purchase decisions and negotiations
using factors such as cost, bidders capability and reputation, and other relevant factors.

Shipment Support:     15%
The incumbent directly or through subordinate staff, will liaise with U.S. Embassy Abidjan Shipping Office personnel to
facilitate incoming and outgoing shipment and customs clearance for allowable personal property of U.S. direct-hire
PEPFAR CDC personnel, PEPFAR CDC and project funded property. The incumbent is also responsible for resolving
complex and sensitive shipment and/or customs clearance problems that may arise.

Personnel Management  10%
The incumbent will make recommendations to the DD for LES awards to Operations Branch staff and provide input
into the preparation of necessary document submittals to Embassy HR. He/she will make recommendations to the
Deputy Director on staffing budget, training and other Human Resource needs that will contribute to smooth running of
the CDC CI Operations.

Participate in regular administrative meetings as they pertain to Operational issues.

Other                                5%
The incumbent executes miscellaneous administrative duties as may be assigned by the DD or other senior level designee.


