U.S. Department of State
INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

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

1. POST
Vienna

2. AGENCY

Department of State

3a. POSITION NO.
A67006

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

AFTERTHE "YES'BLOCK. [_| Yes [] No

4. REASON FOR SUBMISSION

|:| a. Redescription of duties: This position replaces:

Position No. , (Title) (Series) (Grade)
I:l b. New Position
c. Other (explain) Full time LES/USEFM position
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials (mmlzﬁfyyy)
a. Post Classification Authority
Admin Clerk/Asst. FSN-0105 ¥SN-5/FP-9 | RW 2/1/2013

b. Other

c. Proposed by Initiating Office

6. POST TITLE POSITION (if different from official title)
Program & Acquisition Assistant

7. NAME OF EMPLOYEE

8. OFFICE/SECTION
Office of American Spaces - Vienna (IIP/PL/AS)

a. First Subdivision

b. Second Subdivision

c. Third Subdivision

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

10. This is g@€omplete and accur escription of the duties and
respon;@ities of this positigh.

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

Typed Name and Signature of Supervisor 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.

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

X

Typed Name Signature of Section Chief of Agency Head Date (mm-dd-yyyy)

Typ&d Name‘and Signature of Admin or Human Rresources Officer Date (mn"~dd-yyyy)
7

13. BASIC FUNCTION OF POSITION

* Incumbent will handle a variety of administrative duties to incllude offite management, acquisition support, and
coordination of special projects. Program assistant acts as a project assistant to provide administrative and
logistic support to the Lead Project Manager. Acquisition support serves as backup and assistant to Acquisition

Specialist as delegated by Lead Project Manager.

Incumbent works as a member of a team in accomplishing office priorities.
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14. MAJOR DUTIES AND RESPOSIBILITIES % OF TIME
Acquisition Support: 50%

-Prepares payment of invoices for with guidance and support from Acquisition Specialist.

-Prepares documentation and government order forms on program goods and services, including but not
limited to print resources and electronic resources

-Creates comprehensive book collections in Excel format and uploads into eShop database.

-Provides ad hoc procurement-assistance during periods of exceptional workload, e.g., special, time-
sensitive projects and year-end surges in requests for procurement services.

Special Project: 40%

-Responsible for preparing and sending monthly newsletters using Mailchimp.
-Manages eShop account and maintains up-to-date records for both eShop and Mailchimp news group.
-Serves as LiveChat online operator for customers contacting Vienna office with questions about eShop.

-Provides on-site support to training at the Vienna Amerika Haus training facilities for IRC/IRO type
trainings to include the preperation of training materials and welcome kits.

-Serves as backup to Project Assistant with updating American Spaces Facebook Group and web site.
Administrative Support: 10%

Provides general administrative office support (online ordering), such as filing, scanning, photocopying.
(continue on blank sheet)

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education:
Formal education and.or experience in acqusition and/or project management/assistant, and/or Microsoft office
courses is desired. High School Dimploma required.

b. Prior Work Experience:
At least two years of administrative work experience which involves substantive interaction with public and client
base. At least one year of on-the-job experience in client-centered administrative work with the USG.

c. Post Entry Training:
Employee will be given hands-on training for acquistion assistance and procedures and should the need arise and
funding permit more formal training may be granted.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (11, lll) and spezialization (sp/read)
Level IV fluency in written and spoken English is required. Upper elementary German is desired.

e. Job Knowledges:
Within six months, must understand basic DoS administrative operations and procedures, particularly as they
pertain to overseas posts. S/he should understand the role and job functions of lIP's Office of American Spaces
and it's program support, specifically, eShop.state.gov, eLibraryUSA .state.gov and other web sites such as
americanspaces.state.gov, and how Embassy sections operate more specifically Public Affairs.

f.  Skills and Abilities:
Must have good keyboard and computer skills, proficient in MS office, as well as organization skills and process
orientated. Must have the ability to adapt and work with existing databases. Must have the ability to render advice
clearly and objectively. Must have highly developed organizational skills and be able to carry out priority
assignments often managing several at the same time. Must be able to anticipate potential problems before the
occur and resolve them. Requires good inter-personal skills to deal effectively with a diverse range of
people/customers.

16. POSITION ELEMENTS
a. Supervision Received:
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Works under the supervision of IIP/PL/AS - Vienna Lead Project Manager. Incumbent will undertake project
assignments with considerable latitude in determining needs and priorities. Supervision is limited to policy,
priorities, and resolution of unusual and complex problems for which there is no clear precedent.

b.  Supervision Exercised:
N/A

c. Available Guidelines:
Policy and priorities established by Lead Project Manager, DoS guidelines and regulations; training priorities
establish by regional bureaus and posts; published materials (both USG and commercial) outlining training
courses, resources and instructors.

d. Exercise of Judgment:
Exercising sound judgment on a regular basis is one of the most important elements of this position. Well
considered, astute judgment must be applied to almost every aspect of the position’s responsibilities. The
prioritization of tasks, coordination of objectives, management of time, identification of resource requirements, and
the ability to adapt to last-minute changes are critical to effective performance. A customer-service orientation is
essential.

e. Authority to Make Commitments:
Once policy decision have been made by IIP/PL/AS Vienna Management and resource allocations have been
properly approved, the incumbent makes commitments required to conduct approved training programs, such as
coordinating assigned training workshops/seminars, preparing and ordering training material, supplies, equipment
rental, etc.

f.  Nature, Level, and Purpose of Contacts:
Establishes and maintains contacts with a wide range of persons within and outside of the USG. Contacts are
developed for but not limited to the following purposes: to cross-pollenate existing services with key target
audience using social media outreach such as Facebook but not limited to; when needed support local training
programs and work with participants on accomodations and other needs. Contacts include but are not limited to
the following persons; Washington officials and American Spaces staff for constituent posts, State department staff
at all levels; outside contractors/consultants/contacts such as hotels.

g. Time Required to Reach Full Performance Level:
Six months.
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