INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

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

2. AGENCY
CDC

1. POST
Gaborone

3a. POSITION NO.
CDC-23

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

I:' Yes I:' No

AFTER THE “YES” BLOCK.

4. REASON FOR SUBMISSION
a. Redescription of duties: This position replaces

Position No.
' (Title) (Series) (Grade)

I:' b. New Position

X . other (explainy  New Incumbent
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials (mm%?jt—?/yyy)
a. Post Classification Authority CompUter Technician FSN-1815 07

HRO
b. Other

c. Proposed by Initiating Office

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

7. NAME OF EMPLOYEE

8. OFFICE/SECTION
u.s Centers for Disease Control and Prevention

a. First Subdivision

b. Second Subdivision

Global AIDS Program

c. Third Subdivision

9. This is acomplete 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 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 appropriate 3 FAH-2 standards.

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

Typed Name and Signature of Admin or Human Resources
Officer

Date(mm-dd-yyyy)

13. BASIC FUNCTION OF POSITION

The Computer Technician under the direct ion of the IT Manager will provide technical support for hardware, software, network, and
telecommunications systems at BOTUSA. The incumbent who fully meets the job requirement, will perform routine duties such as planning
and delivering IT support services, which may include installation, configuration, and troubleshooting hardware and software; providing
customer assistance by diagnosing and resolving IT problems; and identifying, obtaining, and providing IT training. Trainees requiring more

supervision may be hired to this position.




14. MAJOR DUTIES AND RESPONSIBILITIES 100 % OF TIME
>Hardware/Software Support (40%)- Incumbent performs routine duties such as, installing, configuring, troubleshooting, and
maintaining customers hardware and software; assisting customers in resolving workstation problems and installing
applications controlling current versions and future releases and applications; ensuring optimal use of commercially available
products; and identifying, evaluating, and recommending purchase of new equipment/systems.

>E-mail/Internet Support (35%) — Maintain and support the electronic mail system with guidance from the IT Manager.
Configure, troubleshooting, and support Web mail and Internet access on all computers and ensure communication link
functionality.

>Network Support (10%)- Assist with maintaining and supporting Local Area Networks (LANs) with guidance from the IT
Manager and LAN Administrators.

>Remote Support (15%)- Provide all of the above technical support remote sites. Other duties as assigned.

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education: Diploma or local equivalent in the field of computer sciences or related discipline with demonstrated good
working knowledge of computer systems that is equivalent to knowledge obtained from A+ certification. The following
certifications are required: CompTIA A+, N+; MCDST (Microsoft Certified Desktop Support Technician)

b. Prior Work Experience:
Two years performing progressively more responsible work of a technical nature, at least one year must have been
providing computer operation and end user support. Experience working with a USG agency at least one year is
desirable.

c. Post Entry Training: Orientation to BOTUSA Project/CDC IT goals and incumbent’s role in supporting information and
communication technology (ICT) for BOTUSA projects. Technical training such as A+ and N+ will be provided, as well as
training necessary to stay current with the latest technology.

d. Language Proficiency: List both English and host country language(s) by level and specialization:
Must be fluent (Level V) in English. Ability to read technical manuals in English. Setswana ability desirable

e. Job Knowledges:
Good working knowledge of Windows 9X, NT, 2000, XP, W2K Servers and workstations and MS Exchange. Experience
with the following software packages is highly desirable: MS Office Suite, EPI 6 and Info for Windows

f.  Skills and Abilities:
Good technical skills to troubleshoot, diagnose, and resolve hardware, software, and network problems. Ability to
maximize the capabilities of existing computer resources. Knowledge and skills to improve desktop performance, develop
and maintain good customer relations and train users in basic Window and e-mail use. Ability to learn new information
technology is essential. Good communication skills with levels of management and staff both internally and externally.
Must be able to articulate needs and problems to supervisor, resource personnel at CDC, and consultants. Must be self-
motivated and able to work with minimal supervision.

16. POSITION ELEMENTS

a. Supervision Received:
Works under direct supervision of the IT Manager. May receive guidance from LAN Administrators.

b.  Supervision Exercised:
None

c. Available Guidelines:
U.S. Government regulations on non-routine and technical matters. Guidance regarding Property Management.
Regulations is received from BOTUSA Management. Existing guidelines and software/hardware manuals.




Exercise of Judgment:
Responsible for making independent decision within existing guidelines regarding end user support and providing
input on decisions related to hardware and software selection.

Authority to Make Commitments:
Limited to technical areas in the provision of end user support.

Nature, Level and Purpose of Contacts:
Consult with BOTUSA staff, external users and business entities related to IT issues. Purpose of contacts is to
obtain information, investigate, resolve problems, and coordinate IT issues within BOTUSA

Time Expected to Reach Full Performance Level:
1 year
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