
 

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION 
 

 
Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2) 
1. POST 2. AGENCY 3a. POSITION NO. 

   Gaborone State    C52624 
 

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED    
     AFTER THE “YES” BLOCK.        Yes        No 
 
 

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

 Position No.        
, 

       
(Title) 

      
(Series) 

     
 

 
(Grade) 

      b. New Position 
 

    X   c. Other (explain) New Incumbent 
 

5. CLASSIFICATION ACTION 

 

Position Title and Series Code 
 

Grade 
 

Initials 
Date 

(mm-dd-yyyy) 
 

a. Post Classification Authority 
   HRO 

Janitor Supervisor, FSN-1305 2 GAM 03/22/2004 

 

b. Other 
         

                        

 

c. Proposed by Initiating Office 
         

                        

 
6. POST TITLE POSITION (if different from official title) 
Janitor Supervisor 

 
7. NAME OF EMPLOYEE 
 

 

8. OFFICE/SECTION 
    Administrative 

 

a. First Subdivision 
    General Services Office 

 

b. Second Subdivision 
    Facilities Maintenance Office 

 

c. Third Subdivision 
          

  

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

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

 
 
 

          

 
 
 

           

 
 
 

          

 
 
 

          
 

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. 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. 

 
 

          

 
 

           

 
 
 

           

 
 
 

          
 

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 
Serves as Janitor Supervisor for 5 subordinate janitorial staff members that are responsible for cleaning official premises.  Works under the 
direct supervision of the Facilities Maintenance Supervisor within the Facility Management Section. 
 
 
14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                         100   % OF TIME 
Performs, and oversees the performance of a full range of janitorial duties at the Chancery compound.  These include, but are 
not limited to; cleaning restrooms, sweeping, mopping, scrubbing, and waxing floors, disinfecting and deodorizing lavatories, 



commodes, and other restroom fixtures, dusting, waxing, and polishing office furniture, and emptying waste baskets and 
ashtrays, sweeping outside walks and adjacent areas to all buildings.  Cleaning duties are also performed at the recreational 
center, the Health Unit, the fitness center, and other areas as instructed.  Residential housing make-ready cleaning is also 
required whenever applicable.  Job holder will have access to the Chancery as well as other Embassy facilities, therefore 
dependability and trustworthiness are essential. 
 
 
15.   QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE 
 
a. Education: Completion of junior secondary school.  
 
b. Prior Work Experience: One year prior janitorial supervisory experience. 
 
c. Post Entry Training: On the job training 
     
 
d. Language Proficiency:  List both English and host country language(s) by level and specialization: 
       Level II English ability (limited knowledge of written and spoken) is required. 
 
 
e. Job Knowledge: Must be familiar with basic cleaning techniques, cleaning products, and building layouts 
 
f. Skills and Abilities: Must be able to properly use cleaning equipment (i.e., brooms, mops, vacuums etc.) and cleaning 

solutions and is required to have a valid local driver’s license 
 
 
16. POSITION ELEMENTS 
 
a. Supervision Received: Works under the direct supervision the Facility Maintenance Supervisor. 
 
b. Supervision Exercised:  Directly supervises four janitors. 
 
c. Available Guidelines: Oral instructions and written schedules  
 
d. Exercise of Judgment:  Must exercise some limited judgment in selecting appropriate cleaning tools and materials and 

in identifying abnormal conditions to report.  Also must ensure that the appropriate amount of resources are used to 
successfully complete tasks per schedule. Job holder will have access to the Chancery as well as other Embassy 
facilities, therefore dependability and trustworthiness are essential. 

 
e. Authority to Make Commitments: 
          None 
 
f. Nature, Level and Purpose of Contacts:  Limited contact with American and FSN employees of the US Mission 
 
g. Time Expected to Reach Full Performance Level: Four months 
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