
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 2. AGENCY 3a. POSITION NO. 

Bogota Department of State 311001 A52612 

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. Reclassification of duties:  This position replaces 

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

 b. New Position:   
 

 c. Other (explain)   

5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials Date 
(mm-dd-yy) 

a. Post Classification Authority 
WHA/EX/FRC 

Maintenance Inspector, 1205 FSN-8   

b. Other     

c. Proposed by Initiating Office     

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

   Real Property Safety Inspector 
7. Name of Employee 

 

8. Office/Section 

Management Office (MGT) 
a. First Subdivision 

Facility Management Office (FAC) 

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

  

Printed Name of Employee Printed Name of Supervisor 

    

Signature of Employee Date (mm-dd-yyyy) 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 the 
position and I certify that it has been classified in accordance 
with appropriate 3 FAH-2 standards. 

  
Printed Name of Chief or Agency Head Printed Name of Admin or Human Resources Officer 

    

Signature of Chief or Agency Head Date (mm-dd-yyyy) Signature of Admin or Human Resources Officer Date (mm-dd-yyyy) 

 
13. Basic Function Of Position 
 
Provides professional services inspecting U.S. Government-held real property, their systems and equipment to determine 
nature and extent of safety requirements to comply with the Safety, Health and Environmental Management (SHEM) and Fire 
Protection Division (FIR) programs at post as required by 15 FAM 900 and 15 FAM 800. Real property includes but is not 
limited to, offices, garages, warehouses, residences, schools, and recreational facilities. Incumbent may travel to other cities 
for short periods of time in the execution of duties and will be assigned an emergency duty cell phone on a rotating basis; 
position holder has incidental driving duties. Employee is supervised by the Facility Management Office (FAC) real property 
inspections’ supervisor position and supervises three handymen positions.   

 
 



14. Major Duties And Responsibilities                                                                                                          % OF TIME 
 

Management of Safety-Related Projects:                                                                                                                           35% 
Coordinates and oversees safety-related projects as directed by the POSHO for risks associated with mechanical, gas and 
electrical systems and equipment, fall protection, drowning, entrapment, carbon monoxide poisoning, fire, natural disasters 
among many other hazards;  determines progress according to specifications and follows up on timeliness.    
Uses equipment and tools such as gas and carbon monoxide testers, circuit finders and analyzers, glass testers, thermographic 
cameras, etc. 
Position holder supervises three handymen positions assigning daily duties to support safety requirements in residential units; 
writes interim and yearly evaluation performance report as well as work plans; approves leave requests and provides full 
support for their performance of duties. 

 
Inspections                                                                                                                                                                                  30% 
Performs required safety, health and fire inspections of all US Government-held real property in Colombia including but not 
limited to, offices, garages, warehouses, residences, schools, and recreational facilities for conditions that pose an imminent 
threat to occupants and structure; in accordance with 15 FAM requirements, incumbent will identify hazards in proposed and 
selected properties to eliminate the possibility of dangerous conditions that could cause serious injuries or 
fatalities. Incumbent assists documenting that the Post Occupational Safety and Health officer (POSHO) has inspected 
properties under consideration for purchase or lease by the U. S. Government for safety, health, natural and environmental 
hazards, and that those hazards have been effectively controlled or eliminated before occupancy.  
 
After occupancy investigates safety hazards reported by occupants and discusses the situation with the POSHO to agree upon 
an effective strategy for corrective action and provide hazards abatement.  
 
Position holder has incidental driving duties. 
        

Documentation                                                                                                                                                                 30%                                                                    
Prepares statistics, discrepancy reports and drafts correspondence in English and/or Spanish detailing unsatisfactory 
conditions, substandard work and non-compliance. Documents and maintains records in each property’s file of the POSHO 
certification based on 15FAM 252.5 and prepares summary reports for each property to recommend renewal or termination of 
contract based on safety hazards.  
           

Miscellaneous Duties                                                                                                                                                                   5% 
Incumbent may travel to other cities for short periods of time in the execution of duties and will be assigned an emergency 
duty cell phone on a rotating basis; position holder acts as backup of the FAC real property inspections supervisor during leave 
absences. 
 
Performs other duties as assigned to support the Facility Management Office                                         

 
This position description in no way states or implies that these are the only duties to be performed by incumbent. Incumbent 
will be required to perform other duties as assigned by the agency. 

 

15. Qualifications Required For Effective Performance 
 

a.     Education  
University degree in electrical, civil or mechanical engineering is required. 
  

b. Prior Work Experience 
Minimum two years’ experience in the industrial maintenance trades, or construction fields related with occupancy of 
residential housing.  
 

c.     Post Entry Training 
 Safety, Health, and Environmental Management (SHEM),  
 Overseas Building Operations (OBO) Fire Departments’ Programs,  
 POSHO Assistant Seminar.  
 Smith system safe driving training.  
 PA296 - How to be a Contracting Office Representative. 
 EX251 - Annual Counterintelligence and Insider Threat Awareness.  
 



d.     Language Proficiency 
English language level 3 (good working knowledge) is required. Spanish language level 4 (fluent) is required.  
 

e.     Knowledge 

 Must have intermediate knowledge of international and local safety practices and standards on the construction 
and/or residential maintenance field including familiarity with the RETIE code (local electrical code) and other safety 
directives that apply.   

 Must have basic knowledge of various tools and equipment related to maintenance inspections. 
 

f.     Skills and Abilities 

 Must possess supervisory skills. 

 Must possess excellent written and oral skills in order to present reports in the performance of duties.  

 Ability to coordinate, prioritize and oversee multiple projects is required.  

 Must be tactful but firm while conducting safety assessments, reporting deficiencies and implementing Post programs. 

 Ability to be flexible, resourceful, service-oriented, self-motivated and require minimum supervision is required.   

 Basic ability to interpret building plans.  

 Basic level keyboard and computer skills to include database management, spreadsheets and imaging Software are 
required.  

 Must be able to travel to various locations in country for short periods of time conducting safety inspections and 
projects.  

 Must be able to attend emergencies after-hours on a rotating basis.  

 Incumbent must have a valid local drivers’ license (Category B1) to operate private automobiles, Sports Utility Vehicles 
(SUV) and pick-up trucks, and have good ability to drive Government-Owned vehicles.  

 
16. Position Elements 

 
a.     Supervision Received 

Direct from the FAC Real Property Inspections’ Supervisor (Position # A52611). 
  

b.     Available Guidelines 
15 FAM 900 for Safety, Health and Environmental Management, 15 FAM 800 for Fire Protection, 15 FAM 252.5, 15 FAM 
432, 15 FAM 840, 15 FAM 950 for the requirements of US government-held properties, and 14 FAM 400 for real property 
acquisition abroad. Any post and country specific materials regarding local and on the job safety regulations and laws.  

 
c.     Exercise of Judgment 

As needed in order to effectively control or eliminate safety hazards before or during occupancy. 
 
d.     Authority to Make Commitments 

None. 
 

e.     Nature, Level and Purpose of Contacts 
Daily contact with the POSHO and FAC staff on safety-related issues and GSO Leasing Office for inspections’ scheduling. 
Frequent contact with residential units’ occupants when conducting safety inspections. External contractors in the 
performance of duties as well as local private and government health and safety officials. SHEM personnel for safety 
regulations.   
       

f.     Supervision Exercised 
Incumbent supervises three handymen positions. 
 

g.     Time Required to Perform Full Range of Duties after Entry into the Position 
Six months 
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