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

Signature of Supervisor

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. 

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

(mm-dd-yyyy)
DateInitialsGrade

Translator/Interpreter 9

Position Title and Series Code

Date (mm-dd-yyyy)

2.  Agency

DOS

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

Translator/Interpreter

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

  c.  Third Subdivision

Signature of Employee Date (mm-dd-yyyy)

Signature of Section Chief or Agency Head

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)          Signature of Admin or Human Resources Officer

The incumbent is a French and English translator/interpreter funded by ICASS in order to provide these services to ICASS serviced
agencies in a wide variety of subject matter.

100

(Continue on blank sheet)

           New ICASS 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)

Yes No
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Date (mm-dd-yyyy)

c.  Other

8.  Office/Section

Management

  b.  Second Subdivision

(Formerly OF-298)

(explain)

1.  Post
American Embassy Abidjan

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

Printed Name of Employee Printed Name of Supervisor

Drafting and translating/Interpreting: Serves as the Management French and English  language translator for written material
channeled through the Executive Office for all sections and agencies in the Embassy, including translations of
correspondence,speeches,press releases, and materials addressed to the Government of Cote d'Ivoire. Provides professional
interpretation services in French  into English and vice versa. Monitors french press for articles of interest on Morocco or Magreb
affairs. Assists the Management Assistant in marketing appointments with appropriate GOCI officials and 3rd country diplomats.

The incumbent is a French and English translator/interpreter  funded by ICASS in order to provide these services to ICASS serviced
agencies in a wide variety of subject matter.  He/she will provide written translations of documents provided in either of the two(See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
University degree (i.e. BA) in interpretation or translation from an accredited institution  is required.

b.  Prior Work Experience

c.  Post Entry Training
Etnics,U.S.Protocol ,and department of State basic computer training.

d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read). 
Level 5 fluency in English and French is required

e.  Job Knowledge
Some knowledge of diplomatic protocol and usage ; familiarity with diplomatic and consular terminology as well as technical
vocabulary in military affairs,legal issues required.

16.  Position Element

a.  Supervision Received 
Receives supervision from managment offcer.The employee must work independently and consult with the supervisor only
when unusual problems and sensitive matter arise. 

b.  Supervision Exercised
None.

c.  Available Guidelines
Department of state guidance on social usage and protocol ;past correspondance and records ,including direcories and invitation
lists.technical,scientific dictionaries.

d.  Exercise of Judgment

must exercise sound judgment in the performance of assigned duties and know when to consult with or alert the supervisor to
potential problems.

e.  Authority to Make Commitments
The incumbent is not authorized to commitments objectives.

f.  Nature, Level, and Purpose of Contacts

Contact with Embassy employees and interlocutions sector. 

g. Time Expected to Reach Full Performance Level

One year.

f.  Skills and Abilities

User-level word processing ,email,and inetrnet skills required.Must able to provide strict idiomatic translations, ability to work
under short deadlines required.
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Five (5) years experience in translation and interpretation from  English into French and vice versa required. Ability to use the
computer and prepare correspondence in a final form.


