INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION

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

1. POST

USAID West Africa (Cote d’lvoire)

2. AGENCY

USAID

3a. POSITION NO.
AID-NPC-028

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

I:' Yes |Z| No

AFTER THE “YES” BLOCK.

4. REASON FOR SUBMISSION
I:' a. Reclassification of duties: This position replaces

Position No.
) (Title) (Series) (Grade)
|X| b. New Position
I:' c. Other (explain)
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials ey
a. Post Classification Authority
ADMINISTRATIVE ASSISTANT - 105 7 TF 04-10-2014

b. Other

c. Proposed by Initiating Office

6. POST TITLE POSITION (if different from official title)
Administrative Assistant

7. NAME OF EMPLOYEE
Currently VACANT

8. OFFICE/SECTION
USAID Health Office, Cote d’'lvoire

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

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

Typed Name and Signature of Supervisor Date(mm-dd-yy)

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 | 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-yy)

Typed Name and Signature of Human Resources Officer Date(mm-dd-yy)

13. BASIC FUNCTION OF POSITION

The incumbent provides clerical, administrative, secretarial and program support for staff in the Health

Office.

The incumbent must be proficient (3/3) in English writing, dictation, typing, Word, Excel,

PowerPoint, and Access. This is a bilingual position; communication ability in both French and English is




required at the (3/3) level. The incumbent is also required to independently learn, apply, and stay current
on USAID/US Embassy/ICASS requirements and procedures for providing clerical and logistical support
using the appropriate forms and formats. The incumbent must liaise with the West Africa Regional Mission,
the Céte d’lvoire Office of Development Coordinator, and the U.S. Embassy Abidjan administrative support
offices. The incumbent must develop and ensure the use of administrative procedures that support USAID
requirements. He/she will assist with program monitoring, budgeting, tracking budgets and program data.
He/she will be the main liaison with the financial management, contract, and program offices. Current
administrative functions provided within the technical teams will remain, but the incumbent will provide
support to the Director and Deputy of the Health Office and cross-office functional support (i.e. travel,
timesheets, ICASS, GLAAS, etc).

14. MAJOR DUTIES AND RESPONSIBILITIES Administrative Support 60 % OF TIME

Responsible for travel and logistics arrangements for Health Office staff, including appropriate liaison with
supporting offices in the West Africa Regional Mission and US Embassy Cote d’lvoire. Includes
responsibility for health office visitors’ travel logistics and ECC management.

Prepares (with limited input) letters; memos; vouchers; procurement requests (GLAAS Actions); faxes; and
other documents

Puts together and tracks actions such as GLAAS Actions, action memos, and travel vouchers;
Manages deadlines assigned to the health team.

Responsible for office supply procurement, work orders, vehicle requests, organization of meetings, and
logistics requirements for staff as well as visiting officials and contractors.

After reviewing USAID’s Automated Directive Systems guidance, the incumbent shall maintain (by filing in a
timely manner) a logical non-duplicative working and official hard copy, electronic, and to a limited degree
technical document (library) filing system.

Monitor equipment available to the Health Office, including phones, lap top computers, and blackberries.
This position would also be responsible for liaising with the CDC, the Department of State and ODC to
ensure appropriate ordering and management of equipment.

Performs certain regular and miscellaneous administrative tasks, including time sheet management for all
USAID staff.

MAJOR DUTIES AND RESPONSIBILITIES Program Management Support 30 % OF TIME

Prepares, finalizes and circulates for approval the full range of project implementation documents,
including: action memos, statements of work, Mission Assistance and Acquisition Request Documents
(GLAAS Actions), independent government cost estimates and other required documents/reports as
directed by the USDH Health Team Leader and/or CORs;

Assists with administration and monitoring of shipments and orders of essential commodities for the
PEPFAR program and other health programs as assigned.

Tracks documents from Implementing Partners such as proposals, annual work plans, quarterly and annual
reports, as well as USAID internal documents.

Supports the health team and CORs to monitor health activities by collecting relevant data.
In collaboration with the technical teams (as requested), researches regional sources to collect relevant
data, studies or reports (regional donor databases and information banks); summarizes findings and drafts

relevant documents, which consolidate all the information obtained.

Collects, collates, prepares and presents, in report or memo form with spreadsheets and charts, relevant
data, as needed for meetings. Takes minutes at meetings as assigned.

In collaboration with the DOC, maintains programmatic success stories.

Assists with the development of required reports for internal USAID purposes (e.g. operational plan,
briefers, taskers, talking points).




Develops familiarity with and maintains skills at using current USG and USAID Systems, such as FACTS
Info (PEPFAR data entry), and entry of PMP requirements; ensuring population and health data are entered
correctly.

Assists in organizing program information, reporting data, and success stories from implementing partners.

MAJOR DUTIES AND RESPONSIBILITIES Other work as delegated by the Office Director 10 % OF TIME

This will include responsibilities related to Country Operational Plan (COP) preparation and coordination.

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

Education: A Bachelor's Degree in public health, sociology/social sciences, business studies, international
development, or other health-related field.

Prior Work Experience: At least three years of progressively responsible experience in the clerical and
administrative support to medium or large-scale enterprises or international agencies, with demonstrated
expertise in managing information and administrative support to multiple staff members. At least two years
of this experience should be with working with international organizations, host government, other donors or
Non-Governmental Organizations is desirable; as well as demonstrated experience in performing tasks
comparable to this scope of work.

Post Entry Training: Extensive on-the-job training on USAID specific policies and procedures will be
provided through reading relevant documents and short rotations to other offices as needed (e.g.
Controller's Office, Program Office). Formal training such as records management training, PFA and
AOR/COR will be provided as available.

Language Proficiency: (List both English and host country language(s) proficiency requirements by level
and specialization) proficiency in French (3/3) and proficiency in English (3/3) (oral, reading and written is
required).

Job Knowledge: Good knowledge of the concepts, principles and practices employed in development
programs is required. Knowledge of US Government's health policies and strategies is desirable.
Knowledge of West and Central African institutions as well as familiarity and sensitivity to socio-cultural
factors affecting development in the region is desired.

Skills and Abilities: The incumbent must be able to collect and use relevant health data in preparing precise
and accurate reports. The incumbent must also be able to draft correspondence pertaining to health
activities. High level of proficiency in word processing and Excel is required; knowledge of MS Power-point
is required. Must have tact and excellent interpersonal skills.

16. POSITION ELEMENTS

Supervision Received: The incumbent is supervised by the USDH Health Office Deputy Director.
Assignments are made via jointly agreed upon work objectives and plans, and will be updated as the
situation requires. The incumbent works independently with minimal guidance from the supervisor,
prioritizing all work and setting or meeting deadlines as applicable.

Supervision Exercised: No supervision responsibilities are assigned to this position.

Available Guidelines: The incumbent is provided with programmatic guidance on overall objectives,
priorities and deadlines ; relevant operational guidance from AFR/SD and USAID/West Africa,;
PEPFAR and USAID regulations and policies. The incumbent must interpret the guidance for
application to specific situations.

Exercise of Judgment: The incumbent must be able to exercise independent judgment in prioritizing
and carrying out assigned tasks.

Authority to Make Commitments: The employee will have no independent authority to make resource
commitments on behalf of the US Government, USAID or the Mission’s Health Office.

Nature, Level, and Purpose of Contacts: Works with Mission’s technical staff, Program Office, USG
Officials, implementing partners and regional counterparts and local stake holders to convey
information relevant to the health portfolio

Time Expected to Reach Full Performance Level: Six months
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