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OPEN	TO:		 	 All	Interested	Candidates	

POSITION:		 	 INL	Budget	and	Admin	Assistant,	FSN-7,	FP-7	

OPENING	DATE:		 January	13,	2016	

CLOSING	DATE:		 January	27,	2016	

WORK	HOURS:		 Full	Ame;	40	hours/week	

SALARY:	 	 Locally	Employed	Staff:	$15,836	(StarAng	salary:	BR	+	Allowances)	

Due	 to	 budgetary	 considera1ons,	 Post	 cannot	 provide	 Highest	 Previous	 Rate	 above	 Step	 5	 of	 the	
grade	of	the	posi1on.	

NOTE:	 ALL	 ORDINARILY	 RESIDENT	 APPLICANTS	 MUST	 HAVE	 THE	 REQUIRED	 WORK	 AND/OR	
RESIDENCY	PERMITS	TO	BE	ELIGIBLE	FOR	CONSIDERATION.	

The	U.S.	 Embassy	 in	 San	 Salvador	 is	 seeking	 one	 individual	 for	 the	 INL	 Budget	 and	 Admin	 Assistant	
posiAon	in	the	InternaAonal	NarcoAcs	and	Law	Enforcement	office	(INL).	

BASIC	FUNCTION	OF	THE	POSITION	

Incumbent	works	under	the	supervision	and	direcAon	of	the	INL	AcquisiAon	and	Budget	Specialist	and	
is	 responsible	 to	 track,	 centralize	 and	 control	 all	 INL	 received	 invoices,	 as	 well	 as	 the	 tracking	 and	
payment	control	of	all	TPC/PSC	contracts.	Coordinates	and	follow	up	the	payment	of	each	invoice	with	
FMO	San	Salvador,	Mexico	and	Charleston	payment	center	to	assure	the	closing	of	every	obligaAon.	

For	a	complete	descripAon	of	the	posiAon	lisAng	all	duAes	and	responsibiliAes	please	see	the	following	
link:	AdministraAve	Management	Assistant	PD	(PDF	42KB)	
	 	

QUALIFICATIONS	REQUIRED	
NOTE:	 Applicants	 must	 address	 each	 required	 qualificaAon	 listed	 below	 with	 specific	 and	
comprehensive	informaAon	supporAng	each	item.	Failure	to	do	so	may	result	 in	a	determinaAon	that	
the	applicant	is	not	qualified.	

No.	16-01
INL	Budget	and	Admin	Assistant	

PosiKon	Vacancy

Date:	
01/13/2016
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http://photos.state.gov/libraries/elsavador/92891/2016/16-01_Admin_Mgmt_Assistant_Addendum.pdf


1. EDUCATION:	 University	 degree	 in	 AccounAng,	 Finance	 or	 Business	 AdministraAon	 is	
required.	

2.	 	EXPERIENCE:	 	A	minimum	of	3	years	of	employment	experience	 in	budgeAng,	vouchering,	
financial,	or	administraAve	office	work.	
	 	

3.		LANGUAGE:			
English:			Level	III	(Good	working	knowledge)	Speaking/Reading	is	required.	
Spanish:		Level	IV	(Fluent	Knowledge)	Speaking/Reading	is	required.	

	 (Applicants	will	be	tested	at	the	level	of	language	proficiency	required	in	order	to	be	eligible	to	
move	on	to	the	interview	stage)	These	are	not	FSI	levels.	(This	will	be	tested).	

4.	 KNOWLEDGE:	Must	 have	 knowledge	 of	 accounAng	 principles	 and	 familiarity	 of	 financial	
concepts	and	other	admin/accounAng	procedures.	

5.	SKILLS	AND	ABILITIES:	Must	possess	advanced	knowledge	of	financial	Excel	spreadsheets	and	
be	familiar	with	computer	equipment	and	Microsof	Office	system,	or	travel	sofware,	financial/
accounAng	 sofware,	 or	 procurement	 systems.	 	 Incumbent	must	 possess	 excellent	 customer	
services	 skills	 and	 a	 valid	 driver’s	 license	 and	pass	 required	medical	 clearances	needed	as	 an	
incidental	driver	of	government	owned	vehicles.	

SELECTION	PROCESS	

When	 qualified,	 applicants	who	 are	U.S.	 CiAzen	 Eligible	 Family	Members	 (USEFMs)	 and/or	 preference-eligible	
U.S.	Veterans	are	given	a	preference	 in	hiring.	Therefore,	 it	 is	essenAal	 that	 these	applicants	make	themselves	
known	 as	 having	 a	 hiring	 preference	 and	 specifically	 address	 the	 required	 qualificaAons	 above	 in	 their	
applicaAon.	

HIRING	PREFERENCE	ORDER:	
(1)	USEFM	who	is	ALSO	a	preference-eligible	U.S.	Veteran	
(2)	USEFM	OR	a	preference-eligible	U.S.	Veteran	
(3)	FS	on	LWOP	
	 DITIONAL	
ADDITIONAL	SELECTION	CRITERIA:	

1.	 Management	 may	 consider	 the	 following	 when	 determining	 successful	 candidacy:	 nepoAsm,	 conflicts	 of	
interest,	budget,	and	residency	status.	

2.	Current	OR	employees	serving	a	probaAonary	period	are	not	eligible	to	apply.	Current	OR	employees	with	an	
Overall	Summary	RaAng	of	Needs	Improvement	or	UnsaAsfactory	on	their	most	recent	Employee	Performance	
Report	(EPR)	are	not	eligible	to	apply.	

3.	 Current	 NOR	 employees	 hired	 on	 a	 Family	Member	 Appointment	 (FMA)	 or	 a	 Personal	 Service	 Agreement	
(PSA)	are	not	eligible	to	apply	within	the	first	90	calendar	days	of	their	employment,	unless	they	have	a	When	
Actually	Employed	(WAE)	work	schedule.	

TO	APPLY	
Applicants	must	submit	the	following	documents	to	be	considered:	
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1.Universal	 ApplicaAon	 for	 Employment	 (UAE)	 (Form	DS-174),	which	 is	 available	 on	 our	website	 hlp://

sansalvador.usembassy.gov/job_opportuniAes.html	in	the	“Download	ApplicaAon”	box;			

	2.	 Any	 addiAonal	 documentaAon	 that	 supports	 or	 addresses	 the	 requirements	 listed	 above	 (e.g.					

transcripts,	degrees,	essays,	 cerAficates,	awards,	etc.)	 that	addresses	 the	qualificaAon	requirements	of	

the	posiAons	as	listed	above.	

IMPORTANT:	 Applicants	 claiming	 a	 U.S.	 Veteran’s	 preference	 must	 submit	 wrilen	 documentaAon	 confirming	
eligibility	 (e.g.,	 Member	 Copy	 4	 of	 Form	 DD-214,	 Leler	 from	 the	 Veteran’s	 AdministraAon,	 or	 cerAficaAon	
documenAng	 eligibility	 under	 the	 VOW	 Act	 with	 an	 expected	 discharge	 no	 later	 than	 120	 days	 afer	 the	
cerAficaAon	 is	 submiled)	 by	 the	 closing	 date	 of	 the	 vacancy	 announcement.	 If	 the	 wrilen	 documentaAon	
confirming	eligibility	is	not	received	in	the	HR	office	by	the	closing	date	of	the	vacancy	announcement,	the	U.S.	
Veteran’s	 preference	 will	 not	 be	 considered	 in	 the	 applicaAon	 process.	 Specific	 criteria	 for	 receiving	 a	 U.S.	
Veteran’s	preference	may	be	found	in	HR/OE’s	Family	Member	Employment	Policy	(FMEP).	

SUBMIT	APPLICATION	TO	
Human	Resources	Office																																										Due	to	the	volume	of	responses,	individual	
American	Embassy	San	Salvador	 	acknowledgements	regarding	receipt	of	applica1ons	
	 	cannot	be	made.	Only	those	applicants	who	are		
	 												invited		for	an	interview	will	be	no1fied	regarding	the		
	 																																																		status	of	their	applica1ons.	

Appendix	A-	DEFINITION		
Eligible	Family	Member	(EFM):	An	EFM	for	employment	purposes	is	defined	an	individual	who	meets	all	of	the	
following	criteria:		

• U.S.	CiAzen	or	not	a	U.S.	CiAzen;	and		
• Spouse	or	same-sex	domesAc	partner	(as	defined	in	3	FAM	1610);	or		
• Child,	who	 is	 unmarried	 and	 under	 21	 years	 of	 age	 or,	 regardless	 of	 age,	 is	 incapable	 of	 self-
support.	The	term	“child”	shall	include,	in	addiAon	to	natural	offspring,	stepchild,	adopted	child,	and	a	
child	under	 legal	guardianship	of	employee,	spouse,	or	same-sex	domesAc	partner	when	such	child	 is	
expected	to	be	under	legal	guardianship	unAl	21	years	of	age	and	when	dependent	upon	and	normally	
residing	with	the	guardian;	or		
• Parent	 (including	 stepparents	 and	 legally	 adopAve	parents)	 of	 employee,	 spouse,	 or	 same-sex	
domesAc	partner,	when	such	parent	is	at	least	51	percent	dependent	on	the	employee	for	support;	or		
• Sister	or	brother	(including	stepsisters	and	stepbrothers,	or	adopAve	sisters	or	brothers)	of	the	
employee,	spouse,	or	same-sex	domesAc	partner	when	such	sibling	is	at	least	51	percent	dependent	on	
the	employee	for	support,	unmarried,	and	under	21	years	of	age,	or	regardless	of	age,	incapable	of	self-
support;	and		
• 	 Listed	on	the	travel	orders	or	approved	Form	OF-126	of	a	sponsoring	employee,	 i.e.,	a	direct-
hire	 Foreign	 Service,	 Civil	 Service,	 or	 uniformed	 service	member	 who	 is	 permanently	 assigned	 to	 or	
staAoned	abroad	or,	as	appropriate,	at	an	office	of	the	American	InsAtute	in	Taiwan;	and		
• 	Is	under	chief	of	mission	authority.		

NOTE:	Non-US	EFMs,	MOHs,	EFMs	not	under	COM	authority,	US	dependents	of	contractors,	and	US	
CiKzen	ORs	do	not	receive	a	hiring	preference.	

U.S.	CiKzen	Eligible	Family	Member	(USEFM):	A	USEFM	is	an	individual	who	meets	all	of	the	following	criteria:		
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• U.S.	CiAzen;	and		
• Spouse	or	same-sex	domesAc	partner	(as	defined	in	3	FAM	1610)	of	the	sponsoring	employee;	or		
• Child	of	the	sponsoring	employee	who	is	unmarried	and	at	least	18	years	old;	and		
• Listed	on	the	travel	orders	or	approved	Form	OF-126	of	a	sponsoring	employee,	i.e.,	a	direct-hire	Foreign	

Service,	Civil	Service,	or	uniformed	service	member	who	is	permanently	assigned	to	or	staAoned	abroad	
or,	 as	 appropriate,	 at	 an	 office	 of	 the	 American	 InsAtute	 in	 Taiwan;	 and	 resides	 at	 the	 sponsoring	
employee’s	 post	 of	 assignment	 abroad,	 or	 as	 appropriate,	 at	 an	 office	 of	 the	 American	 InsAtute	 in	
Taiwan;	and	is	under	chief	of	mission	authority;	or		

• resides	 at	 an	 Involuntary	 Separate	Maintenance	 Allowance	 (ISMA)	 locaAon	 authorized	 under	 3	 FAM	
3232.2;	or		

• Currently	receives	a	U.S.	Government	reArement	annuity	or	pension	from	a	career	 in	the	U.S.	Foreign	
Service	or	Civil	Service.		

Appointment	Eligible	Family	Member	(AEFM):	An	AEFM	is	an	individual	who	meets	all	of	the	following	criteria:		
• U.S.	CiAzen;	and		
• Spouse	or	same-sex	domesAc	partner	(as	defined	in	3	FAM	1610)	of	the	sponsoring	employee;	or		
• Child	of	the	sponsoring	employee	who	is	unmarried	and	at	least	18	years	old;	and		
• Listed	on	the	travel	orders	or	approved	Form	OF-126	of	a	sponsoring	employee,	i.e.,	a	direct-hire	Foreign	

Service,	Civil	Service,	or	uniformed	service	member	who	is	permanently	assigned	to	or	staAoned	abroad	
or,	as	appropriate,	at	an	office	of	the	American	InsAtute	in	Taiwan	(AIT);	and		

• Is	under	chief	of	mission	authority;	and		
• Is	residing	at	the	sponsoring	employee's	post	of	assignment	abroad	or,	as	appropriate,	at	an	office	of	the	

American	InsAtute	in	Taiwan;	and		
• Does	NOT	currently	receive	a	U.S.	Government	reArement	annuity	or	pension	from	a	career	in	the	U.S.	

Foreign	Service	or	Civil	Service.		

Member	of	Household	(MOH):	A	MOH	is	an	individual	who	meets	all	of	the	following	criteria.		
• A	MOH	is	someone	who	accompanies	or	joins	a	direct-hire	Foreign	Service,	Civil	Service,	or	uniformed	

service	member	 permanently	 assigned	 to	 or	 staAoned	 abroad	 or,	 as	 appropriate,	 at	 an	 office	 of	 the	
American	InsAtute	in	Taiwan;	and		

• A	 MOH	 must	 be	 officially	 declared	 to	 the	 COM	 by	 the	 sponsoring	 employee	 as	 part	 of	 his/her	
household;	and		

• A	MOH	is	under	COM	authority;		
• A	MOH	may	include	a	parent,	unmarried	partner,	other	relaAve,	or	adult	child;		
• A	MOH	may	or	may	not	be	a	U.S.	CiAzen;		
• A	MOH	is	not	an	EFM;		
• A	MOH	is	not	listed	on	the	travel	orders	or	approved	Form	F-126	of	a	sponsoring	employee.		

Not	Ordinarily	Resident	(NOR)	–	An	individual	who	meets	the	following	criteria:		
• An	EFM,	USEFM	or	AEFM	of	a	direct-hire	Foreign	Service,	Civil	 Service,	or	uniformed	service	member	

permanently	assigned	or	staAoned	abroad,	or	as	appropriate,	at	an	office	of	the	American	 InsAtute	 in	
Taiwan;	or		

• Has	diplomaAc	privileges	and	immuniAes;	and		
• Is	eligible	for	compensaAon	under	the	FS	or	GS	salary	schedule;	and		
• Has	a	U.S.	Social	Security	Number	(SSN);	and		
• Is	not	a	ciAzen	of	the	host	country;	and		
• Does	not	ordinarily	reside	in	the	host	country;	and		
• Is	not	subject	to	host	country	employment	and	tax	laws	

Ordinarily	Resident	(OR)	–	An	individual	who	meets	the	following	criteria:		
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• A	ciAzen	of	the	host	country;	or		
• A	 non-ciAzen	 of	 the	 host	 country	 (including	 a	 U.S.	 ciAzen	 or	 a	 third-country	 naAonal)	 who	 is	 locally	

resident	and	has	legal	and/or	permanent	resident	status	within	the	host	country	and/or	who	is	a	holder	
of	a	non-diplomaAc	visa/work	and/or	residency	permit;	and/or		

• Is	subject	to	host	country	employment	and	tax	laws		

CLOSING	DATE	FOR	THIS	POSITION:	January	27,	2016	

� 	

Cleared:	 FMO/INL	
Approved:	 HRO:PANTHES
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