US Embassy Tbilisi, Georgia
Announcement Number 22/12

OPEN TO: All Interested Candidates

POSITION: Computer Management Specialist
LES-10*; FP-5 (step 5 through 14)**;
LES-11%; FP- 4**
(*Actual grade and salary will be based on the qualifications of the Applicant;
**Position Grade for Not Ordinarily Resident FP- 5 (step 5 through 14) and
FP-4 to be determined by Washington)

OPENING DATE: April 30, 2012

CLOSING DATE: May 14, 2012

WORK HOURS: Full-time, 40 hrs week

NOTE: Please read the announcement carefully. Applicants should indicate the vacancy for which they

are applying at the top of CV. Only short listed candidates will be contacted. Applicants should indicate
in their CVs if any family members and/or relatives are employed in the U.S. Government, and note the

type of relationship.

US Embassy Thilisi is seeking one individual for the position of Computer Management Specialist in
Information Systems Center (ISC).

E AST FUNCTION = POSIT [ON:

Thic pos ticn ¢ th: © enmor Cor mt - N anage n¢ - “~eciali t (CMS) yos uomn lo.ate | ir th

I foraior Sy tems < ater (I C). Th prim iry purpose o this posi ior .o .o se .« 1S | ys ems
} .aiage of “1e s fon s uncl ssified nd € .ns ive Butun 'ass’ iec coroufir ety or. sadt,
oversce e effective operation of all unciassifiea telecommunications circuits.  1ne CMS
develops proposed policies and procedures, and recommends procurement of equipment and
software. The CMS ensures all customer work requests are completed on time and to the
satisfaction for the entire embassy community. In the absence of Information Systems Officer,
the incumbent is required “~»n=rform all tasks equivelert ~f 2 UCOH FS-03. The incumbent has
overall responsibility for he ei tire SEU and anclass fied asce’ invr tor - valued at nearly 1.5
million US Dollars.

QUALIFICATIONS REQUIRED:
NOTE: All applicants iq1us® ac dress esch 2o _tlon critcs"on dooile U bele .. vith specific and
comprehensive informa‘ica s 1) pcrtin; each tem.

* University degre= in cunpute: scence 0. u fomaiicn systen ¢« rianagement is required.

» Five years of progressively responsible experience, primarily of a technical,
administrative, or business management nature, 2 years of which should have been with
English language syste ns and prograns n ¢ 'J.S. Agercy o apiiter operation. At least 3
years of computer ane g :m» e<petience s -eqilire 1 with 1 rc g essively responsible
managerial duties.

*  Level IV (Fluent) Speaking/Reading/Writing English is required. This will be tested.

Level IV (Fluent) {pcaking/Rer diny/Writing Gorg’as is requved. Tlis may be tested,

* Comprehensive axd aavaiced kr owl:dg: cf 5y tems aralysis cucl design techniques;
computer equipm 2nt and scawale carab liuc. /1 mifaticns; Aitcratic Data Processing
procedures and stanaaras; stanaara woik processes and management principles; fact-
finding techniques; programming techniques; system/program documentation techniques;
programs, objecti: <z, iclatiorships, aad 1marage. ca’ practic s of post and agencies
served; and curret t equipraent systen s techanlogy. (ieaera 1 d Embassy-specific IT
technology and practice;s elecudrics ¢ s welia. krow elge Ht ay a transmission
techniques and opciation. Data oi1ganization, nianagemen, systems operation, physical
and data security requirements, computer and peripheral equipment operation and
troubleshooting knowledge. Knowledge of designing and developing sophisticated Web
sites' featuring interactively, E-commerce, and dynamic HTML pages driven by a
database system.
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Strong technical skills to troubleshoot, diagnose, and resolve hardware and software
problems and to maximize the capabilities of the organization computer resources. Good
skills to develop and maintain two-way communications and promote computer and
automation services. Familiarity with computer and related equipment, data management
routines, data restore procedures, utility programs. Outstanding ability in fact gathering
and analysis, and in logic application, systems documentation, and testing. Good
supervisory skills. Must be an effective manager and skilled in interpersonal
relationships. Demonstrated ability to lead and work with others.

SELECTION PROCESS:

When equally qualified, US Citizen Eligible Family Members (USEFMs) and US Veterans are given
preference. Therefore, it is essential that the candidate specifically address the required qualifications
above in the application.

ADDITIONAL SELECTION CRITERIA:

1.

2.
3.

Management will consider nepotism/conflict of interest, budget, and residency status in
determining successful candidacy.

Current employees serving a probationary period are not eligible to apply.

Current Ordinarily Resident employees with an Overall Summary Rating of Needs Improvement
or Unsatisfactory on thei= =<t recont Emplaroe Performa= ~ Report are not eligible to apply.

. Currently emploved US ¢ itizes E Ms w 10 old an FM/ appo itment are ineligible t¢ applv for

¢ v rti. d: o tio s with n the [ir; : 90 c¢ er !»r days of heir empl ym' at.

v d cemp.c >d NOI s hired v ider a e sonal Servi es Agreer ient “2.0) 7~ eli ib 2 to

sply “or “ dv' rtisr d posi ons witl n th- firs 90 calenda. days of 1 1eir *mp 0y ner , u les
currently hired into a position with a When Actually Employed (WAE) work scnedule.

TO APPLY:
Interested applicants for this position must submit the following or the application will not be considered:

1.
2.

NOTE:

Application for US T'Cde-al “mr loy nen DS-177; .

A current Resume « =“ur ficalum V' tae tiat hrcvides he iane i1 £ mition as a DS-174; (please
indicate months a \d vea -5 o’ ali e nnlcvirer ts, for n s 1611d o¢ in Lnglish);

Candidates who claim US Veterans preference must provide a copy of their Form DD-214 with
their applications;

Any other docun en’ation (¢.g. eisays, certificates, 7 wires, copi2s Hf degree earned) that
addresses the qua'ifica ic 112qui em nte of “he poiitior s lised ot o c.

1. All applications must have the Position Number and Position Title identified.

2. You may apply on-li1e 1si;’tl e H2O" bi'ii@s ate g//v ex1: ! a ldress. This is the
preferred means ct appiy ng “= ' ¢ pos tioii1 v *“ 1 th: A nrici n E v bassy. Please go
to our website for auuiticna; infol wuativ.,, Licluding carre..c open.ngs and tips on
applying with the American Embassy in Thbilisi:

http://georgia.use ..bacsy.;ov ‘about-1 s/enp' Hym e t-c pro.fur ‘ties--tenders2.html
3. ALL APPLIC. TTONS M UST BE FOR 4ilT OPEN,ADVEE L1z ED POSITION.
APPLICATIONS PREV'O7)51 Y CONS'DERED FIORANJOE W LL NOT BE
HELD/CONSIDERED FOR FUTURE JOBS. IF YOU ARE INTERESTED, YOU
MUST RE-APPLY.

MAIL APPLICATIONT >:
Human Resources Office

11 George Balanchine Street
Tbilisi, Georgia

Zip Code: 0131

Fax: (995-32) 227-77-07
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DEFINITIONS:
1. US Citizen Eligible Family Member (USEFM) — For purposes of receiving a preference in
hiring for a qualified position, an EFM who meets the following criteria:

e US Citizen; and,

* EFM (see below) at least 18 years old; and,

* Listed on the travel orders of a direct-hire Foreign, Civil, or uniformed service member
assigned to or stationed abroad with a USG agency that is under COM authority, or at an
office of the American Institute in Taiwan; and either:

1. Resides at the sponsoring employee's or uniformed service member's post of
assignment abroad or at an office of the American Institute in Taiwan; or
2. Resides at an Involuntary Separate Maintenance Allowance (ISMA) location
authorized under 3 FAM 3232.2.
2. EFM: An individual related to a US Government employee in one of the following ways:

*  Spouse or same-sex domestic partner as defined in 3 FAM 1610.

e Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-
support. The term shall include, in addition to natural offspring, stepchildren and adopted
children and those under legal guardianship of the employee or the spouse when such
children are expected to be under such legal guardianshin until they reach 21 years of age
and when dependent 1pon nc norn ly ‘esiaing wit' che , nardian;

Par nt 0 e ing ste pare’ ;s nd leg I} adoptive p rents) of Fle pr ye o ML Csou e,
yk2  s1cL ~arentis: . iast 5T perce t ¢ pendent o the empl yee for < ippo-t

¢ Liste Orlrothor (inc ading st ysiste s a d stepbroth rs, or ad¢ otiv : sis*2r or! ot er.) of ae
eumpluyee, u. of the spouse, wucu such sibling is at leas. 1 percent uepenavit vn tue
employee for support, unmarried, and under 21 years of age, or regardless of age, incapable

of self-support.
3. Member of Household (MOH) — An individual who accompanies a direct-hire Foreign, Civil, or
uniformed service men Lo, prmane tly assined or stavic woc atw ULS Fereign Service post or

establishment abroad, c ==t a1 o.fice >f he £ me ic.n Inst tut: 'n Ta vair An MOH is:

e Notan EFM; a d.

* Not on the travel orders of the sponsoring employee; and,

* Has been officially declared by the sponsoring USG employee to the COM as part of his/her

household.

A MOH is under COl 1 auf ~~ it r anc mey it clui'~ 1 p-ren, inme x e Ha ner, and other relative or
adult child who falls outside tie Zopartinen.’s currel.. o el acd statutery Silinition of family
member. A MOH does not have to be a US Citizen.
4. Not Ordinarily Res:*~=t (NOR® — An individua' wh~:

* Isnot a citizen >fthe hcst o mniry; aad,

*  Does not ordin: rily res de (U.2, see L elcw’ 1n the hos: counry; a-d,

* Is not subject to host country employment and tax laws; and,

* Has a US Social Security Number (SSN).
NOR employees are cc mpersat.di1ide a GS o FS saliry tcl ecule, n t uider the LCP.
5. Ordinarily Residen. (UR)\-- A F<re gn Ilation' L. r JS cit z'n w iC:

* Islocally resid...;; anc,

* Has legal, permanent resident status within the host country; and,

» Is subject to ho .t -ountrr er ployment and tx 1o <.
EFMs without US Soci ' Secaricy T\imbers ire . Is DR. All CR er y luyies, including US citizens,
are compensated in accordanc> wi n tie LCE.

Closing Date for This Position: May 14, 2012

The US Mission in Tbilisi provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, disability,
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age, political affiliation, marital status, or sexual orientation. The Department of State also
strives to achieve equal employment opportunity in all personnel operations through contingent
diversity enhancement program.

The EEO complaint procedure is not available to individuals who believe they have been denied
equal opportunity based upon marital status or political affiliation. Individuals with such
complaints should avail themselves of the appropriate grievance procedures, remedies for
prohibited personnel practices, and/or courts for relief.

Viki Thomson
Human Resources Officer



