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VACANCY NOTICE
Development Clerk (EGO)
FSN-PSC-4005-06 (Guatemalan citizens)

BASIC FUNCTION:

The Development Clerk for the Economic Growth Office (EGO), provides secretarial,
logistic and administrative support for all team members and visitors. Incumbent plays
a key support role to all EGO activities and provides primary support to the team
members in Agricutlrure, Environment, and Feed the Future programs, as well as
monitoring and evaluation. Works closely with the Senior Secretary to make sure all
files and documents in the office are adequately filed; tracks all incoming and outgoing
IVA exemptions; also tracks and circulates EGO documents as needed, supports visitors,
and EGO personnel in the preparation of travel arrangements, including hotel
reservations, flight itineraries, and travel vouchers. Serves as liaison for local partners
and USAID missions in the region. Prepares PowerPoint presentations, translations
Spanish-English-Spanish, and organizes for team members their meetings with partners,
donors, and Government of Guatemala officials. Serves as the alternate of the Senior
Secretary.

REQUIRED QUALIFICATIONS:

NOTE: All applicants must address each selection criteria detailed below with specific
and comprehensive information supporting each item in order to be considered for
the position.

Education: Completion of secondary school and vocational degree required.

b. Prior Work Experience: From three to five years of prior administrative support
work experience.

c. Language Proficiency: Level IV Spanish and Level IV (fluent) English written and
oral. (Note: Candidate’s oral and written English skills will be evaluated as part of
the selection process.)

d. Skills and Abilities: Good working knowledge of computer skills in Microsoft: Excel,
Word, PowerPoint, and Internet, required. (Note: Candidate’s computer skills will
be evaluated as part of the selection process.)

WE OFFER:

Annual salary range from Q95,099.00 through Q147,407.00 based on past certified
earnings. Labor benefits, medical insurance and retirement plan. If you do not meet all
the requirements, please do not apply.
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TO APPLY:

Interested candidates must submit a letter addressing each selection criterion detailed
above with specific and comprehensive information supporting each item, Curriculum
Vitae and salary history electronically only to: Guatemalavacancies@usaid.gov no
later than Monday, September 15, 2014 at 3:00 p.m. local time. Applications without
any of the supporting documents described above will not be considered.

The US Mission in Guatemala provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, gender, national origin, age
disability, political affiliation, marital status, or sexual orientation.



