American Embassy, Amman

Vacancy Announcement

ANNOUNCEMENT NUMBER:

VA-08
OPEN TO: All Interested Candidates — All Sources
POSITION: Immigration Assistant

OPENING DATE: January 28, 2016
CLOSING DATE: February 11, 2016
WORK HOURS: Full-time; 40 hours/week

SALARY: — Ordinarily Resident (OR*) in Jordan: JD 13,874, per year, excluding
allowances (position grade FSN-09)

— For EFMs* and Not Ordinarily Resident (NOR*) in Jordan: Position
grade FP-06; salary is in US Dollars based on the US pay plan. All FP
position grades are determined by HR in Washington DC.

BENEFITS (OR*):  Excellent working conditions; 5-day workweek; annual pay for
performance increase; premier medical insurance coverage for employee
and family; 20 holidays per year (American and Jordanian); provident
fund retirement plan; ample opportunity for on-line/ classroom training
and personal development.

ORDINARY RESIDENTS (OR*) MUST HAVE JORDANIAN WORK AND/OR
RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION, SUBJECT TO
AND IN ACCORDANCE WITH LOCAL LABOR LAWS.

The U.S. Embassy Amman is seeking an individual for the position of Immigration Assistant in
the Department of Homeland Security (DHS) U.S. Citizenship and Immigration Services
(USCIS) Office.

BASIC FUNCTION OF POSITION:

Provides advice and recommendations to the USCIS Field Office Director (FOD) on the proper
disposition of the most complex applications and petitions for immigration benefits received
from within the USCIS Amman’s jurisdiction. Serves as point of contact on USCIS and
Jordanian matters to include civil matters and cultural mores by providing expert advice and
recommendations to Consular Officers and local employees from within the region as well as to
other Government officials and potential applicants on all matters related to USCIS and
immigration. Serves as Office Administrator and manager with the responsibility to review,
update and timely submit monthly office budget reports; case workload/backlog reports; vehicle
and office inventory reports to the district in Rome. Serves as USCIS liaison with Jordanian



government; assist in investigation of possible immigration fraud; overseas DNA collection;
issuance of boarding letters and provide English-Arabic translation. Provides region-wide
logistical support to the USCIS refugee operations.

QUALIFICATIONS REQUIRED:

Note: Items 1-5 are ALL REQUIRED. All applicants must address each selection criterion
detailed with specific and comprehensive information supporting each item.

1. Education: A bachelor’s degree in criminal justice, law enforcement, law/jurisprudence,
communications, business administration/management, economics, international relations,
political science, sociology, English language, or equivalent is required.

Supporting documents (B.A. Degree) must be included in the application for eligibility

pUrposes.
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2. Experience: At least three years of experience in immigration processing, to include the
review, research and analysis of petitions and applications with persons from multi-cultural
backgrounds and nationalities within a complex regulatory framework.

3. Language: English Level 4 (fluent) in speaking, reading and writing and level 4 (fluent) in
Arabic in speaking, reading and writing is required. English proficiency will be tested.

4. Knowledge: Specialized knowledge of, or the ability to quickly learn, the U.S. Immigration
and Nationality Act (INA) is required. Thorough knowledge of Jordanian law relating to
civil and criminal documentation is required. In-depth knowledge of internet research and
advanced administrative and budgetary functions is required. Knowledge of U.S.
Immigration law and regulations to specifically include adoption, citizenship, and refugee
status is required. Knowledge of office administration and budgeting is required.

5. Abilities & Skills: Extensive customer service experience to include dealing with the public
during complex situations and questions with multi-cultural backgrounds and nationalities is
required. Ability to analyze the most complex and/or sensitive applications and petitions and
to apply a complex body of law and precedent to make authoritative recommendations is
required. Ability to independently organize and execute work, including prioritizing
numerous conflicting demands is required. Ability to work under extreme pressure to
independently organize and execute work efficiently is required. Ability to use many
different sources to research applications and petitions is required. Ability to deal directly
with the public effectively and courteously is required. A keen eye for detail and excellent
ability to calculate, review and assemble numerical data is required. Ability to exercise tact
and good judgment in dealing with the public and government officials and remain objective
in emotional and tense situations while effectively explaining requirements and immigration
law is required. Ability to draft difficult and sensitive correspondence and reports in clear,
precise and correct English is required. Proficiency utilizing a broad knowledge of computer
applications using Microsoft office suite is required. Ability to apply his/her own technical
expertise to effectively identify, mobilize, and draw upon the expertise of the Field Office
Director (FOD) and other technical and managerial personnel within USCIS is required.




SELECTION PROCESS:

When equally qualified, U.S. Citizen Eligible Family Members (AEFMs) and U.S. Veterans will
be given preference. Therefore, it is essential that the candidate address the required
qualifications above in the application.

ADDITIONAL SELECTION CRITERIA:

1.

N
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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 OR* employees with an Overall Summary Rating of “needs improvement” or
“unsatisfactory” on their most recent Employee Performance Report are not eligible to apply.
Currently employed U.S. Citizen EFMs* who hold an FMA appointment are ineligible to
apply for advertised positions within the first 90 calendar days of their employment.
Currently employed NORs* hired under a Personal Services Agreement are ineligible to
apply for advertised positions within the first 90 calendar days of their employment, unless
currently hired into a position with a When Actually Employed (WAE) work schedule.
EFM* candidates must have at least nine months remaining at post from the closing date or
they will not be considered.

EFMs* not yet at post must be within 90 days of their arrival in order to be considered.
The candidate must be able to obtain and hold a local security clearance.

TO APPLY:

Interested applicants must submit their application and all supporting materials to
AmmanEmployment@State.gov or it will not be considered. Please note “VA-08, Immigration

Assistant” in the subject line of the e-mail.

All application packages must include:

1.

2.

w

Application for U.S. Federal Employment DS-174 or a current resume or curriculum vitae
that provides the same information as the DS-174.

Any other documentation (e.g. certificates, awards, copies of degrees earned) that addresses
the required qualifications for this position. (Education certificates must be included or
the application will not be considered).

Driver’s license copy if applying for a position that requires driving a vehicle.

EFM*, USEFM*, and AEFM™* applicants must clearly indicate their status in the text or
subject line of their application.

Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-214
with their application. For more information on Veteran’s Preference go to
http://www.opm.gov/veterans/.

List any relatives or members of your household that work for the U.S. Government (include
their name, relationship, agency, position and location). Any omission in this area, either
intentional or unintentional, is cause for dismissal.
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*DEFINITIONS:

Eligible Family Member (EFM): An EFM for employment purposes is defined an individual who meets all of the
following criteria:
e U.S. Citizen or not a U.S. Citizen; and
e Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or
e 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 addition to natural offspring, stepchild, adopted child, and a child under legal
guardianship of employee, spouse, or same-sex domestic partner when such child is expected to be under legal
guardianship until 21 years of age and when dependent upon and normally residing with the guardian; or
o Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic partner,
when such parent is at least 51 percent dependent on the employee for support; or
o Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee,
spouse, or same-sex domestic 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
o 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 stationed abroad; and
o Is under chief of mission authority.

2. U.S. Citizen Eligible Family Member (USEFM): For purposes of receiving a preference in hiring for a
qualified position, a USEFM is an individual who meets the following criteria:
e U.S. Citizen; and
e Spouse or same-sex domestic 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
o 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 stationed abroad; and
resides at the sponsoring employee’s post of assignment abroad; or
o resides at an Involuntary Separate Maintenance Allowance location authorized under 3 FAM 3232.2; or
e Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service
or Civil Service.
Other family members or dependents on direct-hire FS, CS, or uniformed service member’s travel orders who do not
meet all of these criteria are not USEFMs or AEFMs for employment purposes.

Appointment Eligible Family Member (AEFM): An AEFM is an individual who meets all of the following
criteria:
e U.S. Citizen; and
e Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or
o Child of the sponsoring employee who is unmarried and at least 18 years old; and
o 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 stationed abroad; and
o |s under chief of mission authority; and
o Isresiding at the sponsoring employee's post of assignment abroad; and
o Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S.
Foreign Service or Civil Service.
Other family members or dependents on direct-hire FS, CS, or uniformed service member’s travel orders or
approved Form OF-126 who do not meet all of the criteria are not AEFMs or US citizen EFMs for employment
purposes.

Member of Household (MOH): A MOH is an individual who meets all of the following criteria.
e A MOH is someone who accompanies or joins a direct-hire Foreign Service, Civil Service, or uniformed
service member permanently assigned to or stationed abroad; 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 relative, or adult child;
A MOH may or may not be a U.S. Citizen;
A MOH is not an EFM;
A MOH is not listed on the travel orders or approved Form F-126 of a sponsoring employee.
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A MOH is under COM authority and may include a parent, unmarried partner, other relative or adult child who

falls outside the Department’s current legal and statutory definition of family member. A MOH does not have to be
a U.S. Citizen (if not US Citizen, submit form 12 FAM 275).

Not Ordinarily Resident (NOR) — An individual who meets the following criteria:
e An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member
permanently assigned or stationed abroad; or
Has diplomatic privileges and immunities; and
Is eligible for compensation under the FS or GS salary schedule; and
Has a U.S. Social Security Number (SSN); and
Is not a citizen of the host country; and
Does not ordinarily reside in the host country; and
Is not subject to host country employment and tax laws.
NOR employees are compensated under a GS or FS salary schedule, not under the LCP.

Ordinarily Resident (OR) — An individual who meets the following criteria:
o A citizen of the host country; or
¢ A non-citizen of the host country (including a U.S. citizen or a third-country national) 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-
diplomatic visa/work and/or residency permit; and/or
o |s subject to host country employment and tax laws.
EFMs without U.S. Social Security Numbers are also OR. All OR employees, including U.S. citizens, are
compensated in accordance with the Local Compensation Plan (LCP).

CLOSING DATE FOR THIS POSITION: February 11, 2016
An Equal Opportunity Employer

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

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.



