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OPEN TO:
	[bookmark: Dropdown3]ANNOUNCEMENT VA-15-12
All South Sudanese Nationals.
Current Mission employees serving probationary periods are not eligible to apply.  

	 

	POSITION:
	Administrative Assistant 

	OPENING DATE:
	Tuesday March 24, 2015

	CLOSING DATE:
	Tuesday April 07, 2015 - 4:30 p.m.

	WORK HOURS:
	[bookmark: Dropdown1]Full-time; 40 hours/Week.

	GRADE:
	Full performance grade level for this position is: FSN-7 ($11,985-$17,973). A training grade level, below FSN-7, may be established depending on the education and relevant work experience of the applicant. Base Salary Range will be commensurate with established salary history, qualification, and relevant work experience.




The United States Agency for International Development (USAID) South Sudan is seeking applications for the position of Administrative Assistant in the Executive Office. 
Job Summary

The primary purpose of this position is to provide administrative assistance to the Supervisory Executive Officer, the Deputy Executive Officer and other staff in the Executive Office as required. The incumbent receives and logs into the correspondence tracking system all incoming communications that require action, and maintains an efficient filing system. 

S/He Schedules meetings and appointments for the Supervisory Executive Officer and members of the Executive Office, prepares/drafts letters, memos, and cable communications. Serves as the focal point for all electronic Country Clearance, responsible for travel arrangements for the Executive Office. S/he will serve as the backup for WEBTA, WINTA and Time Attendance System. Performs other related functions as necessary.

MAJOR DUTIES AND RESPONSIBILITIES:

· Provides administrative support to the Executive Office. Schedules meetings and appointments for the Supervisory Executive Officer and other members of the Executive Office. 
Coordinates correspondences for Supervisory Executive Officer signature, maintains records of all incoming and outgoing correspondence passing through the Executive Office.

· Sub Cashier:  The incumbent manages the petty cash for USAID and for the Alternate Service Provider. S/he may make temporary advances to Occasional Money Holders for purchases. S/he is responsible for ensuring that all funds are accounted for and charged to the proper areas.  The incumbent works with the Office of Financial Management to ensure that replenishment occurs in a timely manner so that the Mission’s operations are not affected.

· Timekeeper:  The incumbent serves as the Coordinator for employees for WEBTA. The incumbent ensures that all employees’ time and attendance is reported correctly and submitted on a timely basis.  The incumbent serves as the Mission’s Subject Matter Expert (SME) on the Web-based Time and Attendance System (WebTA) that is used to report time and attendance for USDHs, USPSCs, and TCNPSCs.  S/he ensures that a time card is taken over or established when an employee starts at the Mission.  S/he oversees the work of the Mission’s timekeepers ensuring that allowances are reported correctly, corrections are entered, and time cards are submitted and certified every two weeks.  

· The incumbent also serves as the Mission’s timekeeper for FSNPSC payroll. The payroll system is WinTA that is based at the Financial Services Center in Charleston, SC. The incumbent ensures that all employees’ time and attendance is reported correctly and submitted on a timely basis.

· Back up Mail/Pouch Assistant: In the absence of the Communication and Records Assistant, the incumbent will manage the mail pouch operations. S/he ensures that packages received from expatriate employees are handle properly and delivered. 

· Assist Human Resources and travel office in administrative actions as required.


QUALIFICATIONS REQUIRED:

EDUCATION (10): Completion of Secondary School is required.

Prior Work Experience (20): A minimum of three years’ experience in an administrative area is required.  

Language (10): Fluent Level (4) English both written and oral is required.

Knowledge (30): Good knowledge of office management and business correspondence is required. General information and knowledge about common records and correspondence control policies and procedures.  Good working knowledge of standard international mail handling instructions. 

Skills and Abilities (30) Able to follow and understand the structure and activities of an organization. Ability to handle telephone in an efficient and cordial manner. Must be a team player, and have excellent interpersonal skills. A high level of proficiency in Word, Excel, and PowerPoint is required.  

HOW TO APPLY
Applicants are required to submit a cover letter of interest, which clearly describes individual’s qualifications for this position, and send the required documents to: Jubahr@usaid.gov. OR Deliver one copy to: USAID/South Sudan, Juba. Applications Box is outside US Embassy Entrance. The DS 174 form is available on US Embassy web site: http://southsudan.usembassy.gov/job_vacancies.html 

  


Required Documents:

1. Cover Letter of Interest (including vacancy # of the position)    
1. An up-to-date Resume/C.V 
1. Application Form DS 174 (to be filled out completely and signed) Submission of DS 174 is mandatory.  
Note:  
   1. Only short-listed candidates will be notified.
2. Applications submission without the required USAID Employment Forms and supporting documents will not be considered.
3. No in-person appointments or telephone calls will be entertained.


A strong and clear cover letter expressing reason for interest is required.  The successful applicant must be able to obtain and retain the required USG medical and security clearances, (for those who do not have the valid medical and Security clearance).  Applicants who do not provide the required documents stated above will not be considered. Closing date for submission of applications is On Tuesday April 7, 2015 at 16:30 hrs. Juba, South Sudan time. Please note that only short listed candidates will be contacted for an interview.


It is the policy of the United States Government to ensure equal employment to all persons without regard to race, color, religion, sex, national origin, age disability or sexual orientation.
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