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OPEN TO:
	[bookmark: Dropdown3]ANNOUNCEMENT VA-14-003

All U.S. Mission employees only.
Current Mission employees serving probationary periods are not eligible to apply.  

	                

	POSITION:
	Shipping Clerk 

	OPENING DATE:
	Wednesday, March 05, 2014 

	CLOSING DATE:
	Friday, March 21, 2014 - 4:30 p.m.

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

	GRADE:
	FSN 06  



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

The Shipping Clerk is responsible for customs clearance of incoming and outgoing shipments, receipt, sorting and distribution of household effects, unaccompanied baggage and consumables. 

Major Duties and Responsibilities:

Serves under the Shipping and Customs Clearance Supervisor, incumbent directs all work relating to incoming and outgoing shipments of U.S. Mission in Juba, South Sudan.  Prepares appropriate documentation and coordinates with local Government of South Sudan Ministries, Juba International Airport Officials, Customs Offices and Central Equatoria State Offices to obtain necessary tax exemption and customs clearance approvals for incoming and outgoing shipments.  

· Coordinates with applicable Airline Officials for receipt and release of incoming material.  Incumbent interacts with Mid-Level Government Officials in order to obtain necessary clearance documents.  Inbound and Outbound shipments include personal effects (household effects, unaccompanied baggage, and consumables), inbound shipments of material consigned to USAID, State Department, and other agencies.  Such shipments can be as small as a DHL envelope or large enough to be contained in several truck loads and can arrive either overland or via air. Performs other related functions as assigned by the Supervisor.
QUALIFICATIONS REQUIRED:

Education (15): Diploma in Business Administration or in any relevant field is required. 

Prior Work Experiences (15): Two to three years’ experience in shipping and customs clearance and administrative experience is required.

Knowledge and Skills (45): Must have thorough knowledge of local laws, policies, and practices governing incoming and outgoing cargo shipments. Must be familiar with and be able to effectively use, applicable computer software such as MS Word, MS Excel, MS PowerPoint, MS Outlook and Windows 2000. Excellent interpersonal/communication skills and ability to set priorities coordinate a variety of work assignments and meet time-sensitive deadlines are required. Skills and abilities to work in a team environment are an integral part of this position. Incumbent will be required to lift moderately heavy boxes. Valid South Sudan driving license is required.


Language Proficiency (25): Level IV English ability and local language (both written and oral is required. A basic English test will be administered and the qualifying marks are 60%, and only candidates who qualify the English test will be considered for interviews. 
HOW TO APPLY

Applicants are required to submit a cover letter of interest, which clearly describes individual’s qualifications for this position, and their C.V. to USAID by email to: jubahr@usaid.gov, and DS 174 form. Or deliver one copy to: USAID/South Sudan, Juba. Applications Box is outside Consular 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. USAID Application Form (to be filled out completely).  Submission of DS-174 form is mandatory.  
1. A Valid South Sudan driving License.

Note:  
· Only short-listed candidates will be notified.
· This vacancy is only open to nationals of South Sudan.
· Application submissions without the required USAID Employment Forms and supporting documents will not be considered.
· No in-person appointments or telephone calls will be entertained.
· In-house candidates must apply through their supervisors.
A strong and clear cover letter expressing reason for interest in the position and describing candidate’s qualifications and contributions which they can provide to USAID operations are required. The successful applicant must be able to obtain and retain the required USG medical and security clearances.  Applicants who do not provide the required documents stated above shall not be considered. Closing date for submission of applications is March 21, 2014 at 
1630 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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