U.S. Department of State
INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3FAH-2)

1. Post
Mexico City

2. Agency
oDC

3a. Position Number
312801 NDE-FO7

3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the “Yes” block.

[dYes X No

4. Reason For Submission
X a. Redescription of duties: This position replaces

(Position Number) NDE-FO7 (Title) Training Assistant/Chauffer (Series) ESN-105 (Grade) FSN-7

[J b. New Position

[ c. Other (explain)

5. Classification Action Position Title and Series Code Grade Initials Date
(mm-dd-YYyy)

a. Post Classification Authority Dispatcher, 1010 FSN-6 11/23/2015

Florida Regional Center

b. Other

¢. Proposed by Initiating Office Chauffer/Vehicle Fleet Manager FSN-5

6. Post Title of Position (if different from official title)

7. Name of Employee

8. Office/Section
US Department of Defense

a. First Subdivision
US Office of Defense Coordination (ODC) - Mexico

b. Second Subdivision
Command Support Section

c. Third Subdivision
N/A

9. This is a complete and accurate description of the duties and
responsibilities of my position.

Printed Name of Employee

Signature of Employee Date (mm-dd-yyyy)

10. This is a complete and accurate description of the duties and
responsibilities of this position.

Printed Name of Supervisor

Signature of Supervisor Date (mm-dd-yyyy)

11. This is a complete and accurate description of the duties and
responsibilities of this position. There is a valid management
need for this position.

Signature of Chief or Agency Head Date (mm-dd-yyyy)

12. | have satisfied myself that this is an accurate description of
this position, and | certify that it has been classified in
accordance with appropriate 3 FAH-2 standards.

Printed Name of Admin or Human Resources Officer

Signature of Admin or Human Resources Officer ~ Date (mm-dd-yyyy)

13. Basic Function of Position

Incumbent serves as the Vehicle Fleet Manager, Dispatcher, and Driver in support of USODC Mexico; a multi-service office consisting of
over 40 US Military, Civil Service, and Locally Employed Staff (LES) employees, as well as various long-term TDY personnel. Provides a full
range of vehicle operations, including dispatching, chauffer service, user-level maintenance, and preparing administrative vehicle and
mileage reports for the fleet of 28 vehicles. Works under the direct supervision of the Administrative and Budget Officer.

14. MAJOR DUTIES AND RESPONSIBILITIES

30 % OF TIME

Chauffer: Provides chauffer service to ODC Chief and other assigned personnel, as well as airport pickup and orientation to distinguished
visitors and other official visitors. Ensures vehicles are properly maintained, clean, and have adequate fuel prior to departing with
passengers. Overtime, weekend, and holiday driving requirements frequently occur. Dispatches, operates and maintains 28 US Government
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owned vehicles (GOV), to include armored vehicles, in accordance with the Department of Defense regulations and functions as directed
by the Office of Defense Coordination (ODC) Vehicle Control Officer (VCO). At times the incumbent will be required to drive for senior
Department of Defense officials in a single vehicle or as part of a convoy of vehicles with and without escort.

30 % OF TIME
Maintenance: Performs and validates operator-level maintenance for the vehicle fleet. Schedules performance of contractual maintenance
and repairs of all vehicles, as well as requisitioning spare parts, lubricants, and accessories. Ensures cleanliness of vehicles at all times.

30 % OF TIME
Fleet Management: Responsible for managing a fleet of 28 government- owned vehicles, including armored vehicles, all terrain utility
vehicles, and passenger vehicles. Responsible for dispatching all vehicles and for developing a monthly plan to rotate vehicles among all
direct hire personnel who are authorized duty-to-domicile transportation. Receives new vehicles and incorporates them into the fleet,
initiates appropriate historical documentation, and creates logbook and maintenance records. Prepares vehicles for disposal at the end of
their life cycle and assists in their turn-in at a Defense Reutilization Management Office. Maintains inventory of all vehicles and vehicle
records, including registration and customs documents, procurement documents, fuel consumption and mileage, maintenance schedules,
repairs, and vehicle replacement records. Maintains a motor vehicle usage database and prepares a comprehensive monthly motor vehicle
usage report for submission to higher headquarters.

10 % OF TIME
Administrative duties: Receives official correspondence from Mexican military and governmental agencies and ensures that proper
distribution is made. Manages the unit postage account and distributes mail to ODC personnel. Receives, delivers, and distributes parcels,
including packages of books from returning Mexican military students. Performs other administrative tasks as required.
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15. Qualifications Required For Effective Performance

a. Education:
Completion of Local Secondary School.

b. Prior Work Experience:
Minimum of four years of driving experience in Mexico City is required. At least two years motor vehicle dispatcher or fleet
management experience required. Certificate of basic vehicle maintenance training (or any similar training or work experience).

c. Post Entry Training:
On-the-job training in the proper operation, convoy operations, and minor maintenance of motor vehicles. Level 1 anti-terrorism and
defensive driver courses.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (ll, 1ll) and
specialization (sp/read):
Spanish Level Il (Good working knowledge). English Level 1l (oral and written) at entry; increasing to Level Il after one year.

e. Job Knowledge:
Familiarity with basic Department of Defense administrative and operating procedures. Knowledge of safe driving techniques, local

traffic laws and Mexico City traffic patterns. Possess a working knowledge of automotive vehicle operations and safety, and a general
knowledge of automotive maintenance. Basic knowledge of Microsoft Office applications and internet operating procedures.

f. Skills and Abilities:

Must be organized and responsible in following schedules. Mature demeanor, exceptional interpersonal skills to deal with visitors,
vendors and other contacts. Must be self-motivated and use own initiative to anticipate ODC demands and requirements. Must have a good
driving record, possess a valid driver license (Type B), and be eligible to obtain a U.S. visa in order to conduct training and carry out
missions in the U.S. Must be able to lift 50 Ibs.

16. Position Elements

a. Supervision Received:

Position is directly supervised by the ODC Administrative/Budget Officer. Supervision is general in nature, except when team problem
analysis and resolution is required. At times, incumbent will be supervised and his work will be directed by the Lead Personal Security
Officers providing security to Distinguished Visitors.

b. Supervision Exercised:
Incumbent will provide informal supervision to one Host Nation contract employee who cleans and helps to maintain ODC vehicles.

c. Available Guidelines:

ODC Memoranda and Standard Operating Procedures (SOPs). Department of Defense and Department of State Regulations in the use of
government property and assets. Post Management procedures and policies on the use of overtime and government assets. Pertinent DoS
FAM guidelines and training materials and manuals.

d. Exercise of Judgment:

Must exercise good judgment and common sense when operating a vehicle. Identify problems quickly and determine the best course of
action to take. Must be able to make on-the-spot, mature safety decisions in the event of motor vehicle accidents while transporting
passengers in order to protect life and government property.

e. Authority to Make Commitments:
May make minor commitments (under $500 USD) when negotiating vehicle maintenance or repairs with local vendors.

f. Nature, Level and Purpose of Contacts:
Daily contact with ODC Officers and other Embassy Officials. Acts as guide and driver for visiting U.S. DVs and military officials from higher
headquarters.

g. Time Expected to Reach Full Performance Level:
One year.
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