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 2. Agency

Chisinau

3a. Position Number

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

[JYes [ No

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

(Position Number) (Title) (Series) (Grade)
[J b. New Position
[ c. Other (explain)
5. Classification Action Position Title and Series Code Grade Initials Date
(mm-dd-YyYYY)
a. Post Classification Authority Media/Grants Assistant FSN-7

b. Other

c. Proposed by Initiating Office

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

7. Name of Employee

8. Office/Section

a. First Subdivision

b. Second Subdivision

c. Third Subdivision

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.

Printed Name of Chief or Agency Head

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

Under the direct supervision of the Public Affairs Officer (PAO) and the general work guidance of the Media Specialist and Grants
Specialist, the Media/Grants Assistant is responsible for seeking opportunities to promote USG objectives in local media; monitoring
Romanian and Russian-language print and broadcast media, internet portals and news sites in order to brief the Media Specialist and PAO
on developments of interest to the mission and the USG; supporting other Embassy sections by consulting on appropriate media outreach
for their activities; and arranging and supporting press conferences/interviews for the Ambassador, embassy officials, and visiting USG
officials. Under direction of the Grants Specialist, the Media/Grants assistant helps develop and implement post's civil society and NGO
development programs; assists the Grants Specialist in administering the Democracy Commission Small Grants program, including
maintaining the contact database, assisting with technical reviews of proposals, and conducting on-site program monitoring.

14. Major Duties and Responsibilities
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Media Outreach: 35%

--Cultivate key contacts among all sectors of the Moldovan media.

--In collaboration with the PAO, draft and distribute approved press releases and provide information to the
Moldovan media to advance USG policy goals.

--In cooperation with Embassy and Moldovan Government officials, arrange press conferences and public
presentations as well as interviews for Embassy officers and visiting USG officials.

--Respond to telephone and written inquiries from media representatives for specific information and background
on USG policies, society and institutions, including promoting use of the Mission home page as a resource;
exercise judgment in referring inquiries to the Media Specialist or the PAO.

--Serve as back-up for Media Specialist, to include handling all media inquiries, events, and monitoring when
Specialist is away from the office.

Media Summaries, Briefings, Review and Analysis: 20%

--Review Moldovan media on a daily basis and provides a media review report for Embassy staff; prepare regular
written reviews of items reported in the Moldovan media.

--In collaboration with the Media Specialist, draft reports on substantive media-related issues.

--Keep the PAO informed about important personnel and other changes in the Moldovan print and broadcast
media.

--Follow and report on Moldovan media coverage of the Embassy's events and other items of interest to the USG.
--ldentify and translate excerpts of significant articles in Romanian and Russian language press for the
Ambassador, DCM, and PAO.

-- Help identify potential candidates for journalism-related exchange programs and assist with the logistics for such
programs.

--Monitor Romanian and Russian language internet portals, blogs and chat sites; report trends and items of interest
to the Media Specialist and PAO.

--Alert supervisors to fast-breaking news events and follows up with detailed, timely briefings.

--Analyze and report on shifts in Moldova’s media environment, including changes in public attitudes regarding
the USG, media developments, conflicts and abuses, and the relationship between the Moldovan Government and
the press.

-- Translate speeches, press releases, and other documents as required; provide interpretation to Embassy officials
at PAS events.




Grants Program Management 40%

--Assist with the implementation of post's grants programs; develop informational and promotional materials about
grants programs; respond to routine questions about grants programs, and provide input for the grants section of the
Embassy website.

--Develop and maintain professional contacts with civil society representatives; maintain grants program contact
database, advise potential grantees about procedures for completing applications.

--Assist with technical reviews of proposals to ensure that applications are complete and that they meet U.S.
regulations and Democracy Commission goals; support the Democracy Commission Small Grants Review
Committee.

--Enter grants data into the Grants Database Management System (GDMS).

--Check background information, perform due diligence check, and Excluded Parties List (EPLS).

--Provide phone-based and on-site program monitoring.

--Maintain email correspondence with the grantees, reviews financial and narrative reports to ensure that grantees
are in compliance with grant requirements. If not, develop and recommend options for Embassy officials to bring
grantees into compliance.

--Track and collect information on grants in response to requests from PAO/APAOQO and Washington.

--Manage inventory database to keep track of equipment purchased with USG funds; recommend appropriate
disposition for equipment after grants are completed.

--Administer and update the Democracy Commission Small Grants Program’s blog.

--Prepare and enter grant program highlights in PD Mission Activity Tracker (MAT).

--Translate a variety of documents as required.

other duties: 5%
--Perform other public affairs duties as required.

**Note: This position description in no way states or implies that these are the only duties to be performed by
incumbent. Incumbent will be required to perform other duties as assigned by the agency.
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15. Qualifications Required For Effective Performance

a. Education:
At lTeast two years of full-time post-secondary study (or the equivalent
hours spread across a part-time study period) at college or university are

required.
b. Prior Work Experience:

Minimum one year of media-related work or project implementation experience.

c.. Post Entr\_/ Trainir]q: . . .
Orientation in_all aspects of the Public Affairs Section’s programs, as well
as the work of all mission sections; on-the-job training in public affairs

standard operating procedures.
d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (ll, IlI) and
specialization (sp/read):
Level IV (Fluent) Speaking/Reading/Writing of English, Romanian and Russian
are required.

e. Job Knowledge:

Some knowledge of Moldovan and U.S. foreign and domestic policy issues and key
Moldovan political and cultural institutions, including knowledge of current events
in politics, economics, and security issues. Knowledge of the Romanian Tlanguage
and Russian language media, how best to approach them, as well as key media
players.

f. Skills and Abilities: Ability to work skillfully and smoothly under pressure and tight deadlines; to
exercise initiative, creativity, and sound judgment; to analyze a broad array of media activity,
political and social trends, and apply resources to meet mission goals. Ability to develop and
maintain an extensive range of contacts in media and NGO community, as well as with embassy personnel
in all sections who contribute to public affairs. Flexibility in adjusting to rapidly and
unexpectedly changing priorities. Computer experience: word processing, Internet, and email.

16. Position Elements

a. Supervision Received: . . . . .
The incumbent receives general work guidance from the Media Specialist and
Grants Specialist under the direct supervision of the PAO but has Tatitude

in carrying out programs and projects.
b. Supervision Exercised:

Incumbent does not exercise any direct supervision of personnel.

c. Available Guidelines: . . . . .
Post’s Mission Strategic Plan, post’s Public Diplomacy Guidelines,
Department of State training materials and guidelines.

d. Exercise of Judgment:

Incumbent relies on knowledge of political developments, policy directions, and relationships with contacts to
determine appropriate target audiences for public diplomacy programs. In consultation with the Media Specialist,
exercises judgment in selecting news items to report, cultivating contacts, choosing participants for post
programs, and advising PAO on the best way to handle the media on a broad array of issues and problems.

e. Authority to Make Commitments:
n/a

f. Nature, Level and Purpose of Contacts:

Incumbent has an extensive network of contacts throughout the media and NGO communities.
These persons keep incumbent apprised of Moldovan opinion and domestic developments as they
relate to the incumbent’s duties and responsibilities.

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