	

	INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION

	

	

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

	1. POST
	2. AGENCY
	3a. POSITION NO.

	   ULAANBAATAR
	State
	

	3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED   

     AFTER THE “YES” BLOCK.            

                                                                    [image: image1.wmf]Yes

          [image: image2.wmf]No



	4. REASON FOR SUBMISSION

    [image: image3.wmf]a. Reclassification of duties:  This position replaces




	
	Position No.
	
	
	
	(Title)
	
	(Series)
	
	(Grade)

	    [image: image4.wmf]b. New Position


    [image: image5.wmf]c. Other (explain)



	5. CLASSIFICATION ACTION
	Position Title and Series Code
	Grade
	Initials
	Date

(mm-dd-yy)

	a. Post Classification Authority

        
	Roving Secretary
	6
	
	

	b. Other

   
	
	
	
	

	c. Proposed by Initiating Office


	
	
	
	

	6. POST TITLE POSITION (if different from official title)


	7. NAME OF EMPLOYEE

    

	8. OFFICE/SECTION
Management Office
	b. Second Subdivision

Human Resources Unit

	a. First Subdivision

    
	c. Third Subdivision

    

	
	

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

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

      responsibilities of this position.

	         
	
	          
	

	Typed Name and Signature of Employee
	Date(mm-dd-yy)
	Typed Name and Signature of  Supervisor
	Date(mm-dd-yy)

	
	

	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.
	12. I have satisfied myself that this is an accurate description of this

     position, and I certify that it has been classified in accordance    

     with appropriate 3 FAH-2 standards.

	          
	     
	           
	

	Typed Name and Signature of Section Chief or  Agency Head
	Date(mm-dd-yy)
	Typed Name and Signature of Admin or Human Resources 
	Date(mm-dd-yy)

	13. BASIC FUNCTION OF POSITION

The incumbents work in a full -time position under the supervision of the Supervisory Human Resources Assistant and daily supervision may be provided by the Section heads or the LE Staff Supervisor of the Section to which the employee is assigned. S/he provides secretarial, clerical, administrative duties and sometimes translator/interpreter's services required in various offices of the Embassy.
14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                     100% OF TIME

Supports Management and other sections as needed.  Work may include providing assistance to the Front Office.

Performs comprehensive range of clerical, procedural, and administrative support functions. There may be instances however, where position holder provides assistance in making verbal and/or written translation as required.
When Roving Secretary is requested to back-up someone s/he performs the duties described in the Position Description of temporary vacant position in the Embassy.

15.   QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education: 
Completion of secondary school is required.
b. Prior Work Experience:

Minimum of two years of experience in secretarial and clerical work. 
c. Post Entry Training:

N/A
d. Language Proficiency:  List both English and host country language(s) proficiency requirements by level (ll, lll) and specialization (sp/read):

English Level III (good working knowledge) and Mongolian IV (fluency) knowledge is required. 
e. Job Knowledge:

The Job holder must be familiar with the nature and scope of the Department of State and all responsibilities relating to their work area and duties; and they should be familiar with the regulations, policies, and procedures.
f. Skills, and Abilities

Incumbent must be very proficient with all Microsoft Office applications, especially MS-Outlook, MS-Word, MS-Excel and MS-PowerPoint.  Incumbent must be a self-starter and readily adaptive to frequent changes in duties and office locations within the Mission.
16. POSITION ELEMENTS

a. Supervision Received:

Works under the supervision of the Supervisory HR Assistant. Daily supervision may be provided by the Section Heads or the LE Staff Supervisor of the Section that the employee is assigned to.
b. Supervision Exercised:

N/A
c. Available Guidelines:

FAM and FAH & other guidance provided by the sections/offices.
d. Exercise of Judgment:

Must prioritize tasks and schedule priorities to ensure due dates are met. Understands the time constraints and relative importance of projects assigned and consistently meet expectations. Provide useful feedback to supervisors on a regular basis.

.
e. Authority to Make Commitments:

N/A
f. Nature, Level, and Purpose of Contacts:

      Most communication would be with the staff and heads of the section where s/he assigned to.

g. Time Expected to Reach Full Performance Level:

Twelve  months
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