	

	INTERAGENCY POST 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   
[bookmark: Check1]     AFTER THE “YES” BLOCK.       |_| Yes       |_| No


	
4. REASON FOR SUBMISSION
    |X|  a. Reclassification of duties:  This position replaces


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

	    |_|  b. New Position

    |_|  c. Other (explain)    

	
5. CLASSIFICATION ACTION
	
Position Title and Series Code
	
Grade
	
Initials
	Date
(mm-dd-yy)

	
a. Post Classification Authority
   
	Travel and Transportation Clerk/Expeditor
	FSN-6
	
	
1/6/16

	
b. Other
        
	     
	     
	     
	     

	
c. Proposed by Initiating Office
   GSO
	
	     
	     
	     

	
6. POST TITLE POSITION (if different from official title)
    
	
7. NAME OF EMPLOYEE


	
8. MISSION/SECTION
   US EMBASSY
	
a. First Subdivision
Management Section

	
b. Second Subdivision
    GSO Office
	
c. Third Subdivision
Travel and Transportation Unit   

	
	

	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 Local 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 the 
     position, and I certify that it has been classified in accordance    
     with appropriate 3 FAH-2 standards.

	

    
	


	

     
	


    

	Typed Name and Signature of American Supervisor
	Date(mm-dd-yy)
	Typed Name and Signature of Human Resources Officer
	Date(mm-dd-yy)

	13. BASIC FUNCTION OF POSITION

Expedites the customs clearance and other host government approvals of incoming and outgoing shipments of household and personal effects and other property of  U.S. personnel. Expedites travelers arriving and departing from Ulaanbaatar. Prepares documentation and other paperwork in  for U.S. personnel assigned to post and for official and VIP visitors. Prepares Official Diplomatic correspondence between Embassy and MFA for preparing new Official and Personal Vehicles for registration and licensing within Host country.
Prepares and expedites the processing and approval of customs exemptions and other permits for specialized items such as automobiles, firearms, cameras, liquor, cigarettes and etc. Handles lost luggage issues. Prepares express items for special mailing services and is POC for the section on express mail services. 
Works as part of the Transportation and Travel team, filling in behind other team members as needed. Familiar with basic duties of each position on the team.


14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                                % OF TIME

Working from instructions received from GSO Assistant, prepares documents, letters, memos, and other paperwork related to incoming and outgoing Personal and U.S. Government property, and the associated customs clearances of these shipments.  Reviews BPA invoices (under $500) submitted by shipping, packing, and transportation companies against authorizing documents. Types, and in some cases drafts general correspondence and reports, shipping, travel and customs clearance documents and other paper work, keeps records, and performs miscellaneous clerical work including filing and keeping records up to date, both paper and electronic files. Prepares and files Diplomatic Notes for registration of both Government and Privately owned vehicles.

Prepares and expedites the processing and approval of customs exemptions and other permits for specialized items such as automobiles, firearms, cameras, liquor, cigarettes and etc. Drives an official U.S. Government vehicle in order to complete duties. Prepares travel authorizations (TAs), GTRs, GBLs and other forms of travel and transportation documentation, form letters, and standardized types of forms, memoranda and letters and other materials.		                                                                         
Is primary expeditor for visitors to Ulaanbaatar, assisting with preparation of cost estimates for all agencies, accompanying control officer to airport to ensure smooth arrivals and departures. Primary support to Control Officers in all visits for travel, transport, lodging, and other logistics.               
70% OF TIME
[bookmark: _GoBack]Is Primary contact for the T&T team on Pet Shipping. Familiar with all pet shipping regulations on all carriers into and out of the Host country. Is able to explain in simple terms to travelers the processes, policies, documents and costs required to bring animals into or out of the country. Supports official visitors with clearing and expediting equipment, props, and any other items required as part of their official visit. Communicates with visitors about expediting and transportation of items sufficiently clearly and early enough to prevent emergencies. Also supports Temperature-controlled shipments such as vaccines, medical supplies, etc. ensuring prompt and secure receipt of perishable items.
                                               15% OF TIME
 Handles lost baggage issues for travelers and is main point of contact for arranging express mail services for embassy personnel. Assists in completion of documents and sending the express mails. Responsible for sending and receiving classified diplomatic pouch (in/out bound) at the airport, cargo and container terminals with the IRM team
10% OF TIME
Back up to Travel Assistant and Travel Clerk, GTM for T&T contracts for shuttle buses and packing and crating.
5% OF TIME
15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education:
         Successful completion of at least two years of university education. (Degree not required.) 

b. Prior Work Experience:

         At least 2 years of general office work, in a professional setting. 
And           At least 2 years experience in packing, shipping, crating, transportation, or travel as may be experienced in an airport, cargo transport,                                                                                                            	packing/shipping company, import/export of goods, customs office, brokers, professional quarantine, or similar related industry.

c. Post Entry Training:

E-2 solutions, Ariba, ILMS, T-Lite, FMIS, Travel Policy and Regulations training, Customer Services Training
State shipping training

d. Language Proficiency:   Level III (good working knowledge) English and Mongolian are required.

e. Job Knowledge:
A general knowledge of the DoS and DoD regulations governing the preparation of documentation and other paper work for the shipment of private and U.S. Government property. A good knowledge of these regulations which pertain to requesting customs exemptions. An excellent knowledge of the host government regulations on customs exceptions. Good working knowledge of the various transportation companies and facilities in Mongolia. Familiarity with the various packing, shipping, crating, transportation companies and government offices of customs, border control, quarantine, etc. 

f. Skills, and Abilities:
Computer use, ability to use and understand basic algebra and advanced arithmetic.  
Requires a valid driver's license for passenger vehicles and light trucks (classes B and C) (DL required to apply for position)
Extensive experience in use of spreadsheets and word processing software or other widely used general software packages that are specific to the job.  

16. POSITION ELEMENTS

a. Supervision Received:
         Supervision received directly from GSO Assistant, in charge of travel & transportation office.

b. Supervision Exercised:
         n/a

c. Available Guidelines:
        14FAM 500, 14FAM 600, 14FAM 700, 

d. Exercise of Judgment: 
     Uses sound judgment in addressing errors by government officials, so as not to disrupt long-term relationships. Uses judgment to make decisions in areas where clear guidance may be lacking. 

e. Authority to Make Commitments:
         none

f. Nature, Level, and Purpose of Contacts:
Direct contacts with counterpart employees of private companies who provide services to the Embassy. Direct contacts with counterpart employees of the Customs Bureau, transit lines, Border Patrol, and transportation companies. Must be able to develop positive working relationship in order to get information on a regular basis, and to be able to determine causes of delays and develop solutions to issues that may arise.

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