
BASIC FUNCTION OF POSITION    
 
The incumbent performs complex, sensitive and highly varied work pertaining to Non-Immigrant 
Visa (NIV) services in the world’s 14th highest volume post. Duties include prescreening NIV 
applications, printing and pasting visas, providing NIV information to the public, and interpreting 
for American Officers at the time of visa interview. The incumbent drafts cables and organizes 
evidence and drafts memoranda intended for use by U.S. Citizenship and Immigration services 
to research H-1B and L-1 visa cases. The incumbent analyses and verifies documents 
submitted in connection with visa petitions and/or applications which may indicate fraud and 
tracks cases through a computerized system. The incumbent accepts cases from officers; works 
with them to write legal memos, coordinates with all posts in mission India for maintaining the 
appointment schedule and with the Visa Application Centre for all Global Support Strategy 
(GSS) related issues. Performs various portfolio duties assigned regularly on a rotational basis. 
The incumbent will be cross-trained to perform American Citizens Service (ACS) functions and 
Consular Information Unit (CIU) functions. 

 










