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Basic Function of the Position:

The incumbent serves as the Staff Assistant to the Ambassador, closely monitoring and advising on
his/her schedule, establishing and maintaining a broad range of contacts with senior Sri Lankan
government figures, coordinating representational events, advising on protocol, monitoring and drafting
correspondence and internal briefing documents, and interpreting for the Front Office.

Major Duties and responsibilities:

= Closely monitor the Ambassador's schedule and advise the Executive Office, the Political Section
Chief, and other section and agency heads as appropriate on the background, protocol, and
political advisability of Ambassadorial meetings, in consultation with staff from other sections.

= Schedule appointments for the Ambassador and Deputy Chief of Mission (DCM)/Chargé d'Affaires
a.i. (CDA) with Sri Lankan President, Prime Minister, Cabinet Ministers, and Opposition Members,
Ministry Secretaries, high ranking government officials, high level academicians, religious and social
leader and other diplomats. Arrange courtesy calls/ appointments for visiting U.S. delegates with
Cabinet Ministers and high-ranking government officials in Sri Lanka and Maldives.

= Establish and maintain a broad range of contacts with Sri Lankan officials in the offices of the
President, Prime Minister and Cabinet Ministers; Members of Parliament, representatives of
various political parties; nongovernmental organizations; diplomatic missions; security forces; other
public and private sectors. Make direct contacts with high-ranking Sri Lankan and Maldivian
officials when required.

= Research for information to compile data using the services of contacts, though discreet calls, and
from other sources such as the daily newspaper and internet.

=  Working with embassy staff in Maldives, schedule appointments for Ambassador with the
Maldivian cabinet ministers, including the President, through their Foreign Office.

= Coordinate representational events in the Maldives with the assistance of the Maldivian Foreign
Ministry.

= Coordinate Ambassador's travel outside of Colombo, including drafting initial meeting
schedules/programs in consultation with heads of sections and arranging appointments with
provincial officials and contacts as needed. Incumbent will often be expected to travel with the
Ambassador, and will be responsible for arranging his/her own transportation to/from events both
in the city and for overnight travel.

=  Work closely with the Protocol Assistant to coordinate all representational events hosted by the
Chief of Mission or by the Charge' d' Affaires by preparing guest lists, sending out invitations,
follows up on acceptances and regrets. Draft and print invitations cards for representational events
hosted by Ambassador or the Deputy Chief of Mission. Incumbent is expected to attend
representational functions.

= Coordinate with other sections and agencies for any assistance needed with an official embassy
function.



Stay updated on Department of State protocol instructions and general references on international
protocol procedures, prevailing customs, etiquette, mores and political and social issues and
situations.

Sort incoming mails to the Ambassador's office, routing correspondences to appropriate officers for
action and, when necessary, following up to ensure that the correspondence received timely reply.
Maintain a chronological file of Sri Lankan and Maldivian incoming dip notes. Attend to normal
administrative work as assigned by the Front Office.

Draft and prepare first and third-person notes and other protocol related social and diplomatic
correspondences for the Ambassador. Draft correspondence, documents, reports, work-orders,
and other communications, including but not limited to cables, letters, etc.

As needed, draft and prepare background papers and talking points for the Ambassador and
DCM/Chargé d'Affaires a.i. (CDA), in coordination with other sections and agencies.

When requested, attend and take notes in meetings with the Ambassador and DCM/Chargé
d'Affaires a.i. (CDA).

Translate and interpret verbally and in writing for the Executive Office, with particular attention to
intended nuances.

The incumbent is responsible for the accurate and timely translation of documents from or to
English, Sinhala, and Tamil. Materials may be, but are not limited to, diplomatic correspondence,
laws and regulations, news articles, editorials, speeches, training materials, presentations, and
technical and/or financial reports. Provides daily translations of newspaper and internet articles as
assigned.



