Narrative Statement Supplemental Form

Real Estate Assistant, FSN-08/FP-06 (Full Performance Level)
*Real Estate Assistant, FSN-07/FP-07 (Trainee Level)

Name:
Date:

INSTRUCTIONS:  Please use the right side column to explain in detail how you meet the qualification for this vacancy announcement.  This information will be used to determine if you meet the required qualifications for this position.  

	Qualification requirements
	
	My qualifications and how they meet the vacancy announcement requirements.

	
	
	

	College or University degree in Business, Business Administration, Commerce, Management, Accounting/Finance, Economics, Operations, Marketing, Architecture/Engineering, or Law is required.  
	
	


	
	
	

	Full Performance Level: Minimum two years of administrative experience is required. 
Trainee Level: One year of administrative experience is required.

	
	

	
	
	

	Level III (Good Working Knowledge) in written and spoken English is required. Level IV (Fluent) in written and spoken in Tajik or Russian, Level III (Good Working Knowledge) in written and spoken Russian or Tajik are required. Language proficiency will be tested.

	
	

	
	
	

	Ability to negotiate terms of leases, draft leases, recognize suitable design, interpret for American Offices on the meetings with landlords, and to tactfully resolve problems between the landlord and tenant, as well as deal diplomatically with the housing requests of American employees is required.  

	
	


	
	
	

	Attention to detail and the ability to be producing independently are required.
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	Good working knowledge of MS Word, Excel and Access as well as ability to work on the Internet collecting data about the local real estate marking and performing relevant research are required.


	
	



