
ANNOUNCEMENT NUMBER:  16-28 
POSITION TITLE: Non-Immigrant Visa (NIV) Assistant 
 
The U.S. Embassy Dushanbe is seeking an individual for a position of Non-Immigrant Visa (NIV) Assistant. Non-
Immigrant Visa (NIV) Assistant has primary responsibility for the daily processing of non-immigrant visas, with 
the help of one back-up. The incumbent is responsible for all non-routine and complex visa cases that arise at 
post, and is charge with communication between the Consular section and the public, business community, and 
government interlocutors. The NIV Assistant also serves as the primary consular cashier, and as a secondary 
Fraud Prevention Assistant and American Citizen Services Assistant. 
 
 
QUALIFICATIONS REQUIRED: 
 
1. EDUCATION: At least two (2) years of college or university study is required.   
 
2. EXPERIENCE: Minimum of two (2) years of work in administrative/government/para-legal area required. 
 
3. LANGUAGE: Level IV (Fluency) in written and spoken English and Russian is required. Level I (Rudimentary 
Knowledge) in spoken Tajik is required. Language proficiency will be tested. 
 
4. KNOWLEDGE: Thorough knowledge of Tajik culture and regions of the country is required. 
 
5. SKILLS AND ABILITIES: The ability to comprehend and apply U.S. visa and immigration law and Consular 
regulations and to communicate with all levels of staff. 
 
6. SKILLS AND ABILITIES: Translation skills are necessary to assist the adjudicating Consular officer during NIV 
interviews and some experience with computer programs and/or databases is needed. 
 

HOW TO APPLY:  Applicants must submit the following documents to be considered:    

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website 
http://dushanbe.usembassy.gov/job_opportunities.html or by contacting Human Resources.   

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 
degrees, etc.) 

WHERE TO APPLY: 
 
Human Resources Office   
Mailing Address:    #109 ‘A’ Ismoili Somoni Ave., U.S. Embassy Dushanbe 
FAX Number:     N/A 
E-mail Address:    Dushanbe_Jobs@state.gov  
 
The deadline for application is July 29, 2016 
  
Applications and documents presented become the property of the Embassy and will not be returned. 
Successful candidates, who meet the criteria for this position, will be called and invited for an interview. 
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