
 

INTERAGENCY FOREIGN SERVICE NATIONAL 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. 

   KAMPALA STATE      
 

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED    

     AFTER THE “YES” BLOCK.        Yes        No 
 

 

4. REASON FOR SUBMISSION 

      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 

         

GENERAL SERVICE OFFICER ASSISTANT 

FP- 805 

 

 

FP 06 
       

 

 

b. Other 

         

                        

 

c. Proposed by Initiating Office 

         

                        

 

6. POST TITLE POSITION (if different from official title) 

   GENERAL SERVICES OFFICER ASSISTANT 

 

7. NAME OF EMPLOYEE 

  
 

8. OFFICE/SECTION 

    U.S.EMBASSY KAMPALA 

 

a. First Subdivision 

  MANAGEMENT OFFICE 
 

b. Second Subdivision 

   GENERAL SERVICES OFFICE 

 

c. Third Subdivision 

W/HOUSE, SHIPPING/HOUSING/MOTOR-POOL      

SECTION 
  

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. 

 

    SHANKAR RAO 

 
 

           

 

    JOHN KLIMOWSKI 

 
 
 

          
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 

 
Assists the General Services Officer (GSO) in all day-to-day operations and supervision of the LE staff assigned to the GSO 

section in efficiently running any of the following sections; Property/Supply, Motor pool, Customs & Shipping, and Housing .  

Reports directly to the GSO or the Assistant GSO and serves as acting GSO in the absence of the General Services Officer 

and the Assistant GSO.    

 

14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                                 % OF TIME 

PROPERTY MANAGEMENT:- Oversees the day to day property management operations (warehouse activities, overseeing 
the full range of duties relating to expendable and non-expendable property management, the inventory reconciliation 
process, arranging for non-expendable property auctions, and facilitating the house make-ready process during the arrivals 
and departures of American officers) and providing work guidance for over twenty five employees within the section.  Serve 



as the delegated accountable property officer with access to all aspects of the Web PASS inventory system.  Conduct 
regular spot checks on Property Management Supervisor, NXP Storekeeper, Receiving Clerks, NEPA Clerks, and EXP 
Storekeeper to ensure that inventory remains accurate at all times.  Take lead role in annual reconciliation process.  Advise 
on annual property purchases.  Plan, coordinate, and supervise all residential make readies in conjunction with Property and 
Facilities Maintenance staff.  Supervise preparation of USG cost estimates and assist in the selection of technically 
acceptable purchases from competing local vendors.  Work closely with the FMM in managing all make readies from start to 
completion to ensure cost effective, reliable, safe, and timely completion of make readies.  Work closely with Embassy 

Health and Safety Officer to ensure that there is a zero defect policy with compliance in the application of proper procedures 

for the treatment of vectors and the control and use of chemicals for removal of pests.                                                                                               

25% 

MOTOR POOL RESPONSIBILITIES: - Incumbent ensures that the Mission's motor pool fleet is well-maintained to ensure 
safe, efficient, and reliable transportation to all USG employees.  Responsible for updating Mission motor pool policy, gaining 
Agency Heads and Chief of Mission approval, and ensuring that all agencies are compliant.  Provide mentoring, guidance, 
and direction to the FSN Motor pool Supervisor ensuring proper management of staff and resources.  Review monthly 
vehicle data records and usage to ensure correct billing to various agencies/staff and to submit required monthly, quarterly, 
and annual reports.  In conjunction with Motor pool Supervisor and mechanics, assess fleet operation and condition and 
make recommendations for disposal of old vehicles and purchase of replacements.  Implement, monitor, and update as 

necessary the new FSN parking policy.               25% 

SHIPPING RESPONSIBILITIES: - Oversee airport expediting services, unpacking/packing of employees’ personal effects, 
customs clearance for all official and personal shipments, and diplomatic pouch clearances.  Monitor clearance process to 
determine when problems arise with MFA, URA, shipper, airport, or border to advise GSO on how to resolve.  Serve as 
Contracting Officer's Representative for Shipping Contract.  Serve as Coordinator for all vehicle and expediter requirements 
for VIP visits and official functions.  Assist GSO with all other logistical aspects in conjunction with visits and functions, 
including control/delegation room set up, hotel rooms, meal reservations, and party supply requirements.  Attend countdown 
meetings and advise Control Officer, AMB, DCM, and MO on visit/function requirements and GSO capabilities and 

resources.      25% 

LEASING RESPONSIBILITIES: - Guide Leasing staff in selecting appropriate residences for the housing pool.  Ensures that 
houses are in compliance with size, cost, lease, security, and safety regulations before recommending to GSO and housing 

board.  Serves as a non-voting member of the housing board.                                                                 25% 

                                                                                       

15.   QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE 

 

a. Education 

       Completion of a university degree liberal arts, business administration or sciences is required.  
 

b. Prior Work Experience 

Three years experience as a staff manager/supervisor is required.   

 

c. Post Entry Training 

On the job. 

 

d. Language Proficiency:  List both English and host country language(s) by level and specialization. 

Level IV English ability (good working knowledge) is required. 

 

e. Knowledge 

Must have a good working knowledge of Department of State or associated agency General Services and Facilities 

Maintenance regulations and procedures in general and detailed knowledge of those instructions and procedures which 

apply to the assigned tasks. 

 

f. Skills and Abilities 

Must be tactful, yet effective, in dealing with American personnel relative to inventories of household furnishings and 

equipment.  Must have advanced typing and computer skills, in particular those dealing with spreadsheets and data 



organization.  Must have the ability to learn complex USG database systems, such as WEBPass. 

 

16. POSITION ELEMENTS 

 

a. Supervision Received 

General Services Officer. 

 

b. Available Guidelines 

6 FAM, 14 FAM, 15 FAM.  Guidelines may not specifically apply to many situations and will have to be interpreted, 

requiring considerable judgment. 

 

c. Exercise of Judgment 

Must directly supervise the actions of 25 employees on a daily basis.  Must determine the allocation of millions of 

dollars of USG supplies and property.  The GSO must rely heavily upon the AGSO exercise of judgment as pertains 

to property, supply, make readies, and leasing.  The AGSO must be innovative and resourceful to get the job done 

and achieve results while at the same time assuring compliance with local and USG regulations and statutory 

provisions. 

 

d. Authority to Make Commitments 

Must determine whether or not property requests can be fulfilled per USG regulations and whether or not 

residences and residential leases conform to USG regulations. 

 

e. Nature, Level and Purpose of Contacts 

U.S. Direct Hire employees, FSN staff, outside contractors, vendors, service providers, and utility companies. 

 

f. Supervision Exercised 

Serves as the Manager for Warehouse employees (25), Leasing employees (03), Shipping employees (05), Motor 

pool (44) 

g. Time Required to Perform Full Range of Duties after Entry into the Position 

52 weeks. 
 

 

 

OF 298 (08-2001) 


