Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 044 Date: September 4, 2014
TO: ALL MISSION PERSONNEL
FROM: MAURA PELLET- HUMAN RESOURCES OFFICER

SUBJECT: CHAUFFEUR

Employees are invited to apply for this position or refer qualified and eligible candidates
to the Embassy Human Resources Office. Application procedure is outlined at the end of
this notice. Questions should be directed to the Human Resources Office.

POSITION TITLE: Chauffeur

OPEN TO: ALL INTERESTED CANDIDATES

GRADE LEVEL: FSN-03, FP-BB* (FULL PERFORMANCE
LEVEL)

WORK HOURS: Full Time, 40 hours per week

POSITION TYPE: PERMANENT

OFFICE LOCATION: General Services Office/Motor Pool

OPENING DATE: Immediate

DEADLINE: September 18, 2014 at 6 P.M. Kyiv Time

*FP-BB is subject for confirmation with Washington.



BASIC FUNCTION OF POSITION:

Serves as a chauffeur to transport Embassy personnel and provide courier service in
support of Mission requirements. May drive a bus or light armored vehicle as necessary.

MAJOR DUTIES AND RESPONSIBILITIES:

> Serves as a chauffeur to transport Embassy personnel, official visitors or
documents within the city and environs. Choosing the safest and shortest
itinerary. Accompanies official visitors to and from airport and train station to
facilitate their entry/exit. 75%

» Maintains assigned vehicle in clean and serviceable condition. Determines the
level of technical problem and reports any preventive maintenance needs, and
other issues to the Motor Pool supervisor. 10%

> Files daily vehicle usage reports and conducts daily maintenance checks of
assigned vehicle. 10%

» Performs other related duties as directed. 5%

REQUIRED QUALIFICATIONS:

EDUCATION:

» Completion of secondary school is required.

PRIOR WORK EXPERIENCE:

» Chauffeurs shall have a minimum of two years experience as a chauffer or two
years experience as a driver in commerce, public transportation, or similar
backgrounds. Incidental operators shall have had a driver’s license for a minimum
of 5 years.

LANGUAGE PROFICIENCY:

» Level Il (limited knowledge) English is required. Level 11l (good
working knowledge) Ukrainian and Russian are required.



JOB KNOWLEDGE:

» Basic technical knowledge of automotive systems and mechanisms. Thorough
knowledge of local traffic law. Must be knowledgeable of city streets and traffic
patterns, locations of major buildings, organizations, and government offices; of
vehicle maintenance procedures. Good knowledge of Post instructions on motor
pool operation (oral or written). Basic knowledge of Mission
structure/subordination.

SKILLS AND ABILITIES:

» Must possess valid Driver license (B, C, D). Ability to drive GOV (including
LAVs, vans and SUVs). Must be in a good health condition in order to obtain
medical certification. Must be able to deliver passengers/materials in a timely and
safe manner, proving good customer service and support.

APPLICATION AND SELECTION PROCESS:

v Effective August 1, 2010 Office of Overseas Employment announced new Universal
Application for Employment (DS-174) as a mandatory application for any locally
recruited positions. To apply for this position all interested candidates should fill out the
DS-174 and submit it to the Embassy Human Resources Office by September 18, 2014.
The new DS-174 is available on the official U.S. Embassy website under the
Employment Opportunities section: http://ukraine.usembassy.gov/job-
opportunities.html.

Universal Application for Employment (DS-174) can be filled out electronically, but
still must be printed, signed and emailed to: KyivHR@state.gov or faxed to: 521-
5155,

Note: Only those applications that are received in the Human Resources
Office before the closing date will be eligible for consideration. Any
application package that doesn’t include the UAE (DS-174) will be
considered incomplete and will not receive further consideration for
recruitment.
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ADDITIONAL SELECTION CRITERIA:

Management will consider nepotism/conflict of interest, budget, and residency
status in determining successful candidacy.

Current employees serving a probationary period are not eligible to apply for
this position.

Current Ordinarily Resident employees with an Overall Summary Rating of
Needs Improvement or Unsatisfactory on their most recent Employee
Performance Report are not eligible to apply.

US Citizen EFMs who are currently employed under Family Member
Appointment (FMA) must work for 90 calendar days in their current position
before being able to apply for advertised position.

US Citizen EFMs and NORs who are currently employed under Personal
Services Agreement (PSA) must work for 90 calendar days in their current
position before being able to apply for advertised position.

U.S. Veterans and U.S. Citizen EFMs will be given preference in hiring over
other equally qualified candidates in accordance with Section 301 (c) of the
Foreign Service Act of 1980. Candidates who claim U.S. Veterans hiring
preference must provide a copy of their Form DD-214 with their application.
Candidates who claim U.S. Citizen EFMs hiring preference should indicate their
EFM status in the application form.

Only those applicants who are selected for the interviews will be contacted.

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT

The U.S. Mission in Kyiv provides equal opportunity and fair and equitable treatment in
employment to all people without regard to race, color, religion, sex, national origin, age,
disability, political affiliation, marital status, or sexual orientation. The Department of
State also strives to achieve equal employment opportunity in all personnel operations
through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been
denied equal opportunity based upon marital status or political affiliation. Individuals
with such complaints should avail themselves of the appropriate grievance procedures,
remedies for prohibited personnel practices, and/or courts for relief.

CLEARED: JHenry/GSO.



Kopomxkuii nepexnad ocnosHux nocadosux 0608's3Ki6 yKpaiHcbKoo Mo80io

HA3BA IIOCAJIA: BOJIN

T'PA®PIK POBOTH: MOCTIMHUN

OCHOBHI ITOCATOBI ObOBSI3KHW:

[IpariBHUK BiJIIOBiAa€ 3a TEPEBE3EHHS CITIBPOOITHUKIB MOCOJBCTBA Ta BUKOHAHHS
000B’sI3KiB Kyp’€pa y BiIMOBIIHOCTI O BHYTPIIIHIX BHMOT LIOJ0 HAJAHHS MOCTYT. Y
pa3i  HEOOXITHOCTI TMpalliBHUK Kepye aBToOycoM abo JIeTKUM OpOHbOBaHUM
aBTOMOO1IIEM.

Boxiii Hamae mocimyrd 3 TPaHCHOPTYBAaHHS IIEPCOHATY IMOCOJBCTBA, OMIMiHMX
BIJIBilyBauiB Ta JOKYMEHTIB y MeXax Ta I[03a MeXaMH MicTa, OOHparoyu
HaiiOe3nevyHimmii Ta HaWKopoTmuii MapmpyT. Jlo 00OB’S3KiB BOJIS TaKOX BXOIAThH
3yCTpiu Ta CYyIpOBOKEHHS O(illifHIX BiJIBilyBadiB MOCOJILCTBA A0/ a00 3 aeporopry Ta
3aJII3HUYHOTO BOK3QJIy 3 METOO MOJICTIICHHS IIPOIEAYPH MPHUI3Ty/Bia i311y.

Bogiit o0ciyroBye 3akpirjieHHid 32 HUM TPaHCIIOPTHUH 3aci0, 3a0e3nedye Horo oxaitHuit
CTaH Ta MPHUIATHICTH O BUKOPHCTAaHHSI. BU3Hadae CyTHICTH TexHIUHOI mpoOiemMu Ta

MOBIAOMJISIE KEpIBHHKA AaBTOMOOUIBHOTO TMapKy IMpo Oyab-Ky HEOOXiIHICTh Y
TEXHIYHOMY OOCIIYyTOBYBaHHI Ta MMPO 1HII TUTAHHS.

3anoBHIOE MIOJICHHI 3BITH 110/10 BUKOPUCTAHHS aBTOMOOUIS Ta MPOBOAMTH IIOJACHHY
TEXHIYHY MEePEBIPKY 3aKPIIICHOTO 32 HUM TPAHCIIOPTHOTO 3ac00Yy.

BuxonaHHd 1HIIHX 3aBJaHb, IO MOXYTb BUHUKHYTH.

OCHOBHI BUMOI'H:

e ATecTaT Ipo CepeIHIO OCBITY;

e 1OCBiqUeHHS Boxis kateropii B, C, D;

e [puHAIMHI 2 pPOKM JOCBIJly KE€pPYBaHHS TPAHCHOPTHUM 3aco0oMm abo 2 poku
JI0CB1ly pOOOTH y SIKOCTI BOJAISI KOMEPLIHHOTO, TPOMAJChKOTO TPAHCIOPTY YU
iHmoro moxidHoro mocBimy. Bomii, mo kepyroTh aBTOMOOLIEM dYac BiA yacy,
MMOBUHHI MaTH MOCBIYEHHS HE MEHII, HIK 5 POKIiB;

e 3arajibHI TEXHIYHI 3HAHHS aBTOMOOLIIB Ta MEXaHI3MIB;

® 3HaHHA Ta JOTPUMAaHHS PABUI JOPOKHBOTO PYXY;

e BiJbHE BOJIOAIHHS YKpPAiHChKOIO a00 pOCICbKOI0 MOBaMH, MOYAaTKOBUH pIBEHBb
BOJOJIHHS aHTIIIHCHKOIO.

BUMOI'M 1O ITOJAYI JTOKYMEHTIB:

Bci kaHaMIaTH Ha BaKaHCIIO MAlOTh HAJICIAaTH aHKETY Ha MpaleBiIamTyBanHs (popma
DS-174) B TToconbctBo CIIA Ha enextponny nomry: KyivHR@state.gov, a6o mo
¢akcy: 044-521-5155. AHkera Mae OyTH 3alIOBHEHA YKPATHCHKOI0 200 aHIIiliCbKOI0
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MOBOR. 32 Oa)XaHHAM KaHAUJAT MOKE JI0/IaTH JI0 aHKETH CBOE pe3loMe Ta 1HIII
CYIIPOBODKYIOUYH TIOKYMEHTH. AHKETYy Ha mpanesnamryBants (DS-174) ta moBHUI TEKCT
OTOJIONIEHHS aHTJIIMCHKOI0 MOBOIO MOYKHA 3HAWTH Ha odimiitHoMY caiiTi [ToconmbcTBa
CHIA y po3aini Bakancii (Job Opportunities): http://ukraine.usembassy.gov/job-
opportunities.html. KinneBuii Tepmin mogaui anker Ha Bakancito 18 Bepecus, 2014
BKJIIOYHO. AHKeETH, siKi 0yayTh oTpuMaHi nicisi 18 Bepecnsi, 2014 posrasigaTucs He
OyayTh!
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