Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 050 Date: September 26, 2014
TO: ALL MISSION PERSONNEL
FROM: MAURA PELLET - HUMAN RESOURCES OFFICER

SUBJECT: GUARD, REGIONAL SECURITY OFFICE

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: GUARDS (multiple positions)

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: Regional Security Office/Local Guard Force
OPENING DATE: Immediate

DEADLINE: October 14, 2014 at 6 P.M. Kyiv Time

*FP —BB is subject for confirmation with Washington.

IMPORTANT ELIGIBILITY NOTE:

ALL US. CITIZEN, WHO ARE ORDINARILY RESIDENTS IN UKRAINE AND THIRD
COUNTRY NATIONAL APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMIT
TO BE ELIGIBLE FOR CONSIDERATION. SUCH APPLICANTS ARE REQUESTED TO
ATTACH COPY OF THEIR RESIDENCY PERMIT TO THE APPLICATION.



BASIC FUNCTION OF POSITION:

Performs guard services to safeguard U.S. Government property and personnel under
direct supervision of guard supervisor. The incumbent is expected to be able to work
independently with little direct guidance at his/her post. The incumbent is expected to
make independent decisions within the scope of their Guard Post orders.

MAJOR DUTIES AND RESPONSIBILITIES:

Guarding and reporting 50%

e Perform routine guard duties on a rotating shift schedule at a stationary post or
roving post as directed by supervisor.

e Provide access and perimeter control to U.S. Government facilities.

e Provide protection to personnel and property within and immediately adjacent to
U.S. Government facilities.

e Look for and identify potential hazards and threats to USG property and personnel
and orally report them to his/her supervisor or senior personnel.

e Responsible for knowing all FSN 3 Post specific orders.

e Report on situation at Post to Supervisor or Senior Guard every hour during non-
business hours. Remains at post until proper relief arrives or is relieved by Shift
Supervisor.

e Provide relief to other posts, when required.

e Maintain order at the assigned Post.

e Stay constantly alert for criminal or terrorist surveillance directed at the Embassy
or personnel. Reports any pedestrian or vehicular surveillance (including photo
and video recording, etc.) to Senior Guard and/or Shift Supervisor.

e Patrol the Embassy Compound or assigned U.S. Government facility.

e Report to Shift Supervisor or Senior Guard when unauthorized vehicles or
individuals seek access to the compound.

e Prepare Incident Reports in Ukrainian or Russian.

e Answer phone and prepares simple paperwork at the request of the Senior Guard
or Shift Supervisor.

e Guard offsite locations and reports status as per Post orders to Shift Supervisor.

Access control 45%

As directed by LGF supervisor or senior guard at his/her Post, FSN 3 Guard will perform
the following duties as appropriate at assigned Post:

e Maintain the gate in closed position except when properly signaled to open for
vehicles entering or exiting. Visually identify vehicle as approved for access
before signaling to open the gate.

e Inspect vehicle; check identification card of each occupant of the vehicle; and
conduct explosive residue check using special security equipment.



e Enter required information in the Post Log in accordance with Post and/or
General Orders.

e Maintain order at the assigned duty location.

e Inspect identification documents of all visitors and ensure that each visitor has
been authorized to enter the compound.

e Inspect the contents of purses, briefcases or other containers belonging to
visitors with X-ray machine and ITMS.

e Check visitors with special security equipment (Walk-Through Metal Detector
(WTMD), Handheld Metal Detector (HMD), and Itemizer (ITMS).

e Deny access to unauthorized persons attempting to gain access to the Embassy
or other U.S. Government facility by using the minimum amount of force
required to prevent entry. If assistance is necessary, contact the Shift
Supervisor or a member of the local police authority.

e Observe the perimeter of the compound to ensure that no one penetrates the
perimeter or throws any objects over the wall.

e Keep in contact with Senior Guard or supervisor as appropriate for assigned
Post.

e Survey for any suspicious activity around his/her post and report it to the Shift
Supervisor or Senior Guard.

e Request visitor to leave his/her ID (passport or driver’s license) and retain it
until visitor’s departure.

e Enter visitor’s personal data in the Visitors Logbook.

e Issue a Visitors’ Badge for escorted access.

e Ensure that visitors are escorted by an USG employee. Visually identify
vehicles as approved for access before opening the gate.

e Allows access to individuals or vehicles upon approval from the Shift
Supervisor, RSO/DRSO/ARSO.

e Screens all authorized incoming mail and packages; accepts and writes the
information in appropriate Post Log.

e Constantly conducts surveillance of the area visible by cameras, remaining
alert to problems or disturbances.

e In the event of disturbance, immediately locks down all doors, reports to
Senior Guard or Shift Supervisor and waits for the further instructions.

e Operate electronic controls to the hard-line doors and gates.

Other duties as assigned by the Shift Supervisor, the RSO or ARSO. 5%

REQUIRED QUALIFICATIONS:

EDUCATION:
Completion of secondary school is required.

WORK EXPERIENCE:
Six month of prior work experience is required.




LANGUAGE:

Level 1l (limited knowledge) of English; level 111 (good working knowledge) of Russian
or Ukrainian are required.

KNOWLEDGE:

Good working knowledge of Local Guard Orders, thorough knowledge of the senior U.S.
Embassy and MSG personnel, good working knowledge of chain of command, good
working knowledge of operating manuals for security equipment.

SKILLS AND ABILITIES:

Ability to physically and mentally react and respond to emergency situations.
Ability to follow instructions.

Ability to concentrate and maintain high level of attention.

Strong observation skills.

Ability to be tactful and polite with general public and coworkers.

Ability to operate standard security equipment.

Ability to obtain medical certification.

Ability to stand or walk for long hours both inside and outside in various types
of weather.

e Ability to prepare a factual security incident report in native language.

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 in UKRAINIAN OR ENGLISH and submit it to the Embassy Human
Resources Office by COB October 14, 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 and
emailed to: KyivHR@state.gov or faxed to: 521-51-55.

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 complete DS-174 will be
considered incomplete and will not receive further consideration for
recruitment.

ADDITIONAL SELECTION CRITERIA:

= Actual hiring for this job is subject to funds availability and should be
confirmed by an appropriate bureau before a job offer is made.

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


http://ukraine.usembassy.gov/job-opportunities.html
mailto:KyivHR@state.gov

= 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.

= All qualified EFM candidates will be interviewed by the Post Employment
Committee and the hiring office. The PEC selects the candidate for the position
and conveys that selection to the Front Office for concurrence.

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: LScott - RSO (by e-mail)



Ilepexnao ocnoenux nocadosux 0606'a3Kie yKpaincbKow mo6oo

HA3BA INOCA/IM: OXOPOHEILDb

I'PA®IK POBOTH: 110 3MIHAX

OCHOBHI NOCAJIOBI OBOB’A3KH:

[IpaniBHUK BHKOHY€E MOBHHI CIIEKTP OOOB’S3KIB OXOPOHIIS Ui TapaHTyBaHHS O€3MeKH
MmaitHa [locosmbcTBa Ta Horo mepcoHanmy. OOOB’SI3KOM OXOpOHI € IaTpyJIFOBAaHHS
3aKpIIUIEHUX 32 HUM JUITHOK. OXOpOHEIb MOBHHEH MOCTIHHO OyTH NHIBHHM Ta
MPOBOAMTH PO3CIITyBaHHS CKapr, MOpYIIeHb, HECTAHAAPTHUX Ta MiAO3PLIMX 0OCTaBHH.
OxopoHels MOBUHEH BMITH BU3HAYATH HAA3BUYANHI CUTYyaIlii Ta BXKUBATH BiIMOBIIHI dil
B 3aJIGKHOCTI Bijl XapakTepy BHIQJKy Ta y BIAMOBIAHOCTI A0 iHCTpYKIiH. [IpamiBHUK
Ma€ HEraiHO MOBIIOMISATH TPO Oyab-siKi HECTaHIApTHI OOCTaBMHM/CUTYAILlli CBOEMY
KepIBHUKY 4M cTapmoMmy 3MiHH. OXOpoHelb, KOPHUCTYIOUHCh  CIIELiaJbHUM
o0JlaHaHHSAM, BUKOHY€E BCi BHJIM TEpEBIPKH Bi/IBilyBauiB Ta aBTOMOOLTIB MepIl, HiX
no3BoauTH B’i3n  Ha Tteputopito I[locombcTBa.  OXOpoHELb J103BOJISIE  JIOCTYII
TPAHCIOPTHOTO 3aco0y Ha TEPHUTOPII0 TUIBKU MICAS HOro MepeBipKH, MEepeBipKH
MOCBITYEHHSI 0COOM BOJISA Ta BCIX MacaXMPiB TPAHCHOPTHOTO 3acoly, a TaKOXK IiCIIs
OTpPUMaHHS HETATUBHUX PE3YJIbTATIB TECTYy Ha BUOYXOBI pEUOBUHH.

Jlo 000B’sI3KiB OXOpOHIST BXOJHWTH BHEceHHS iH(opmarnii B cuctemy Post Log y
BIJIMOBITHOCTI JI0 3arajibHUX 1HCTPYKIiA. OXOpOHEIh TOBUHEH 3BEPTATH yBary Ha ocio,
MOBEiHKA SIKUX CBIJUUTH MPO TE, IO BOHU BEAYTh CIIOCTEPEIKEHHS 32 TEPUTOPIEIO
[ToconbcTBa Ta ioro mepcoHanoM. Skmio (akT BeJeHHs criocTepekeHHs 3adiKCOBaHO,
OXOPOHIIIO CJIiJT HEraifHO MOBIAOMUTH TIPO 1€ CTAPIIOTO 3MiHM Ta MOPCHKHUX IMiXOTHHIIIB
Ha nocty Nel. OXOpoHelb He MOBHHEH 3aJMIIATH CBii MOCT 10 3aBEPIICHHS 3MIiHH JI0
TOTO 4Yacy, SK He oTpuMmae Ha I J03Bi1. OOOB’S3KOBHM € IUIAHOBUW BUXiJ] Ha
paio3B's130K 3 MOPCHKUMH MIXOTHHIIIMU Ha 1ocTy Ne 1 uu 31 crapimmm 3MiHH.

OCHOBHI BUMOI'M HA ITIOCANLY:

e ArecTaT Ipo CEepeHIO OCBITY;

e 6 MicALiB A0CBiAy poOoTH;

e BinbHe BOJOMIHHS YKpPAiHCHKOIO UM POCIHCHKOI0 MOBAMHM, MOYATKOBHH pIBEHb
BOJIONIHHS aHTIIHCHKOIO;

HABHWYKH TA 3TIBHOCTI KAHANJIATIB:

OxopoHenp MoBUHEH OyTH y rapHiil ¢i3uuHiid Gopmi, 100 pearyBaTH Ha HaJ3BHYaliHI
CUTYyallii, a TaKOX JJIsl TPUBAJOro repedyBaHHS HAa HOTaxX BCEPEIUHI MPUMIIIEHHS Ta
HaJBOpi 3a Oynp SKMX TMOTOAHUX YMOB. OXOpOHEIb TOBHHEH JOTPUMYBATHCS
IHCTPYKIIH, CYMJIIIHHO BHKOHYBAaTH CBOI OOOB’SI3KHM, MpAaIfOBaTH 3a BCTAHOBICHUM
rpadgikoM Ta HE MPOMyCcKaTH poOOTy 0e3 MmoBaKHUX MpuyuH. [loBUHEH OyTH TaKTOBHUM



Ta BBIWIMBUM 3 BiJ[BlllyBauyaM{ Ta KOJIETAMH; MOBUHEH BMITH TPOBOIUTH TEPEBIPKY
BiJIBIyBadiB Ta aBTOMOOLIIB, 10 B'DKKAIOTh HA TEPUTOPIIO; TOBUHEH BMITH MPALIOBATH
31 CTaHmApTHUM OOJaTHAHHSM JUISl TEPEBIPKMA Ta TIOBUHEH MPOUTH 3arajibHy MEIUYHY
npodeciiiHy mepeBipky. BMmiTu ckiiagaTv 3BiTH YKPaiHCHKOIO YM POCIHCHKOIO MOBaMU
PO 1HIMICHTH.

BUMOI' 10 INIOJAYI TOKYMEHTIB:

3aiikaBJeH1 KaHAWJaTU [IOBUHHI 3aIIOBHUTH AHKETY KaHJUJaTa Ha IpaleBIallTyBaHHs
(DS-174) ra nanicnatu ii no Bigniny kaapiB [ToconsctBa CIILIA. Ankery DS-174 moxxHa
3HalTH Ha oiuiiHii cTopinui [loconberBa y po3ain «BakaHciin:
http://ukraine.usembassy.gov/job-opportunities.html. He mixnucani aHkeTH, aHKeTH
0e3 1aTH Ta aHKeTH, 1110 3alI0BHEeHI o/1iBLeM, NpuiiMaTucs He Oya1yTh. AHKETa Ha
npanesnamtyBanHs (DS-174) moxxe OyTu 3armoBHEHa €IEKTPOHHO, ajie TOBUHHA OyTH
pO3IpyKOBaHa, MiAMMCcaHa Ta BiAMPaBIeHA Ha aIpecy €JICKTPOHHOI MOIITH
KyivHR@state.qov a6o naaiciana o ¢akcy: 521-51-55. Ankern Hagicaani mizHinme
18:00 ronuuu 14 sxoTHs 2014 po3rasaaTucs He OyayTh.
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