Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 051 Date: September 29, 2014
TO: ALL MISSION PERSONNEL
FROM: MAURA PELLET - HUMAN RESOURCES OFFICER

SUBJECT: TEMPORARY WAREHOUSEMAN

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: Warehouseman

OPEN TO: ALL INTERESTED CANDIDATES

GRADE LEVEL.: FSN-02, FP-CC* (FULL PERFORMANCE LEVEL)
WORK HOURS: Full Time, 40 hours per week

POSITION TYPE: TEMPORARY (NOT TO EXCEED ONE YEAR)
OFFICE LOCATION: General Services Office

OPENING DATE: Immediate

LENGTH OF EMPLOYMENT: 6 months (with possible extension up to 1 year)

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

*FP-CC is subject for confirmation with Washington.

IMPORTANT NOTE:

ALL ORDINARILY RESIDENT U.S. CITIZEN AND THIRD COUNTRY NATIONAL
APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMIT TO BE ELIGIBLE FOR
CONSIDERATION AND ARE REQUESTED TO ATTACH COPY OF THEIR RESIDENCY
PERMIT TO THE APPLICATION.



BASIC FUNCTION OF POSITION:

The incumbent serves as a warehouseman to support Embassy operation.

MAJOR DUTIES AND RESPONSIBILITIES:

Deliveries: 40%
Delivers furniture, household appliances, office equipment and expandable supplies
to/from the Embassy locations and official residences. Sets up furniture and household
appliances at locations requested, performing minor furniture assembling/disassembling.

Warehousing: 25%
The incumbent is responsible for loading, unloading, and moving non-expendable and
expendable supplies, furniture, appliances and equipment from delivery trucks to
appropriate warehouse locations using forklift truck or other equipment. Ensures that
items are properly stored so that no safety or fire hazards exist. Keeps storage areas
clean.

Driving: 20%
Drives warehouse delivery vehicles safely in accordance with USG regulations. Ensures
that all items are protectively wrapped and secure before sealing the vehicle. Maintains
assigned vehicle in clean and serviceable condition. Files daily vehicle usage reports and
conducts daily maintenance checks of assigned vehicle.

Inventory: 10%
Assists in conducting inventories for non-expendable supplies.

Other duties: 5%
Performs other duties as may be assigned.

QUALIFICATIONS REQUIRED FOR EFECTIVE PERFORMANCE:

EDUCATION:
Completion of secondary school is required.

PRIOR WORK EXPERIENCE:
Six months to one-year warehouseman experience or an equivalent combination of
laborer is required.

LANGUAGE PROFICIENCY:

Level Il (limited knowledge) in English, Level Il (limited knowledge) in Russian or
Ukrainian.




SKILLS AND ABILITIES:

Must have valid driver’s license B category. Must be able to perform moderately heavy
work, and make heavy lifts at times. Must be able to operate forklift truck and other
supply handling equipment. Must have some mechanical knowledge and ability.

JOB KNOWLEDGE:
Must have to learn locations of various types of supply items and property items, and to
learn to recognize items by sight and from oral descriptions.

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 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) should be completed in English,
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. Due to the high volume of applications received, only
shortlisted candidates will be contacted by HR.

ADDITIONAL SELECTION CRITERIA:
e Management will consider nepotism/conflict of interest, budget, and residency

status in determining successful candidacy.

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

e 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.

e 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.

e 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.

e 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.



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

Candidates who claim U.S. Citizen EFMs hiring preference should indicate their
EFM status in the application form.

e 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: ALanspeary — A/GSO (by e-mail)



Kopomxkuii nepexnad ochogHux nocadosux 0006'a3Kié YyKpaiHCbKo MOG0I0

HA3BA ITOCAJIM: ITPAIIIBHUK HA CKJIAAI
(TUMYACOBA ITOCAJIA HA TEPMIH BIJ 6 MICSALIB 10 1 POKY)

I'PA®IK POBOTH: MIOCTIMHUMN

OCHOBHI NOCAZ1IOBI OBOBA3KH:

[IpaniBHUK BIAIOBiIA€ 32 3aBaHTAKCHHS, PO3BAHTAXKEHHS Ta NepEBE3CHHS/TIEPEMIILICHHS
MarepianiB, MeOmiB, oOJaJHAaHHS 3/Ha BaHTa)XHY MAalIMHY/CKJIaJ 3 BUKOPUCTAHHIM
pO3BaHTakyBaya a0o 1HIIOTO PO3BAHTAXKYBAJIBHOIO 00JIaJHAHHS; BiJIOBIJIA€ 32 HAJICIKHE
30epekeHHsl MarepialliB, IepeBipsie BIANOBIIHICTE yYMOB 30epiraHHs, BIANOBIJAE 3a
Oe3neky 30epeXeHHs MailHa Ta MepeBipKy MpPOTHUIIOKEXKHOI Oe3meku Ha ckiami.  [lo
00O0B’SI3KIB MpAallIBHUKA TaKOX BXOJUTh HIATPUMAHHS CKJIAJACHKOTO MPUMILIEHHS Y
YHMCTOTI, IPUTOTYBAaHHS MaiiHa /10 CIIMCaHHS; JOCTaBKa Ha CIY>KOOBIM MallIMHI PO3X1THUX
Ta I1HIIMX MaTepiaiiB/o0JajHaHHA B KBapTUpHU IMpaliBHUKIB Ta odicu. [lepeipse
KUIBKICTh/ HASBHICTH JIOCTABIIGHUX MAaTepianiB/oONagHaHHA 31 CHHCKOM JOCTaBKH,
nepeBipsie TOBap Ha HASIBHICTD MOYJIMBOTO MOIIKO/KEHHS.

OCHOBHI BUMOTI':

e ATecraT PO CEPEAHIO OCBITY;

e mpaBa Bojis KaTeropii B;

e 6 micauiB — 1 pik AOCBiAy poOOTH B SIKOCTI MpalliBHUKA CKJaxy/poOoyoro Ha
CKJIaml;

® [I0YaTKOBUM PiBE€Hb BOJIOJIHHS aHTJIIHCHKOIO MOBOIO,

® [IOYAaTKOBUI PiBE€Hb BOJIOJIIHHA YKPATHCHKOIO a00 pOCIMCHKOI0 MOBAMHU.

BUMOI'M 10 HOJAYI JOKYMEHTIB:

Bci kaHauaaTi Ha BaKaHCIIO0 MalOTh HAIICIIaTH aHKETY Ha IpareBiamTyBaHas (popma
DS-174) B IMoconberBo CIIIA Ha enektponny nomty: KyivHR@state.gov, abo mo
dbakcy: 044-521-5155. Ankera Mae OyTH 3allOBHEHA YKPaiHChKOI0 200 aHIIiHCHKOI0
MOBOI0. 32 Oa)KaHHAM KaHAMJIAT MOJKE JIOJIaTH JI0 aHKETH CBOE Pe3foMe Ta 1HII
CYNPOBOJIKYIOUH TOKYMEHTH. AHKETy Ha nparennamTyBanns (DS-174) ta moBHUN TEKCT
OTOJIOUICHHSI MOXHA 3HalUTH Ha o¢iniitHomy caiiTi [ToconberBa CHIA y po3aini Bakancii
(Job Opportunities): http://ukraine.usembassy.gov/job-opportunities.html. Kinueswuii
TepMiH MoJavi aHKeT HA BakaHCilo 14 ;koBTHsA, 2014 10 18:00 roguHu BKJIKYHO.
AHKeTH, sIKi O0ynyTh orpumaHi nicias 18:00 ronnnu 14 k0BTHA po3risaaTucs He
OyayTh!
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