Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 038 Date: September 26, 2012
TO: ALL MISSION PERSONNEL
FROM: KATHERINE MUNCHMEYER - MANAGEMENT COUNSELOR

SUBJECT: GARDENER AT FACILITIES MAINTENANCE SECTION

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: Gardener

OPEN TO: ALL INTERESTED CANDIDATES
GRADE LEVEL: FSN-02, FP-CC* (Full Performance Level)
WORK HOURS: Full Time, 40 hours per week

POSITION TYPE: Permanent

OFFICE LOCATION: Facilities Maintenance Section

OPENING DATE: Immediate

DEADLINE: October 10, 2012 at 6 P.M. Kyiv Time

*FP —CC is subject for confirmation with Washington.

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:

Provides a full range of gardening, landscaping, exterior cleaning, and snow removal
services at the Embassy compound, EMR, and DCR. Works under the direct supervision
of the Maintenance Supervisor.

MAJOR DUTIES AND RESPONSIBILITIES:

Maintains Grounds 70%

Performs necessary tasks on a daily basis to ensure that the grounds surrounding
U.S. properties present a neat and professional appearance. Tasks include; raking,
sweeping, mowing, pruning, fertilizing, removal of cuttings, etc. Cares about the
lawns inside and outside the NEC property line. Work includes but not limited to:
lawn seeding (in case of over freezing, overwatering); application of anti-weed
curing compound; aeration; raking; application of fertilizers; mowing; trimming;
removal of trimmed grass; fighting against moles and other rodents.; ice-breaking;
curing of frozen areas;

Cares about trees and shrubs inside and outside the NEC property line Work
includes but is not limited to: watering; trimming; application of fertilizers and
growing accelerators; curing with protection compounds; snow shaking; checking
after the winter; protecting against sun burning (covering with agro texture);
stripping of covered plants; curing of girths with garden whitewash; removing of
roots and trunk weeds; combing of felt leaves, branches, brushwood; covering in
front of winter.

Cares about Green Roof. Work includes but is not limited to: mowing; application of
fertilizers; watering, weeding. Cares for potted plants to include potting, re-potting,
watering, etc.
Identifies, and reports to supervisor, all areas in which maintenance work is needed
paying particular attention to fire and life safety requirements. Also identifies any
maintenance areas where time and costs can be reduced.

Completes Work Orders 10%
Upon receipt of an approved Work Order form, goes to the designated location with
necessary tools and equipment and performs required service. Informs supervisor, at
least once daily, on the status of active work orders.

Requests supervisors guidance for problems which require additional authorization
such as the acquisition of additional parts and materials.

Local Purchases 5%

Determines the list of plants, assist in purchase, plants trees, bushes and flowers.



Maintains Tools 10%

Keeps an inventory of all tool received, to include hand tools, shop tools and other
equipment which individual has control of. Cleans, services, and repairs (if practical)
assigned tools. Informs supervisor immediately when tools are lost or broken.
Suggests new tools and equipment purchases in order to improve efficiency at work.

Performs other duties as assigned 5%
Including: in the event of snow or accumulation of ice on roads/walkways, gardener
will report to embassy at 0700 hours to begin removal of snow and clearing of

pathways. May be called upon to perform tasks at other Embassy properties as
necessary.

REQUIRED QUALIFICATIONS:

EDUCATION:

» secondary school completion is required.

WORK EXPERIENCE:
» 2 years experience in landscape maintenance (gardening) is required.

LANGUAGE:

» Ukrainian or Russian — Level Il (good working knowledge),

» English — Level Il (rudimentary)

KNOWLEDGE:

» Must be familiar with full range of local plants and landscaping techniques.
Familiarity with international plantings and techniques is desired.

SKILLS AND ABILITIES:

» Must have valid class B driving license and be able to maintain adequate physical
condition to perform physical labor.

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 10, 2012. 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.



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: 521-51-
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 the UAE (DS-174) will be
considered incomplete and will not receive further consideration for
recruitment.

ADDITIONAL SELECTION CRITERIA:

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

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.
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: ODurmus - FMS(by e-mail)


mailto:KyivHR@state.gov

Ilepexnao ocHoHUX nocadosux 0608'A3Ki8 YKPAiHCbKOI MOBOH

HA3BA IIOCAJIN: CAJIIBHUK

I'PA®IK POBOTH: 40 'OAUH HA TUKAEHDb

OCHOBHI ITOCATOBI ObOB’AA3KW:

[IpamniBHUK BHKOHYE psJ  poOIT 3 CaAiBHUITBA Ta O3€JICHCHHS, NPUOUpPAHHS Ta
OYMILEHHS BiJ] CHITY TEpUTOPI NPWIETTIUX [0 TMOCOJBCTBa, pe3uneHmii ['onoBu
JUIJIOMAaTHYHOTO TPEICTABHUIITBA Ta pe3uicHIii 3actynHuka [onoBu. [lpamtoe rmif
0e3mocepe/IHiM KEpiBHUIITBOM HaYaJIbHUKA TOCIOAAPYOro BiIILTY.

OCHOBHI BUMOTI'H:

Canosi podotu 70%

e IllonenHe BUKOHAHHS POOIT I 3a0e3MedeHHs] 0XalHOTO CTaHy TEPHUTOpii, Ha
SKIi pO3TalIoBaHi NMPUMIIIEHHS! TOCONbCTBA. Jl0 3aBmaHb CaJiBHUKA BXOAWTH:
3rpibaHHs CMITTS/ONANOrO JUCTS, MiAMITaHHS, KOCIHHS, 00pi3aHHS KYIIiB/AepeB,
yIOOpIOBaHHS TPYHTY, MPUOMPAHHS 3pi3aHUX TUIOK JepeB. Joris 3a 3eJIeHuMuU
ra3oHaMH sIK Ha TepUTOpil MOCOJBCTBA TaK 1 Ha WOro mpuieriiii tepuropii, a
came: 3aciBaHHS TPaBOIO (B pa3i mepemMep3aHHs, 3aiBOT0 MOJIHUBY), BUKOPUCTAHHS
3ac00iB Ui 3HUIICHHS Oyp siHIB, pO3MYyLIyBaHHS 3eMJli, YAOOpPIOBaHHS TPYHTY,
3rpi0aHHs CMITTSI/OMAJIOTO JIMCTS, KOCIHHSI Ta30HIB, OOpi3aHHS KYIIIB/JIEPEB,
npuOHpaHHs CKOIIEHOi TpaBH, OOpPOTHOA C KPOTaMU Ta IHIIMMM TIPU3YHAMH;
pO30UTTS JTHOY, BITHOBJICHHS MOMIKOKEHUX MOPO30M JTUISTHOK.

e Jlornsaa 3a JepeBaMH Ta KyLaMH Ha TEPUTOPii MOCOIBCTBA Ta MOro MpHIIEriii
TepuTOpii, a came: MOJIUB, MiJApPi3aHHsA, yIOOPIOBaHHS TPYHTY 3aco0aMu JUIs
IPUCKOPEHHSI POCTY POCIHH, 00poOKa 3aXMCHHMHU DPO3UMHAMH, CTPYLIYBaHHS
CHIT'y, epeBipKa CTaHy POCIHUH MiCJsg 3MUMOBOr0 Mepiojy; 3aXUCT BiJl BUTOPAHHS
(BUKOpPHCTaHHS CIIELIAJILHOTO MOKPUTTS); MOKPUTTS CTOBOYpIB J€PEB BAITHOM,
3HMIIEHHS Oyp’sHIB, 3arpiOaHHs OMNANOro JUCTS, MNpUOUpaHHS T JAEpeB,
HAKPHUTTS POCIIMH MEPE] TOYaTKOM 3HMH.

e Jlornsaa 3a «3€JIEHHM» J1axOM, a caMe: KOCIHHS TpaBH, yJOOPIOBaHHS TPYHTY,
MOJIMB, TIOJIOTTS/TIpocamyBaHHs. Jlormsg 3a pociuHaMM y Ba3OHax, a came
BUCAJIKa POCIHUH Yy Ba30HU Ta iX Mepecajika, HOJIUB POCIIHH.

e [Ilpuainge ocobnuBy yBary BUMOraM NOXKEXHOi Oe3neku Ta Oesmeli Mparii.
Takox BHW3Ha4Yae Ti OUISHKH POOOTH 1€ MOXJIMBE 3MEHIIEHHS TPOIIOBHX Ta
4aCcOBHX BUTPAT.

Po6Goui 3aB1anus 10%

e [licis oTpuMaHHS 3aTBEPPKEHOr0 poOOYOro 3aBJaHHS iqe 10 Micls BUKOHAHHS
pobiT Ta Oepe 3 coOOK0 BCi HEOOXiAHI IHCTPYMEHTH Ta OOJaJHAHHS IS



BHKOHaHHS poOiT. [HHopMye KepiBHHKA IIOHAWMEHIII OJMH Pa3 Ha JIeHb CTOCOBHO
BUKOHAHHS POOOYHX 3aB/IaHb.

[IpamiBHUK TOBMHEH KOHCYJIBTYBATHCS 3 KEPIBHUKOM CTOCOBHO IIPOOJIEM, IO
BUMAraroTh JOJaTKOBOTO Y3TO/KCHHS, TaKUX, HAMpHUKIAN, SK MpUIOaHHSI
JIOJIATKOBUX 1HCTPYMEHTIB Ta MaTepiaiiB, HEOOXITHUX JJII BAKOHAHHS POOIT.

3akyniBJi 5%

e CkJagae mepesik poCciuH, ToToMarae y 3aKyIiBili, BUCAJKYE JepeBa, KYIIli, KBITH.

O0Js1aiHaHHA Ta IHCTPYMEHTH 10%

[IpamiBHUK TPOBOIWTH IHBEHTApU3aIlil0 BCIX OTPUMAHUX IHCTPYMEHTIB 1
oOiaHaHHs, SIKI 3HAXOAATHCS Yy BUKOPUCTAHHI CHIBPOOITHUKA. YTpHMaHHS B
YHCTOTi, OOCIYyroByBaHHS Ta PEMOHT (B pasi HEOOXIIHOCTI) 3aKpilJICHHX 3a
poOiTHUKOM iHCTpyMeHTiB. HeraiiHe iHGopMyBaHHS KepiBHHKA y pasi MOJIOMKH
Yy BTpPATU I1HCTpyMeHTiB. [[is minBuiieHHS e(dEeKTUBHOCTI mpaii poOITHHUK
MIPOITOHYE TPUO0AHHS HOBUX IHCTPYMEHTIB/00Ia THAHHS.

Buxonanug iHmmx 000B’a13KiB1 5%

B pa3i HakonuueHs KpUTH/CHITY Ha JOPOrax/MiIOXiJHUX AOPLKKaX, CaJliBHUK
Mae 3’gaBUTHCA Ha poboTy o 7:00 paHKy, mo0 po3noyaTd IpUOUpPAHHS CHITY Ta
po3unCcTKY JopixkoK. CriBpoOITHUK MOXKe OyTH 3a1sTHUM B pa3i HEOOX1IHOCTI /10
BUKOHAHHS 3aBJIaHb Ha 1HIIUX IUISHKAX TUTUIOMATHYHOTO TPEICTaBHUIITBA.

OCHOBHI BUMOI'H:

ATecTaT mpo CepeIHI0 OCBITY;

2 pOKU JIOCBiy poOOTH 3 03€JICHEHHS TEPUTOPIii a00 AOCBIJ caliBHUKA,

PobGounii piBeHP YKpaiHCHKOIO UM POCIHCHKOIO MOBH, MOYATKOBHU PiBEHb BOJIOJIHHA
aHTJIMCHKOIO;

[oceiguenHs Boist kaTeropii «By»

HABUYKH TA 3IIBHOCTI:

[loBuHen OyTH 3HAWHOMUI 3 PI3HOMAHITHHMH POCIMHAMHU CBOTO PETIOHY Ta BOJIOJITH

TeXHIKaMHu CTBOpEHHs JaHamadry. € OakaHUM 3HAHHS 3aKOPJOHHUX TEXHIK O3€JICHCHHS Ta
cnenudikyd BUPOIIYBaHHs Ta JOIJISAY 3@ POCIMHAMM 3 IHIIUX PETiOHIB.

BUMOI'M 1O NOJAYI JOKYMEHTIB:

Bci kanuaaTi Ha BakaHCiIO MalOTh HAJICIATH aHKETY Ha MpalleBlIamTyBaHHs (popma
DS-174) B IToconbctBo CIIIA Ha enektponny momty: KyivHR@state.gov, abo mo
¢akcy: 044-521-5155. AHkera Mae OyTH 3alIOBHEHA YKPATHCHKOI0 200 aHIIilCbKOIO
MOBOI0. 32 OaKaHHSIM KaHIIUAT MOXKE JTOJATH JI0 aHKETH CBOE PE3IOME Ta 1HIIII
CYIIPOBO/DKYIOUHU TOKYMEHTH. AHKETY Ha mparnesiamTyBanHs (DS-174) ta moBHHIA TEKCT
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OTOJIONIEHHS aHTJIMCHKOI0 MOBOIO MOYKHA 3HAWTH Ha odimiitHoMY caiiTi [TocombcTBa
CIIA y posmini Bakancii (Job Opportunities): http://ukraine.usembassy.gov/job-
opportunities.html. KinneBuii Tepmin mogaui anker Ha Bakancio 10 skoBTHs1, 2012
BKJIIOYHO. AHKeTH, siKi 0ya1yTh oTpuMaHi micjist 10 :xoBTHs, 2012 po3risiiaTucs He
OynyTn!
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