Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

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

SUBJECT: CARPENTER AT FACILITIES MAITENANCE 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: Carpenter

OPEN TO: ALL INTERESTED CANDIDATES
GRADE LEVEL: FSN-04, FP-AA* (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 —AA 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:

Performs full journeyman carpentry work within U.S. Government buildings, offices
and residential quarters.

MAJOR DUTIES AND RESPONSIBILITIES:

e Work Order 60%0

Upon receipt of an approved Work Order goes to the designated location with necessary tools
and equipment and performs required service. Drives US GOV to various locations around the
city to perform required orders. Requests supervisor's guidance for problems, which require
additional authorization such as the acquisition of additional parts and materials and
coordinates and completes required work while keeping supervisor informed on status of
project.

Works include, but not limited to:

- Operates variety of woodworking machines and uses various hand tools to fabricate and
repair wooden cabinets. May dip, brush, or spray assembled articles with protective or
decorative materials, such as stain, varnish, or paint.

- Installation and repair of doors and windows;

- Installation and repair of wooden floors, including sanding and finishing of the hardwood
floors;

- Repair of kitchen cabinets, including replacement of cabinets hardware and countertops;

- Manufacturing and installation of shelves; Bores holes for insertion of screws or dowels
by hand or using boring machine. May cut, shape, and assemble wooden parts to
construct frames.

- replacement of windows and doors glazing; hanging pictures, mirrors and decorations;

- reinstallation of curtain rods and closets hanging rods;

- minor repair of the household furniture items, including replacement of the furniture
hardware and repair of minor surface scratches;

- replacement of the apartments front doors lock cylinders during make-readies or whole
locks in case of emergency;

- installation of bathrooms items such as shower curtains, towel racks and toilet paper
holders;

e Equipment and supplies maintenance 15%
Keeps an inventory of all tools received; cleans, services them; informs supervisor
immediately when tools are lost or broken; suggests new tools and equipment purchases. Makes
petty cash purchases of materials needed on a per work order basis.

o Advise 15%
Advises Maintenance Supervisor as to the viability of a proposed project to include an estimate
of the cost of completion and time required.

e [Escort 5%
Provides an escort to the outside contractors.

e Other duties as assigned 5%



REQUIRED QUALIFICATIONS:

EDUCATION:

» Completion of secondary school is required.

WORK EXPERIENCE:
» 3 years of hands on experience with carpentry is required.

LANGUAGE:

» Ukrainian or Russian — Level 111 (good working knowledge)
English — Level Il (rudimentary)

KNOWLEDGE:

» Must possess good knowledge of job terminology, technologies, tools and
materials. Must be familiar with all properties, locations, and special
circumstances as they relate to FMS activities.

SKILLS AND ABILITIES:

» Must possess journeyman skills in all carpentry and carpentry related tasks. Must
have valid class B driving license and 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.

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-
99.

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.


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

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)



Ilepexnao ocHogHUX nocadosux 0608'3Ki8 YKPAIHCbKO MOBOH

HOCAJA : TECJIAP/CTOJIAP

I'PA®IK POBOTH: 40 TOANH HA TUKJAEHD.

OCHOBHI NOCAJIOBI OBOB'A3KMN:

[IpariBHUK BHUKOHYE IMOBHHMM CIIEKTp TECISIPHHX POOIT B MPUMIIICHHSIX Ta odicax, a
TaKOX B KBapTUPAX MPAaLiBHUKIB IOCOIbCTBA.

Po0oui 3aBpanus 60%

[Ticas oTpumaHHS 3aTBEPIKEHOTO pOOOYOro 3aBJaHHS TECHSp e Ha Miclle peMOHTY i Oepe 3
co00r0 BCi HEOOXigHI IHCTpYMEHTH Ta OONaJHAaHHS A BUKOHAHHS poOiT. BukopucroBye
Ciry>k00BHI1 aBTOMOOLTH IS TIEpEeCyBaHHS B Pi3HI pallOHM MicTa JJisi BUKOHAHHS MOCTaBICHHX
3aBfaHb. [IpamiBHUK TIOBMHEH KOHCYJBTYBATUCS 3 KEPIBHUKOM CTOCOBHO TIpoOJieM, MIO
BUMAararmTh JIOJIATKOBOIO 3aTBEPIKCHHsI, TaKWUX, HANpUKIad, SK NpuUAOaHHS 0JaTKOBUX
MaTepiajiB, HEOOXiTHUX IS BUKOHAHHS poOiT. KoopauHye Ta BUKOHY€ MOCTaBIeHe 3aBJaHHs Ta
iH(pOpMYE KepiBHHKA IIIOJI0 €TariB BUKOHAHHS ITPOEKTY.

HOC&I{OBi 000B’SI3KH HDaHiBHI/IKa BKJIIOYar0Th, aJi€ HC OGMG)KVIOTBC)I HACTYIIHHUMH 3aBAAHHIMMU.

e BuxopucraHHs AepeBOOOpPOOHMX CTaHKIB Ta IHIIMX PYYHUX IHCTPYMEHTIB JUIst
BUTOTOBJICHHSI Ta PEMOHTY JiepeB’ssHUX mad Ta crenaxiB. OOpoOka nmertaneit meOiB
3aXUCHUMH YH JIEKOPaTUBHUMH MaTepiaiamu /3aco0amMu  (IIITMEHTOM, JIAKOM a0o

bapboro);
e BcTaHOBIEHHS Ta PEMOHT JBEPEH;

e BcraHoBneHHS Ta pPEMOHT JAepeB’sHOI miaymord, a came. nuripoBka Ta 00poOka
JepeB’ STHUAX TTiJUIOT;

e PemoHT mad) Ha KyxHi, 3aMiHa METAJICBUX JIeTaJIel Ta pOOOYMX MMOBEPXOHB/CTIIHHHMIIb;
e BuroroBineHHs Ta BCTaHOBJICHHA MoNULIb. CBepIUIEeHHs OTBOPIB MAJSl BCTAHOBJICHHS
LIypymiB Ta Ar00eniB pydHHMH 3aco0aMu a0 3 BUKOPUCTaHHAM jpedi. [IpauiBHUK Moke

BUpi3aTu, GopMyBaTH/00pOOIIATH Ta CKIIQaTH JepeB’siHI IeTall JUIsi CTBOPEHHS PaMOK.

e 3amiHa cKJia Ha BiKHaX Ta JBEpsX, BCTAHOBJICHHS KapTHH, J3E€pKall Ta iHIINUX €JICMEHTIB
TEKOpYy.

e 3amiHa i BCTAHOBJICHHS KapHU31B Ta BilIAIOK y 1adax;

e HesHauHuii peMOHT MeOJIB 3 3aMIHOI0 METAJIEBUX JeTajleld Ta PEKOHCTPYKIIis
HE3HAYHMX ITOIIKO/KEHb Ha MOBEPXHSIX;



e 3amiHa jeranel 3aMKiB ab00 camMOro 3aMKa Ha BXIJHHX JBEPSX IIiJ] 4ac MiATOTOBKH
KBapTHP J0 3aceNICHHs a00 B aBapiHHUX BUIIAIKAX;

e BcranoienHs o0nagHaHHSA y BAHHUX KiMHATaX, a caMe MLITOp Y AYIIOBHUX, BIIIAIOK JUIs
PYILIHHUKIB Ta Iep>KakiB TSI TyaJeTHOTO Tarepy.

PoGoue oGs1afHaHHSA Ta IHCTPYMEHTH 15%

Crosip MpOBOIUTH IHBEHTAPH3AIIIIO BCIX OTPUMAaHUX IHCTPYMEHTIB 1 0OagHaHHsA, Ta 3abe3mnedye
ix yrpuMaHHs B oxaifHOMy Ta pobouomMy craHi. Heraiino inopMye KepiBHHKa B pa3i BTpaTH 4u
MOJIOMKH Ta 3aiiMaeThes MpuAOaHHSIM HOBOTO OOJIaAHAHHS/IHCTPYMEHTIB. Ma€ y po3nopsiKeHH1

HEBEJHKY MiA3BITHY CyMy Ha MPUI0aHHS MaTepiaiiB IJIs BAKOHAHHS IIOJICHHUX 3aB/IaHb.

IHdopmye kepiBHHKA MO0 AOIITBHOCTI 3allpOITOHOBAHOTO MPOEKTY, a caMe: BU3HA4Ya€ BapTiCTh
BUKOHAHHS T4 YaCOBi BUTPATH. 15%

CynpoBoIKye TpPEJCTaBHUKIB TMIAPSIHUX OpraHizamid y TPUMIMICHHAX IOCOJbCTBA. IHII
3aBJIaHH, [0 MOKYTh BHHUKHYTH IIiJ] 9ac pOOOTH. 10%

OCHOBHI BUMOI'HA :

®  aTecTaT IPO CEPEeHIO OCBITY;

e 3 poKH J0CBimy poOOTH TecTspeM(CTOSpEM);

e poOouMii piBeHb BOJOJIHHSA YKPAiHCHKOIO 200 POCIMCHKOI0 MOBaMH, MOYaTKOBUH
PiBEHb BOJIO/IIHHS aHITIHCHKOIO;

e TlocBiguenHs Bojist kKateropii «By»

BUMOI'M 1O HOJAYI JOKYMEHTIB:

Bci kanauaaTi Ha BakaHCII0 MalOTh HaJICIaTH aHKETY Ha MpaleBiIamTyBaHHs (hopma
DS-174) B INoconbctBo CIIIA Ha enektponny nomty: KyivHR@state.gov, abo mo
¢akcy: 044-521-5155. AHkeTa Mae OyTH 3allIOBHEHA YKPAiHCHKOI0 200 aHIIiliCbKOIO
MOBOK. 32 Oa)XaHHAM KaHAUAT MOKE JIOJIaTH JI0 aHKETH CBOE PE3fOMe Ta 1HIII
CYIPOBOJUKYIOUH JOKYMEHTH. AHKETy Ha mpariesiamryBanns (DS-174) ta moBHUiT TeKCT
OTOJIOIIEHHSI MOXKHA 3HANTH Ha odiniitHoMy caiiti [loconscTBa CHIA y po3aini Bakancii
(Job Opportunities): http://ukraine.usembassy.gov/job-opportunities.html. Kinuesuii
TepMiH noaayi ankert Ha BakaHciw 10 sxoBTHs, 2012 BKJIIOYHO. AHKETH, SKi
oyayTb orpuMani micas 10 :xoBTHS, 2012 po3rasigatucs He OyayTh.



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

