Embassy of the United States of America
Kyiv, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

# 005 Date: March 1, 2013
TO: ALL MISSION PERSONNEL
FROM: CHRISTOPHER NEWTON- HUMAN RESOURCES OFFICER

SUBJECT: GARDENER/CUSTODIAN 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/Custodian

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: March 17, 2013 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, trash and snow
removal services at the US Embassy owned and leased residential properties. Operates
and maintains motorized equipment. Works under the direct supervision of the Deputy
Maintenance Supervisor and Maintenance Supervisor.

MAJOR DUTIES AND RESPONSIBILITIES:

Maintains Grounds 70%

Performs all necessary tasks as assigned by the supervisor to ensure that the grounds
surrounding U. S. properties present a neat and professional appearance. Tasks include:
preparation of soil and plants, cultivation, fertilizing, spraying, pruning, transplantation of
shrubs, trees, and other plants. Plants, cares for and maintains lawns, gardens, shrubs,
trees, plants, flowers, and indoor plants. Operates the underground irrigation system.

In the event snow or ice accumulates on roads/walkways, gardener will report to embassy
at 07:00 hours to begin removal of snow and clearing of pathways.

Collects and disposes trash, garden refuse, construction debris, shipping waste and other
miscellaneous items. Collects recyclables and places them in their final collection area
within the recycling program guidelines.

Completes Work Orders 10%

Upon receipt of an approved Work Order incumbent goes to the designated location with
necessary tools and equipment and performs required service. Informs supervisor, at least
once a day, on the status of active work orders. May be called upon to perform tasks at
other Embassy properties as necessary.

Handles standard problems and returns completed work order forms to the Maintenance
Supervisor. Requests supervisor’s guidance for problems which require additional
authorization such as the acquisition of additional parts and materials.

Maintains Gardening Tools and Equipment 10%

Keeps an inventory of all tools received, including hand tools, shop tools and other
equipment which individual has control of.

Cleans, services, and performs simple repairs (if practical) assigned tools, including
motorized equipment . Informs supervisor immediately about lost or broken tools.
Identifies and recommends new tools, equipment, materials, and plants to be purchased to
improve efficiency at work. Identifies, and reports to supervisor, all areas in which
maintenance work is needed while paying particular attention to fire and life safety
requirements. Also identifies any maintenance areas where time and costs can be
reduced.

Performs other duties as assigned 10%



REQUIRED QUALIFICATIONS:

EDUCATION:

» Completion of secondary school is required.

WORK EXPERIENCE:

» 2 years experience in relevant field where landscape maintenance, or
gardening, or greening or grounds custodial work is required.

LANGUAGE:

» Ukrainian or Russian — Level 111 (good working knowledge),
English — Level 11 (rudimentary)
KNOWLEDGE:
» Must be familiar with full range of local plants and landscaping techniques.
Familiarity with international plantings and techniques as well as basic knowledge

of mechanical equipment.

SKILLS AND ABILITIES:

» Must be physically fit and able to perform strenuous 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 March 17, 2013. 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-
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.


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

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.



Ilepexnao ocHogHUuX nocadosux 0608'3Ki8 YKPAiHCbKOI MOBOH

HA3BA ITOCAJ/IN: CAJAIBHUK-TIPUBUPAJIBHUK

I'PA®IK POBOTH: 40 'OAUH HA TUKAEHDb

OCHOBHI ITOCATOBI ObOB’AA3KH:

[IpariBHUK BUKOHYE psii POOIT 3 CaJiBHUIITBA Ta O3CJCHEHHS, a TAKOXX NMPUOUpPaHHS Ta
OUUIICHHS BiJl CHITY TEPUTOPiH, IO HAIEkKaTh Ta OPEHAYIOThCA mocoibcTBOM CIIA.
BuxopuctoBye Ta o00cimyroBye TexHiuHe oOnamHaHHs. l[lpamroe mig KepiBHHIITBOM
HavaJbHUKA TOCIOAAPYOTro BiJUITY Ta HOTO 3aCTYITHUKA.

OCHOBHI BUMOTI'H:

Canosi podotu 70%

BukoHanHs BCiX HEOOXiZHHMX pOOIT, BH3HAUEHHX KEPIBHUKOM i 3a0e3redeHHs
OXaHOTO CTaHy TEPUTOPII MOCOJILCTBA Ta MPUICTIIUX TepUTOPiid. J{o 3aBaaHb caiBHUKA
BXOJUTh: MIATOTOBKA TPYHTY Ta POCIUH, PO3MYyIIyBaHHS 3€MJli, yIOOPIOBaHHS TPYHTY,
3pOIICHHS, 00Opi3aHHs Ta Mepecajka KyIliB, JepeB Ta HIIKX pOociuH. Bucaaka Ta morisy
3a 3eJICHUMH T'a30HaMH, CaJIOM, KYIIaMH, IePeBaMH, POCIIMHAMH, KBITAMHU Ta POCIHHAMH,
0 3HAXOIAThCS B MPHUMIMICHHI MOCOJBCTBA. BUKOpHUCTaHHS MiI3eMHOI CHCTEMHU
3pOIICHHS.

B pa3i HakomuueHHs KPUTU/CHITY Ha JOPOrax/HMIIIOXIAHUX IOPDKKAX CaJIBHUK Mae
3’gaBUTHCA Ha poboty o 7:00 paHKy, 1100 po3moyaTd NMPUOMPAHHS CHITY Ta PO3UUCTKY
JOP1KOK.

30upae Ta MpuUOMpaE CMITTS Ta BIAXOIW, CagoBe Ta OyIiBENTbHE CMITTS, a TaKOX
3aJIMILIKH, 1110 YTBOPUJIOCS MiCIs TPAHCTIOPTYBAHHS BAaHTAXy Ta IHII TUIH CMITTSL.
30upae CMITTA, IO MIATAE TEPEepoOIli, Ta BIAHOCUTH HOTO 10 Micls 30epiraHHs, sK
3a3HaY€HO B KEPIBHUIITBI IPOrpaMH MEepepoOOKU CMITTS.

Buxonanns po0ounx 3aBIaHb 10%

[Ticns oTpuMaHHS 3aTBEPAXKEHOT0 pOOOYOTo 3aBAaHHS i€ 10 MICIl BUKOHAHHS poOIT Ta
O6epe 3 coOor BCl HEOOXIJHI IHCTpyMEHTH Ta oOnanHaHHA. [HQopmye kepiBHHKA
IIOHAWMEHII OJMH pa3 Ha JIeHb CTOCOBHO CTaHy BHUKOHaHHS pOOOYMX 3aBIaHb.
CriBpoOITHUK MOKe OyTH 3aJisTHHUM, B pa3i HEOOXJTHOCTI, O BUKOHAHHS 3aBllaHb Ha
IHIUX AUTSHKAX JUIIOMAaTHYHOTO MPEICTaBHUIITBA.

Buxonye cranmapTHi 3aBJaHHs Ta MICJI 3aBEpILIEHHS POOIT MOBEpTaE 3aMoBHEHY (opmy
pobodoro 3aBAaHHs HaYalbHUKY rocmojapyoro Bimmginy. [IpaliBHUK TOBHUHEH
MMPOKOHCYIBTYBATUCSA 3 KEPIBHUKOM CTOCOBHO MPOOJIEM, IO BUMAararoTh JOJaTKOBOTO
3aTBEPKEHHS, TAKUX, HATIPUKIIA, SIK IPUI0AHHS JOJATKOBUX 3alTYacTUH Ta MaTepiaiB.



OO6cayroByBaHHs caJ0BOro 00J1aJHAHHSA Ta iIHCTPYMEHTH 10%

[IpaniBHUK TPOBOIUTH IHBEHTAPU3ALI0 BCIX OTPUMAHUX IHCTPYMEHTIB 1 0OJajHaHHSI, a
caMme. PYYHOrO B3HapsIs, BUPOOHHYOTO 3HAPSIJSA, Ta IHIIOTO OOJaTHAHHSA, IO
3HAXOAMUTHCS Y BUKOPUCTAHHI CIiBpOOITHHUKA.

YTpuMaHHS B YHCTOTI, OOCIYyTOBYBaHHS Ta HECKJIAAHHN PEMOHT (B paszi HEOOX1IHOCTI)
3aKpIIUICHUX 3a POOITHUKOM I1HCTPYMEHTIB Ta TEXHIYHOro obOnaaHaHHsa. HeraitHo
iH(opMye KepiBHUKA PO MOJOMKY YH BTPATy IHCTPYMEHTIB.

Busnayae Ta pekoMeHIye MpuI0aHHS HOBHX IHCTPYMEHTIB, 00JIaHAHHS, MaTepiajiB Ta
POCJIMH JIJIs TIiIBUILICHHS e€(PeKTUBHOCTI poO0TH. BH3Hauae Ta 3BiTye KEPiBHUKY PO BCi
BHUIMAJKA HEOOXIJHOTO PEMOHTY Ta TEXHIYHOTO OOCIYrOBYBaHHSI, a TaKOX MPHUIIISLE
0COOJIMBY yBary BUMOraM TIOKEXHOI 0€3MeKH Ta Oe3MeKH mparii.

Busnayae Oynap-siki AUISHKA poOOTH, /€ BUTpPATH 4Yacy Ta PECYPCIB MOXYTh OyTH
3MEHIIEHI.

BukoHaHHd iHIIMX 000B’A3KIB 10%

OCHOBHI BUMOTI'H:

» ArtecTar npo CepeHIO OCBITY;

» 2 pOKH JIOCBiy pOOOTH 3 JOTIISATY 32 3€JICHUMH TEPUTOPISIMH, CaTiBHHUIITBA,
O3CJICHCHHSI YW 00CIyrOBYBaHHSI MIPHJIETIINX TEPUTOPIN;

» PoOoumii piBeHb YKPAaiHCHKOIO YU POCIMCHKOK MOBH, ITOYaTKOBHH piBCHb
BOJIOIHHS aHIIIHCHKOIO;

HABHWYKHU TA 3JIIBHOCTI:

» TloBuHeH OyTH 3HAWOMHI 3 PI3HOMaHITHUMH POCIMHAMH CBOTO pETiOHY Ta
BOJIOJIITH TEXHIKAMU CTBOpPEHHs JaHAmadTy. Takoxx € HEOOXiMHUMH 3HAHHS 3aXiJTHUX
TEXHIK 3 03€JICHEHH: Ta 0a30Bi 3HAHHA TEXHIYHOT'O O0JIaIHAHHS.

BUMOI'M 1O NOJAYI JOKYMEHTIB:

Bci kanauaaTi Ha BakaHCiII0 MalOTh HAIICJIaTH aHKETY Ha IparieBiamTyBanss (popma
DS-174) B IloconbctBo CILIA Ha enextponHy nomty: KyivHR@state.gov, abo o
¢dakcy: 044-521-5155. Ankera Mae OyTH 3allOBHEHA YKPATHCHKOK 200 aHIJIiHCHKOI0
MOBOI0. 32 OaKaHHAM KaHAMJIAT MOJKE JI0/1aTH JI0 aHKETH CBOE pe3loMe Ta 1HII
CYIPOBOJUKYIOUH JOKYMEHTH. AHKETy Ha mparesnamrtyBanss (DS-174) ta moBHMIA TEKCT
OTOJIOLICHHS aHITIHChKOI0 MOBOIO MOXKHA 3HANTH Ha odiniiiHomy caiiti [loconscTBa
CIIA y po3mini Bakancii (Job Opportunities): http://ukraine.usembassy.gov/job-
opportunities.html. KinneBuii Tepmin moga4i anket Ha BakaHciw 17 6epesnsi, 2013
BKJIIOYHO. AHKETH, fIKi O0y1yTh OTPUMAHI IicJis1 3a3HA4Y€HOl BUIIIE 1aTH,
po3riIsigaTucs He OyayTh!
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