" Signfng Instructions . :
U. S. Department of State
INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2).

1. Post 2. Agency 3Ja. Position Number
LOME DEPARTMENT OF STATE 357801-A50317

3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the "Yes" block.

I:I Yes No

4. Reason For Submission
l:l a. Redescription of duties: This position replaces

(Position Number) . (Title) (Series) (Grade)
b. New Position Protective Security Detail Coordinator for the Chief of Mission (COM)
c. Other (explain) Vacancy announcement
5. Classification Action iti i i . Date
i Position Title and Series Code Grade Initials (mm-dd-yyyy)
o RaCCIRNERIIIARCHY Protective Security Detail Coordinator (PSDC) TBD
b. Other Bodyguard Coordinator FSN-501 7 AF{EI%CL 08-15-2016
c. Proposed by Initiating Office
6. Post Title Position (If different from official title) 7. Name of Employee
VACANT
8. Office/Section a. First Subdivision
Regional Security Office Regional Security Office
b. Second Subdivision ¢. Third Subdivision
9. This is a complete and accurate description of the duties and 10. This is a complete and accurate description of the duties and
responsibilities of my position. responsibilities of this position.
VACANT Keith E. Sims, RSO 0% / ( ?A?o(c
Printed Name of Employee Date (mm-dd-yyyy) Printed Name of Supervisor Date (mm-c;d-yyyy)
Employee Signature Supervisor Signature C
4 ( —f
)
11. This is a complete and accurate description of the duties and 12. | have satisfied myself that this is an accuraté déscription of this
responsibilities of this position. There is a valid management need position, and | certify that it has been classified in accordance
for this position. with appropriate 3 FAH-2 standards.
Corey D. Thomas, Professional HR Associate ¢ 8/; )//ga‘
Printed Name of Chief or Agency Head Date {mm-dd-yyyy) Printed Name of Admin or Human Resources Officer Date rmr;i-da-yyyy)
Chief or Agency Head Signature Admin or HR Officer Signature

A

13. Basic Function Of Position 2 : ’ 2 .
The Protective Security Detail (PSD) Coordinator (PSDC) is responsible for providing a safe and secure environment for the

Ambassador (or personnel designated by the RSO) to personally conduct U.S. foreign policy. The PSDC manages, organizes, directs,
leads, and implements all aspects of post's PSD program. The PSDC reports directly to the Assistant Regional Security Officer
(ARSO). He is responsible for managing between three and five host nation bodyguards detailed to the Ambassador's protective detail,
developing site surveys, liaising with other security services, and managing the PSD budget, equipment, documentation, and training.

14. Major Duties and Responsibilities % of Time
* The PSDC oversees PSD personnel and operations - 40% of Time
o The PSDC directly oversees all PSD personnel matters, scheduling himself and the police bodyguards to provide PSD services to
the Ambassador for all movements and events outside of the home and embassy. He or she proactively monitors other personnel
scheduling such as training, drills, and personal leave, in coordination with the COM's schedule. The PSDC arranges and conducts
training, drills, knowledge and skills testing, and physical fitness tests.
o The PSDC is responsible for communicating with the Ambassador's OMS, the Protocol staff, and other embassy persondigl,Qa fium 1)
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15. Qualifications Required For Effective Performance

a. Education i . .
Completion of High School is required,

b. Prior Worlc Experience
3 Years in Security, Law Enforcement, Military, Investigations, Bodyguard or Personal Protection is required.

¢. PostEntry Training . . . . .
One week of training at the Diplomatic Security Training Center for bodyguard operations.
On the job training.

d. Language Proficiency: List both English and hest country language(s) proficiency requirements by level ¢/, it} and specialization (sp/read).
French Level 4 Speaking / Level 3 Reading is required.
English Level 3 Speaking / Level 3 Reading, is required.

e. Job Knowiedgs
Must have a basic understanding of security and law enforcement issues, and international affairs
Must have basic knowledge of using computers and office-related software such as Microsoft Word
Must have a valid driver's license (type B - common cars) and be able to safely conduct a motor vehicle

-

Skills and Abilities

Must be physically fit and able to perform physical duties required of a law enforcement or security officer, such as restraining or
moving a individual weighing 150 lbs, and carrying body armor and equipment.

16. Position Element

a. Supervision Received ] )
Position is supervised by the Assistant Regional Security Olfficer (ARSO),

b. Supervision Exercised
The PSDC oversees and coordinates hest nation pelice and law enforcement personnel.

c. Available Guidelines
Applicable FAM/FAH requirements.

d. Exetcise of Judgment
The PSDC must execute delicate judgment decisions in real-time, balancing diplomacy, policies, security, and public
perceptions int high-visibility situations, Decisions made by the PSDC could have positive or negative repurcussions for the
Embassy. The PSDC must navigate differening sensibilities regarding security and emergency planning and negotiate access to
secure sites.

e. Authority to Make Commitments
None

f. Mature, Level, and Purpose of Contacts

The PSDC has a wide variety of contacts within the Embassy such as protocol, political, logistical, adminsitrative personnel.
The PSDC must maintain postiive relations with the Executive Office. The PSDC must develop contacts at all levels,
throughout all security and military agencies in Togo, and also in the private business community such as hotels and restaurants.

a. Time Expected {o Reach Full Performance Level
1 year.
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Addendum ¥
regular basis {o plan and coordinate the Ambassador's schedule and to facilitale and liaise for their security and
safety at major events as well,

o The PSDC schedules, inventories, and maintains resources and equipment for PSD services, such as
transportation for bodyguard advances, security equipment, radios, firsi aid kits, contact lists and phone cards.

o The PSDG is responsible for maintaining a budget, documenting operating expenses, requesting procurement of
supplies and equipment, and facititating the payments of stipends, trave! advances, and per diem to host nation
bodyguards as appropriate. He monitors the annual PSD budget and ensures that operations are performed within
the constraints of the fiscal budget.

0 The PSDC is responsible for identifying training requirements and professional development activities. He
ensures that all personnel are qualified with issued SPE and that personnel are proficient with eperational
equipment, including medical supplies, vehicle equipment, and navigation tools. He ensures that personnel maintain
a working knowledge of emergency first-aid and CPR techniques, protective security emergency and reaction skilts.
He is required to participate in annual training exercises and periodic driils, which include emergency first aid, CPR,
and simutated emergency response scenarios. He ensures that all training is conducted in accordance with DS
policy and that training activities are properly scheduled and documented.

o The PSDC coordinates with other security elements in RSO and reports suspicious incidents, threats, security
risks, and matters of an investigative concemn.

= The PSDC develops site security plans and coordinates with key contacts - 40% of Time

o The PSDC conducts, documents, and maintains comprehensive written site and route security strveys, which

are inclusive of route, region, and venue analysis. Products must include maps, satellite imagery, still photagraphy,
and GPS plotfing, as well as local hospitals and emergency safe haven locations.

o The PSDC establishes contact with appropriate administrative, protocol, and security personnel to gather
information about security ptans, emergency procedures, and other safety and security issues. He utilizes these
professional contacts to arrange access to the venue(s).

o The PSDC creates and maintains law enforcement and security contacts with police, gendarmes, military,
presidential security, private and contract guard services, and athers to facilitate site security coordination, as well as
to facititate the smooth movement of the COM through security checkpoints and perimeters.

o The PSBC is responsible for coordinating additionat bodyguards and law énforcemem motorcade escorts for
visiting VIPs and/or in the event of an increase in the threat level against the ambassador.

o The PSDC serves as an advisor to the RSO on matters pertaining to the personal protection and security of the
COM, VIPs, and major events and venues with embassy involvement.

« The PSDC conducts protective security details - 15% of Time
a The PSDC routinely personally acts as the site advance agent for major events, or as one of the bodyguards as needed.

o The PSDC must be able and willing to participate in firearms training, pass annual firing range quaiifications, to
safely carry firearms in the line of duty,

o The PSDC must maintain an appraopriate level of physical fitness and participate in an annuai physical fitness
and wellness test.

* The PSDC is responsible for specialized security tasks, as deemed appropriate by the RS0. - 5% of Time



