VACANCY ANNOUNCEMENT

OPEN TO:

Eligible Family Members (EFMs), American Citizens and

Foreign National Employees – All Agencies.  Current employees

serving a probationary period are not eligible to apply

POSITION:

Administrative Assistant for the Commercial Section

OPENING DATE:
October 29, 2004

CLOSING DATE:
November 29, 2004

WORK HOURS:
Full-time: 40 hours/week

SALARY:

*EFM/MOH/NOR: US$ 33,697 p.a. (Starting salary)



             (Position Grade:  FP-06 to be confirmed by Washington)

       


*Ordinary Resident: CFA 9,574,979 p.a. (Starting salary)
                    

 (Position Grade: FSN-8)

DEFINITIONS

1.   EFM:  US Citizen spouse or US citizen child as referred to in 6 FAM 111.3, paragraph R, (1) 

      who is at least age 18, and who, in either case, is on the travel orders of a US citizen Foreign or

      Civil service employee or military service member permanently assigned to or stationed at a 

      US Foreign Service post or establishment abroad.

2.   Member of Household (MOH):  Foreign born spouses, dependent children, unmarried partners 

      of the same and opposite sex, parents, other relatives or adult children who fall outside the 

      Department’s current legal and statutory definition of EFM.

3.   Ordinarily Resident (OR):  A citizen of the host country or a citizen of another country who has 

       shifted the main residency focus to the host country and has the required work and/or residency 

       permit for employment in country.

4.  Not-Ordinarily Resident (NOR):  A non-host country citizen (U.S. citizen or foreign national) 

      who, although legally resident in a host country, is not permanently resident.  US citizen EFMs 

      and Members of Household of FS, GS, and Military Personnel officially assigned to post are 

      generally the only individuals who are NOR and are eligible to work under host country law  

NOTE:  ALL ORDINARILY RESIDENT APPLICANTS MUST HAVE THE REQUIRED WORK

AND/OR RESIDENCY PERMITS ALLOWING WORK IN COUNTRY BEFORE BEING ABLE 

TO APPLY.

The U.S. Embassy in Dakar is seeking an Eligible Family Member (EFM) or Ordinarily Resident citizen or individual with the required work permit for employment in country for the position of Administrative Assistant for the Commercial Section.

BASIC FUNCTION OF POSITION: Under the supervision of the Regional Senior Commercial Officer, serves as the Administrative Assistant of the Commercial Section in Senegal. The Section interfaces with fiscal, administrative, and management functions at the Embassy. Incumbent has overall administrative supervision of all part-time and temporary staff under contract to US&FCS. This is a supervisory position with delegated management responsibilities. Other administrative functions include the control of all unclassified cable traffic, personnel functions that involve the hiring of temporary workers and providing liaison with Embassy Personnel Section and US&FCS Personnel in Washington.  Incumbent maintains the sections budget and fiscal accounts in accordance with U.S. Government procedures, working closely with Post's Budget & Finance section (B&F). Incumbent is responsible for developing the sections program budget which includes the O&A. Provides justification and cost/benefit analysis; makes cost estimates and projections            for use in programming various promotional events with substantial budgets of approximately $109,990 per year. Develops procedures for improving the financial control of operations. As such, is responsible for preparing all event budgets, financial plans and other reports required by FCS and USDOC. Maintains appropriate records for funds control and directly monitors the status of balances against annual allotments, apportionment and limitations allocation targets, and recommends plans for reprogramming as necessary. Maintains fiscal activities; requires depositing collections from exhibition participants; weekly submission of Event Contribution Report and monthly Event Obligation Report to USDOC. 

Serves as primary contact for (1) advice to American and FSN staff on procedures and 

interpretation of policies concerning obtaining services, (2) to clients for obtaining payments, and (3) for coordination with Embassy Financial Management Center, General Services Office and Personnel Section. Represents US&FCS interest in some contract negotiations.  Incumbent must be conversant with Excel and the Overseas Transaction Database to develop a tracking system on daily expenses and preparing quarterly and annual operating budgets. Serves as principal advisor to the RSCO on availability and proper use of section funds and voucher procedures. Creates monthly reports on user-fee collections to USDOC Financial Operations Division, Washington. Incumbent personally ascertains financial correctness and propriety of purchase order requests and travel authorizations. Responsible for all travel-related activities: makes travel arrangements for American officers and FSNS; advises staff on relevant USG regulations and travel allowances; prepares travel orders and advances for authorized travel as well as travel vouchers for reimbursement. 

Controls US&FCS procurement system under the guidance of the General Services Officer, (GSO), preparing and forwarding orders and reports on general services, GSA requisitions and contracting to relevant Administrative sections. Incumbent is the principal post national representative in contact with the Embassy, working closely with the administrative office to assure that post receives high quality administrative support. Provides information with guidance to fiscal office to enable proper accounting classification on obligations. Participates in ICASS negotiations, reviews ICASS estimates prepared by Embassy, identifies problems and recommends solutions.  Maintains petty cash funds. Orders office equipment, furniture, office supplies and services that are under the limit designated by GSO from GSA catalogues.  Serves as System Administrator and is responsible for the operation of Local Area Network (LAN) computer system site. Reconfigures system on a regular basis, making adjustments as deemed necessary. Incumbent provides guidance to staff on system/program problems and questions as they occur; and may contact Washington as deemed necessary. Incumbent is responsible for the maintenance of all software programs. Determines and arranges appropriate training courses for staff regarding maintenance and utilization of CMS database as well as other existing software. Incumbent performs daily, weekly and monthly maintenance/back-up. Utilizes computer hardware and software for preparing and analyzing tracking tools, budgets and reports, and other management planning instruments. In conjunction with RSCO, prepares US&FCS budgets.   Responsible for developing all cost estimates for FSN salaries, allowances, overhead, and all program projects included in these submissions. Advises staff on personnel regulations and requests for personnel actions. Liaises with GSO and Personnel offices when hiring contract staff, performs initial interviews and testing of prospective contract hires to ensure that basic requirements are met. Maintains Time and Attendance.  Collects, compiles and finalizes information for monthly and quarterly reports. Incumbent compiles and prepares statistical reports for review by RSCO. Performs other duties as assigned. 

QUALIFICATIONS REQUIRED:

Education: Completion of secondary school required; additional instruction at college level strongly preferred. 

Experience: At least three years prior administrative work experience in a business or diplomatic mission with emphasis on budgeting and office management skills. 3. Post Entry Training FCS Operations Manual, memos and instructions from a Commercial Officer, the Regional Senior Commercial Officer and Washington Headquarters.  Embassy instructions as they relate to administrative functions. 

Languages: Level IV (fluent) English and French required. 

Knowledge: Excellent working knowledge of office procedures and general accounting principles.  Incumbent must understand the Overseas Transaction Database, and know how to evaluate and enter fiscal data, and compile reports.  Must be familiar with budgeting processes. 

Abilities & Skills: Ability to interact professionally with U.S. and Senegalese businesspeople, and government employees. Ability to prepare financial reports. Aptitude for creating and maintaining computer databases, and systems work. Ability to render advice with detachment and objectivity, employing sound professional judgment. Computer literacy in Microsoft Windows '95 and '98, as well as in Microsoft Office products (Word, Excel, Access and Power Point) is required. 
SUBMIT APPLICATION TO: Amy Fall, Human Resources Office, Tel: 823-42-96, x2215






  E-mail Address: FallA@state.gov
CLOSING DATE FOR THIS POSITION: November 29, 2004

An Equal Opportunity Employer

