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:

Personnel Clerk

OPENING DATE:
July 6, 2004

CLOSING DATE:
July 20, 2004

WORK HOURS:
Full-time: 40 hours/week

SALARY:

*EFM/MOH/NOR: US$ 26,930  p.a. (Starting salary)



                          (Position Grade:  FP-08 to be confirmed by Washington)

SALARY:

*Ordinary Resident: CFA 6,459,657 p.a. (Starting salary)
                    

  (Position Grade: FSN-6)

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  

Personnel Clerk.

BASIC FUNCTION OF POSITION: Examines personnel action requests for FSN employees and American resident staff employees to determine if prior approval is needed by any technical employee in the Personnel Office or by operating officials; insures that all attachments and personnel forms are present, complete, internally consistent and in compliance with information available in Personnel Office records; obtains additional or corrected information if necessary.  Prepares for signature to the Personnel Officer individual personnel journal actions for all types of transactions including appointments, promotions,  periodic pay increases, reassignments, suspensions, leave-without-pay, demotions, resignations, retirements, etc.  Similarly prepares mass journal actions effecting pay adjustments resulting from wage surveys or other actions involving large numbers of employees.  Maintains position control card files adding or deleting positions as authorized, and posts types of action affecting employee in each position such as new titles, grades, step increases, and effective dates based on personnel actions processed.  Prepares staffing pattern for local employees from these records or coordinates information with Data Processing Center for machine preparation of the staffing patterns.  Maintains personnel folders and personnel files for FSN employees adding or deleting from files as necessary. 

QUALIFICATIONS REQUIRED

1. Completion of secondary school

2. Two to two and one-half years of clerical experience in Personnel work or a closely related field.  One year must be related to the processing of duties with a USG agency.

3. Level IV English and French ability (good working knowledge)

4. Good working knowledge of personnel regulations and the paperwork/administrative procedures of State Department.

5.    Ability to use a typewriter and a computer.

SELECTION PROCESS

When equally qualified, Eligible Family Members will be given preference.  Therefore, it is essential that all candidates address the above required qualifications in the application.  

Applicants must be eligible for appointment under host government laws and regulations

ADDITIONAL SELECTION CRITERIA

Management will consider nepotism/conflict of interest, budget, veteran’s preference, and visa status in determining successful candidacy.  

TO APPLY

Interested candidates for this position should submit the following:  Application for Federal Employment (SF-171 or OF-612);  or a current resume.  Documentation (e.g., essays, certificates, awards, copies of degrees earned) that address the minimum requirements of the position as listed above.

SUBMIT APPLICATION TO: Amy Fall, Human Resources Office, Tel: 823-42-96, x2215






  E-mail Address: FallA@state.gov
CLOSING DATE FOR THIS POSITION: July 20, 2004

An Equal Opportunity Employer

