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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

Kaohsiung, Taiwan
	2.   AGENCY

State
	3a. POSITION NO.

PSA-225

	3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED    AFTER THE”YES” BLOCK.

                                       FORMCHECKBOX 
  Yes         FORMCHECKBOX 
 No       

	4. REASON FOR SUBMISSION

      FORMCHECKBOX 
   a. Redescription of duties: This position replaces

	(Position No.)  
	PSA-225
	,
	Political Assistant
	(Title)
	FSN-1605
	(Series)
	9
	(Grade)

	      FORMCHECKBOX 
   b. New Position 
	

	      FORMCHECKBOX 
   c. Other (explain) 
	The position becomes vacant and is submitted to the Bangkok Regional Classification Center (BRCC). Some duties are updated such as Congressional reports, promoting human rights and democracy as well as enhancing outreach support function.

	5. CLASSIFICATION ACTION
	Position Title and Series Code
	Grade
	Initials
	Date

(mm-dd-yyyy)

	a. Post Classification Authority

BKK/RHR/BRCC
	Political Assistant, FSN-1605
	9
	GNH
	11/15/17

	b. Other

     
	     
	     
	    
	     

	c. Proposed by Initiating Office

     
	     
	     
	     
	     

	6. POST TITLE OF POSITION (If different from official title)

Political Analyst 
	7. NAME OF EMPLOYEE


Vacant

	8. OFFICE/SECTION


AIT Kaohsiung
	a. First Subdivision

      Political Section



	b. Second Subdivision


	c. Third Subdivision



	9. This is a complete and accurate description of the duties and responsibilities of my responsibilities of position.
	10. This is a complete and accurate description of the duties and responsibilities of this position.

	
	
	   
	
	
	

	Typed Name and Signature of Employee   
	Date (mm-dd-yyyy)
	Typed Name and Signature of Supervisor
	Date (mm-dd-yyyy)

	11. This is a complete and accurate description of the duties and responsibilities of this position. There is a valid management need for this position.
	12. I have satisfied myself that this is an accurate description of this 

position, and I certify that it has been classified in accordance 

with appropriate 3 FAH-2 standards.

	
	
	
	
	
	

	Typed Name and Signature of Section Chief or Agency Head
	Date(mm-dd-yyyy)
	Typed Name and Signature of Admin or Human Resources Officer
	Date (mm-dd-yyyy)

	13. BASIC FUNCTION OF POSITION

Serve as AIT’s primary local expert on southern Taiwan political developments and parties, regional affairs, U.S. – Taiwan relations, human rights, religious freedom, elections, and related developments.  Responsible for researching and drafting factual and analytical reports on southern Taiwan political events, developments, and trends.  These reports, with input and review by the Principal Officer (PO), serve as Washington’s primary source of information on such issues in southern Taiwan.  Also responsible for cultivating contacts, translation during meetings, and outreach support for all of southern Taiwan.  Serve as an expert on protocol matters.



	14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                % OF TIME

1. Analytical Research and Reporting:                                                                                                                30%
On a daily basis, monitor all forms of local media for information relevant to U.S. political interests, and contribute to the AIT Press Summary that is distributed to hundreds of interagency consumers.  Each week draft the highlights of AIT/K’s southern Taiwan political outreach and meetings for the AIT/K Weekly Activity Report that is distributed to interagency consumers in both Taipei and Washington.  Provide oral briefings at least once per week on the latest political developments to the PO, and advise U.S. officers on the reliability of various sources of information.  Draft broadly-sourced and accurate biographic reports to help prepare officers, official visitors, and colleagues in Washington for their interactions with significant southern Taiwan political figures.  Proactively, or at the request of the PO, conduct research and prepare factual, analytical, and predictive reports on political developments and trends based on information from personal contacts, government agencies, media reports, surveys, official statistics, research reports, and other sources.  Anticipate, analyze, and draft reports on domestic politics in southern Taiwan and other developments that have implications for Taiwan’s policies toward the U.S. or its efforts to maintain regional stability.  Serve as note-taker during meetings and draft memoranda of conversation, talking points, correspondence, speeches, and other written documents in English and Chinese based on research findings and other sources of information.  Conduct regional trips throughout southern Taiwan to research the political situation and public attitudes towards the United States.  Provide advice and answer questions from the PO and others at AIT on political developments in southern Taiwan to ensure they have accurate information and historical background when formulating or implementing U.S. policy.                                                                                                                                             
2. Liaison and Contacts:                                                                                                                                              30%

Develop and maintain a broad base of working-level and high-level contacts, including politicians, government officials, academics, pollsters, policy experts, think-tank members, political party staff, NGO and civil society leaders, and other key figures of political interest in southern Taiwan who can provide accurate information and insightful commentary on the latest political trends and their long-term implications.  Introduce the PO to new and existing contacts to enhance mutual understanding and deepen AIT's influence with policymakers.  Suggest talking points and draft briefing papers and other background information to prepare the PO for meetings and to increase the value of personal interactions.  Organize and participate in PO’s meetings with contacts and accompany him or her on out-of-town reporting trips throughout southern Taiwan, and cultivate contacts who represent a variety of viewpoints.  Appropriately respond to requests for information about U.S. policy, referring sensitive questions to the PO.  Interpret for visitors and the PO, as necessary.   

3. Congressional Reports and Promoting Human Rights and Democracy:                         

20%
Work with the PO to contribute to congressionally mandated annual reports on human rights and religious freedom by proactively collecting relevant information from southern Taiwan government agencies, NGOs, civil society organizations, the media, and other sources, and verifying accuracy.  Translate and disseminate relevant information, identify the most significant updates, and compile it into the appropriate format, with great attention to detail.  Assist the PO in promoting Taiwan’s efforts to respect human rights, advance democracy, and address transnational challenges such as organized crime.  Participate in meetings with politicians, government agencies, civil society organizations, and NGOs in southern Taiwan to elicit information about the current situation and promote improved laws and policies.                                                                                                                          

4. Visit and Outreach Support:                                                                                                                 

20%
Recommend appointments and assist the PO to schedule, organize, and attend meetings and events, including representational events and outreach trips throughout southern Taiwan.  Develop schedules and manage itineraries for official visitors, including logistical details, and accompany visitors to substantive meetings.  Serve as interpreter and note-taker in formal and informal situations as needed.  Translate and interpret a variety of materials to and from Mandarin Chinese, Taiwanese, and English, often under tight deadlines.  Promote mission outreach efforts by actively identifying interlocutors throughout southern Taiwan and arranging meetings, speeches, and briefing opportunities for the PO and other officers to explain U.S. policies and to elicit views from a variety of sources.  


	Note: This position description in no way states or implies that these are the only duties to be performed by incumbent. Incumbent will be required to perform other duties as assigned by the agency.

	15.
 QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education: Bachelor’s degree in Political Science, Law, International Affairs (International Business, International Management, International Trade, International Relations, Foreign Policy), Journalism, or Public Policy/Administration is required.


	b. Prior Work Experience: A minimum of three years’ experience in political research, analysis and writing is required. 


	c. Post Entry Training: Use of U.S. government manuals and directories (e.g., Foreign Affairs Manual), use of standard formats for political reporting, and tradecraft training. 


	d. Language Proficiency: Level IV fluency in written and spoken English and Mandarin, as well as working proficiency in spoken Taiwanese.



	e. Job Knowledge: Advanced understanding and knowledge of Taiwan’s political and social institutions, political and judicial systems and structures, political personalities, foreign policies, and history are required, as is a sound understanding of international affairs, the U.S. political system, and U.S. policy.  A strong understanding of U.S. reporting and policy interests in Taiwan and the region is required.  Access to relevant contacts and information sources such as politicians, government officials, political scientists, academics, policy experts, journalists, or civil society leaders is required.  


	f. Skills and Abilities: Ability to interact effectively with an extensive range of working-level and high-level contacts and information sources throughout southern Taiwan, including politicians, local and southern Taiwan elected leaders, government officials, journalists, academics, policy experts, political party staff, and NGO leaders and staff.  Position requires strong attention to detail, excellent interpersonal skills, and great tact and discretion.  Must possess keen analytical insight, high intellect, and an ability to quickly and accurately write complex analytical reports in English that can be submitted to U.S. officers that require only minimal editing.  Ability to determine what trends are important to AIT officers and to Washington.  Ability to interpret at meetings and translate documents quickly and accurately.  Ability to organize complex schedules for official visitors and AIT officers, and to travel throughout southern Taiwan to meet with relevant contacts.  Must be able to use word-processing programs, search internet sites, and manage databases.  


	16. POSITION ELEMENTS

a. Supervision Received: PO gives general supervision on a regular basis; however, the incumbent is expected to perform difficult duties with minimal supervision, often operating independently and exercising initiative, judgment, and discretion in the performance of daily duties.  


	b. Supervision Exercised: None.

	c. Available Guidelines: FAM sections on political reporting, previous reports and office SOPs, and instructions from supervisor provide general guidelines, but employee must exercise excellent judgment and creativity to achieve desired goals.



	d. Exercise of Judgment: Must exercise independent judgment in discerning the significance of political trends, and proactively alert the PO to significant developments and seek his/her assessment.  Must exercise careful judgment and great discretion when interacting with contacts on behalf of the U.S. government and AIT, particularly when representing U.S. positions or eliciting information that is not publicly available.  When translating, incumbent must exercise judgment to determine which items should be translated entirely or only in summary.


	e. Authority to Make Commitments: Make commitments on authorization of the PO.  Host representational events with contacts.  Commit PO’s time when scheduling appointments.



	f. Nature, Level, and Purpose of Contacts: Take initiative to develop and maintain professional ties with a wide range of working-level and high-level government officials, politicians, policy experts, academics, NGO leaders, and civil society leaders in southern Taiwan.  Travel will be required to cultivate and maintain contacts throughout southern Taiwan.  The purpose of these contacts is to obtain accurate information and analysis about political developments and attitudes toward U.S. policies in southern Taiwan.  Strive to ensure that U.S. attitudes and positions are understood correctly by contacts.  Based on personal knowledge of contacts, guide and assist the PO in cultivating and maintaining worthwhile contacts.  Introduce contacts to official visitors or for the purpose of obtaining and disseminating information on issues of U.S. interest.  


	g. Time Expected to Reach Full Performance Level: One year.
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