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



	1.  Post
LUANDA
	2. Agency

STATE
	3a. Position Number
97006059

	3b. Subject to Identical Position? Agencies may show the number of such positions authorized and/or established after the “Yes” block.
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          _ _Yes      x__ No

  

	4. Reason for Submission

        X_       a. Redescription of duties: this position replaces 
                   (Position Number) _______________     , (Title)  ________________    (Series) __________      (Grade) _________

      _          b. New Position      ________________________________________________________________________________

                 c. Other (explain __                                                                              ____                                                                          _                                                             
   

	5.  Classification Action
	Position Title and Series Code
	Grade
	Initials
	Date

(mm-dd-yyyy)

	a. Post Classification Authority
	Secretary (P/E OMS) FSN 120
	
	
	

	b. Other
	
	
	
	

	c. Proposed by Initiating Office
	
	
	
	

	6.   Post Title Position (If different from official title) 
Secretary 
	7.   Name of Employee 
   

	8.   Office /  Section
                                Political/Economic Section
	a. First Subdivision:    

	b. Second  Subdivision  

	c.   Third Subdivision:

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

                       Printed Name of Employee

                Signature of employee                       Date (mm-dd-yyyy)


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

                 


                       Printed Name of Supervisor


                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
                 


                       Printed Name of Chief or Agency Head

Signature of Section Chief or Agency Head              Date (mm-dd-yyyy)


	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.
                                        Donald Wynne
                      
Printed Name of Admin or Human Resources Officer

Signature of Admin or Human Resources Officer                  Date (mm-dd-yyyy)




Requests, coordinates, and edits twice-a-month Round-up reporting cables. 


 Retrieves cables from SMART and ALDAC sites for supervisor. Formats cables drafted by supervisor and forwards for                           transmission.  Maintains chronological and subject files and electronic files and databases.


Provides, in coordination with Political and Economic Specialists, comprehensive support for visitors including travel                                arrangements, interpretation services, meeting venues, events, catering, scheduling of meetings, and country clearances.

	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 
Completion of high school plus a minimum of two years of University is required.  
b. Prior work Experience
 Minimum two years of secretarial / office support staff experience, performing duties such as: filing, scanning, scheduling                                                                 appointments/meetings, making travel arrangements, processing travel vouchers, process section payroll/timekeeping, ordering office  supplies, receiving telephone calls, acting as receptionist within section is required.

c. Post Entry Training
       On the job training e.g.  PK247 Contact Database User Training

       GFS50 Basic Time and Attendance for Overseas Staff

       PA459 Protecting  Personally Identifiable  Information

       PA376 ILMS Overseas Ariba Requestor Training
d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read).
English level III (good working knowledge, speaking, reading and writing) is required .        
e. Job knowledge
              Knowledge of correct office procedures and basic protocol information.
f. Skills and abilities
      Good word processing skills; ability to use MS Office suite including Word, Excel, Outlook, SMART, ALDAC, Win T&A payroll, Intranet, and navigating databases.  Good organizational and interpersonal skills.  Ability to work with minimal supervision and to set priorities is required. Ability to obtain and maintain a Top Secret clearance.


	16. Position elements 
a. Supervision Received
      Supervised by Political/Economic Chief.
b. Supervision Exercised
             None
c. Available Guidelines
     7 FAH Correspondence Handbook, Mission directives, DOS regulations.
d. Exercise of Judgement
Good judgment is required in dealing with visitors, callers, and internal staff in terms of when to refer to other officers or to schedule to                                              see supervisor.

e. Authority to Make Commitments
None
f. Nature, Level and Purpose of Contacts
            All levels within the Mission, diplomatic corps, NGOs, businesses, American Citizens resident in Angola, and with  

            Government of Angola ministries.
g. Time expected to Reach Full Performance Level
One Year
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