
(mm-dd-yyyy)
DateInitialsGrade

Consular Assistant, FSN-1415 FSN-08

Consular Assistant (Immigrant Visa Operations)

Position Title and Series Code

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. 

2.  Agency

State

6.  Post Title Position (If different from official title)

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

U. S. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

3a.  Position Number

C30768/ 353001100201

4.  Reason For Submission

a.  Redescription of duties:  This position replacesX

(Title) (Series) (Grade)1100201 Consular Assistant (IV Ops) 1415 FSN-07

b.  New Position

5.  Classification Action

  a.  Post Classification Authority

  b.  Other

  c.  Proposed by Initiating Office

7.  Name of Employee

  a.  First Subdivision

Production Unit
  c.  Third Subdivision

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

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

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

Typed Name and Signature of Section Chief or Agency Head

Typed Name and Signature of Supervisor

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.

Date (mm-dd-yyyy) Typed Name and Signature of Admin or Human Resources

The incumbent is required to perform the full range of consular LE Staff duties in rotation with colleagues, to include: customer
service to US Citizen and Foreign National clients; Congressional, legal, and client correspondence; Visa Operations to include case
management, intake, screening, data-entry, printing, and quality assurance; ACS operations to include complex case management,
passport and nationality operations, and special citizens services; serving as Consular Sub-Cashier; and assisting with Anti-Fraud
operations.  In addition to the shared duties described above, incumbent serves as the Subject Matter Expert on Immigrant and
Diversity Visa (IV/DV) Operations.

Customer Service/Correspondence: 15% of Time
Manages correspondence for the Consular Section to include letter, fax, email and telephone correspondence from consular clients,
the general public, the immigration law community, Congress, and other USG Agencies/Offices.  The incument will respond to
routine inquiries and draft responses to complex inquries for Section Chief approval.  In this rotation, the incumbent is the primary
public point of contact for the section for all customers, both internal and external.  The incumbent responds to telephone inquiries on
the public phone line.  In this capacity, the incumbent also manages the NIV appointment system online, and coordinates the
bookings of special appointments (referrals, appointment waivers, and A,G, and NATO cases).  The incumbent also staffs the
consular information window each day to provide information and guidance on procedural matters to prospective consular clients for

100
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13. Basic Function Of Position

% of Time14. Major Duties and Responsibilities

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

(Position Number)

X Yes No
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Date (mm-dd-yyyy)

c.  Other

8.  Office/Section

Consular
  b.  Second Subdivision

(Formerly OF-298)

(explain)

1.  Post

Abidjan

(See Addendum 1) 



15.  Qualifications Required For Effective Performance

a.  Education
Completion of Secondary School.

b.  Prior Work Experience
The applicant must have a minimum of three years of experience in an office work environment requiring a high level of
organizational skills and an ability to work independently to achieve work objectives. 

c.  Post Entry Training
The successful applicant will be trained on use of consular computer applications, procedural elements of work in the section, and
will be required to complete either online or regional/FSI training for new consular employees.  Thsi training will cover the legal
framework for consular work.  Entry training will also include training on interpreting substantive regulation, management
controls, ethics, and accountability.  The training continuum is one full year.

d.  Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization (sp/read). 
French - 4/4
English - 3/3

e.  Job Knowledge
At the full performance level, the incumbent must demonstrate a basic mastery of: law and regulation governing all consular
work, consular computer operations, post workflow procedures and management.
Incumbent must demonstrate an expert mastery of: ethics; NIV law, regulation, procedure, and the NIV computer applications. 

16.  Position Element

a.  Supervision Received 
Incumbent is supervised directly by the Supervisory Consular Specialist.

b.  Supervision Exercised
None.

c.  Available Guidelines
Foreign Affairs Manual and Handbook, Consular Management Handbook, Online Resources, Immigration and Nationality Act,
Code of Federal Regulations, World-wide Standard Operating Procedures, Local Consular Policy Notices, Supervisory Guidance.

d.  Exercise of Judgment
The job holder makes independent determintions in cases where regulatory guidance may be unavailable or unclear.  Organizes
own workload with freedom to make innovations and process improvements.  Organizes the workload of colleages within the
rubric of his/her area of subject matter expertise.

e.  Authority to Make Commitments
Routinely makes commitments of him/herself in terms of the working office environment, including service commitments to visa
and US Citizen clients, commitments of resources within the section to accomplish section priorities, etc.

f.  Nature, Level, and Purpose of Contacts
Within the mission: incumbent is expected to explain complex legal and regulatory matters to various contacts at all levels of the
mission community.
Outside the mission:  Maintenance of numerous contacts outside the mission in the MFA, local civil registry offices, banks and
various other offices which issue legal or similar documentation is essential to the incumbent's performance.

g. Time Expected to Reach Full Performance Level
1/2 years

f.  Skills and Abilities

Must be proficient in MS Office applications, strong organizational skills, exceptional interpersonal skills and customer service.
Must independently interpret and apply complex legal and regulatory texts and explain thier meaning to others in both structured
training environments and in informal discussion to both seasoned experts/high-level officials and in plain terms to laypersons.
Advanced typing skills, basic mechanical skills (office machines), basic mathematical skills, and advanced computer proficiency.
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Addendum 1
all types of services.

Visa Operations:  20% of Time
In this rotation the incumbent will perform the full range of visa work, to include IV appointment scheduling and case
management, case intake and data-entry, initial anti-fraud pre-screening, case preparation, advising officers of
substantive legal and procedural matters in relation to visa cases, printing and quality assurance of issued visas.  In
this rotation, the incumbent is responsible for overall case management of each file, and for ensuring that proper
management controls are observed to guard against malfeasance.

American Citizen Services:  15% of Time
In this rotation, incumbent is expected to provide overall case management to all forms of ACS cases, including:
passport applications, nationality determinations, loss of citizenship cases, notarial services.  This rotation is also
responsible for the maintenance and upkeep of post's warden message system (phone tree, email, and text message).

Cashiering Operations:  15% of Time
In this rotation, the incumbent serves as sub-cashier for the collection of consular fees and is personally responsible
for the collection, accounting, and deposit of all such fees in accordance with the relevant provisions of the FAM and
Consular Management Handbook.

Subject Matter Expert - Immigrant Visa Operations:  35% of Time
As the SME on IV (including DV) Operations, the incumbent is responsible for the creation, maintenance, and
implementation of procedural guidelines for IV operations.  In tandem with the Section Chief and senior FSN, the
incumbent develops and trains all other section staff on IV operations and ensures the continuity of IV work at post.
The incumbent serves as the information resource on all complicated IV case issues and provides complex, intricate,
and substantive advice on applicable law and regulation to consular officers and LE Staff colleagues alike.


