Signing Instructions

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 2. Agency 3a. Position Number
U.S. Embassy Abidjan Millenium Challenge Corporation (MCC)

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

l:l Yes No

4. Reason For Submission
I:l a. Redescription of duties: This position replaces

(Position Number) , (Title) (Series) (Grade)

b. New Position New position

l:l c. Other (explain)

5. Classification Action Position Title and Series Code Grade Initials (mm_%gt_f,yyy)

a. Post Classification Authority

b. Other AFRC:

Administrative Assistant, FSN 105 7 kmt 07-01-2016
¢. Proposed by Initiating Office Administrative Assistant 9
6. Post Title Position (If different from official title) 7. Name of Employee
Vacant
8. Office/Section a. First Subdivision
U.S. Embassy Abidjan/Millenium Challenge Corporation (MCC) Millenium Challenge Corporation (MCC)
b. Second Subdivision ¢. Third Subdivision
Millenium Challenge Corporation (MCC)
9. This is a complete and accurate description of the duties and 10. This is a complete and accurate description of the duties and
responsibilities of my position. responsibilities of this position.
Daniel G. Callahan
Printed Name of Employee Date (mm-dd-yyyy) Printed Name of Supervisor Date (mm-dd-yyyy)
Employee Signature Supervisor Signature
11. This is a complete and accurate description of the duties and 12. | have satisfied myself that this is an accurate description of this
responsibilities of this position. There is a valid management need position, and | certify that it has been classified in accordance
for this position. with appropriate 3 FAH-2 standards.
Daniel G. Callahan Jonathan Cebra, HRO
Printed Name of Chief or Agency Head Date (mm-dd-yyyy) Printed Name of Admin or Human Resources Officer Date (mm-dd-yyyy)
Chief or Agency Head Signature Admin or HR Officer Signature

13. Basic Function Of Positi
Und%?“t:heugﬁ[I)Oe?vis%%sglg?he Resident Country Director (RCD) or Country Team Lead (CTL), the incumbent is responsible for all

administrative and routine programmatic functions related to Millenium Challenge Corporation (MCC) operations in Cote d'lvoire. The
Administrative Assistant performs a variety of administrative and programmatic duties supporting the Resident Country Director
(RCD) and Deputy Resident Country Director (RCD) with managing overall in-country operations.

14. Major Duties and Responsibilities 100 o of Time

Administrative Support 40%

Incumbent serves as sole administrative assistant to the Resident Country Director and provides administrative support to other senior
managers as well; screens incoming calls, correspondence, interoffice materials. Calls range from host government officials or other
stakeholders seeking information to information from MCC Washington to members of the public. Determines the priority and
responds appropriately. Makes recommendations as needed regarding appropriate action and follow-up. Gathers voicemail messages
and phone messages, taking initiative on appropriate action or routing to appropriate person. Responsible for keeping senior managers
informed regarding any problems or issues that need to be resolved. Incumbent manages supervisor's calendar; keeps RCD apprised
of calendar, action items, messages and relevant issues, both internally and externally; obtains appointments for supervisqrs, 1R;um 1)
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15. Qualifications Required For Effective Performance

a. Education
Completion of secondary school and two years university level studies or host country equivalent in office
management/business administration is required.

b. Prior Work Experience

Minimum of three years of progressively responsible experience in office management/administrative or secretarial support,
business administration, or program management support is required.

c. Post Entry Training_ . . . .
On-job training in post procedures and applicable regulations will be provided.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (I, 1) and specialization (sp/read).
Level 11l (Good Working Knowledge) in speaking/reading/writing English is required.

Level IV (Fluent) in speaking/reading/writing of French is required.

e. Job Knowledge
Thorough knowledge of business principles, concepts, and methodology involved in administering document and data
management systems and other aspects of an office environment is required. General knowledge of MCC's mission and goals and
knowledge of organization's structure and operations; detailed knowledge of MCC and USG policies and procedures for travel
and time and attendance required.

Skills and Abilities

Demonstrated oral and written communication skills and the ability to work in a fast-paced and complex office environment and
to effectively take on and complete multiple tasks in a team environment. Strong organizational skills demonstrated by the
ability to organize files, and create organization in a systemic and consistent manner. Demonstrated ability to use software
applications such as Microsoft Word, Excel, Outlook, etc. Must have keyboard skills at intermediate level.

-

16.

Position Element

a. Supervision Received . . !
lIncumbent receives direction from the RCD or Country Team Lead (CTL), but is expected to carry out day-to-day office
management duties independently bringing only sensitive or difficult cases to supervisor for discussion and guidance.

b. Supervision Exercised
None

c. Available Guidelines

MCC SOP and Policies; FAM/FAH

d. Exercise of Judgment

The incumbent works with minimal supervision and must exercise considerable judgment in developing efficient and effective
procedures for MCC in-country administrative operations while maintaining high professional standards in exercising the
authority of this position. The incumbent must demonstrate awareness of, concern for and adherence to all appropriate ethical
considerations, whether explicit in law or regulation or implicit through the exercise of prudent judgment.

e. Authority to Make Commitments
None

f. Nature, Level, and Purpose of Contacts

This position will influence the way MCC-Cote d'lvoire operates and communicates required information to MCC Washington.
Incumbent will implement policies and procedures of day-to-day office operations and communication channels. Incumbent
will effect his/her own workgroup and embassy management.

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