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

Abidjan

3a. Position Number

State 100886

l:l Yes No

If yes, please provide position number:

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

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

Employee Signature

(POSitiOI’] Number) (T|t|e) Mall room SUperVIsor (Senes) 0130 (Grade) FSN'5
I:l b. New Position
c. Other (explain) Recruitment
5. Classification Action Position Title and Series Code Grade Initials (mm_%gt_f,yyy)
a. Post Classification Authority Mail Room Supervisor, FSN-0130 6 JC  |09-07-2016
b. Other MF  [09-07-2016
c. Proposed by Initiating Office
6. Post Title Position (If different from official title) 7. Name of Employee
Mail Room Supervisor Vacant
8. Office/Section a. First Subdivision
Management Information Resource Management (IRM)
b. Second Subdivision ¢. Third Subdivision
Information Programs Center (IPC) Mailroom
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.
Vacant Hugh Thompson, IPO 09-07-2016
Printed Name of Employee Date (mm-dd-yyyy) Printed Name of Supervisor Date (mm-dd-yyyy)
BN

Supervisor Email Address

eSigned by Eforms PKI

thompsonha@state.gov

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.

Linda Pohl, IMO 09-07-2016

12. | have satisfied myself that this is an accurate description of this
position, and | certify that it has been classified in accordance
with appropriate 3 FAH-2 standards.

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 Email Address
‘ pohlll@state.gov ‘

eSigned by Eforms PEI

Admin or HR Officer Signature

13. Basic Function Of Position

14. Major Duties and Responsibilities

"Supervisory Tasks 40%

The position supervises the Post unclassified pouch and mail, Post printing press, switchboard and receptionist functions. As such the
incumbent is responsible for all daily operations and coverage of unclassified mail/pouch/fax, printing requests, incoming/outgoing
calls and reception services (incoming/outgoing visitors) and distribution of daily periodicals.

100 % of Time

"This position supervises two mail clerks, one switchboard operator and one receptionist clerk. As such, he/she is responsible for all
duties and activities critical to the daily processing of printing requests, incoming/outgoing mail, incoming/outgoing calls and
incoming/outgoing visitors. (Note: responsibility relates to the logistics arrangement and processing of printing requests,
incoming/outgoing unclassified international and local pouch mail, faxes and commercial courier services, local newspapers and
journal distribution, incoming/outgoing local and international calls (to include conference calls, IVG/DSN/ arrangements).
"Coordinates and assigns work responsibilities to subordinates and sets priorities as required.

"As the immediate supervisor to the mail, printing, switchboard and receptionist functions, the incumbent develops systemsang.sum 1)
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15. Qualifications Required For Effective Performance

a. Education i
Completion of Secondary School or equivalent.

b. Prior Work Experience

One and a half years of mailroom, or equivalent experience is required at a minimum and at least one year of the experience
must have been in a U.S. Agency.

c. Post Entry Training .
On-the-job training is provided.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (I, 1) and specialization (sp/read).
Level 111 English and French (good working knowledge - speaking/reading/writing) is required.

e. Job Knowledge
Must have a thorough knowledge of Department of State and/or associated agency pouch and mail handling instructions. Must
have a good working knowledge of the organization, functions, personnel and practices of agencies serviced.

f. Skills and Abilities

Ability to operate electronic photocopying equipment and electromechanical reproduction machines is necessary. Basic typing
ability is required for computer and fax operations. Basic switchboard comprehension of written and oral instruction are also
required.

16. Position Element

a. Supervision Received . .
The employee is supervised by a designated IPC personnel.

b. Supervision Exercised
Manages Locally Engaged Staff (LES) of the mailroon.

c. Available Guidelines
Written and oral guidelines available.

d. Exercise of Judgment

When dealing with Embassy elements and postal and various freight agencies in conjunction with official duties, considering the
volume of material that is handled, good judgement is required.

e. Authority to Make Commitments

N/A

f. Nature, Level, and Purpose of Contacts

Contacts on the working level at the post office, airport and at various freight handling facilities is required in order to
expeditiously receive incoming material and to dispatch outgoing material.

g. Time Expected to Reach Full Performance Level
There to six months.
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