
 
Attachment “B” 

 

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 NO. 

PORT OF SPAIN Department of State  N72113 

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

AFTER THE “YES”BLOCK.  Yes     No 

 

4. REASON FOR SUBMISSION 

     a. Reclassification of duties:  This position replaces 
 

 Position No. N72113  
, 

Secretary  
(Title) 

 120  
(Series) 

FSN-6  
(Grade) 

      b. New Position 
 

    c. Other (explain)       

 

5. CLASSIFICATION ACTION 

 

Position Title and Series Code 
 

Grade 
 

Initials 
Date 

(mm-dd-yyy) 
 

a. Post Classification Authority 

         

 
Administrative Assistant 

 
FSN-06 

            

 

b. Other 

         

                        

 

c. Proposed by Initiating Office 

         

                        

 

6. POST TITLE POSITION (if different from official title) 

Administrative Assistant 

 

7. NAME OF EMPLOYEE 

    Vacant 
 

8. OFFICE/SECTION 
Public Affairs Office 

 

a. First Subdivision 

     
b.  Second Division 
 

 

c. Third Subdivision 

     
  

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

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

 
 
 

             Vacant      

 
 
 

      

 
 
 

              

 
 
 

     

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

                      Date (mm-dd-yy) 

  

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 the  
     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-yy) Typed Name and Signature of Human Resources 

Officer 
                       Date (mm-dd-yy) 

 
13. BASIC FUNCTION OF POSITION 

Responsible for clerical and administrative support for Public Affairs Section (PAS), including support for Public Affairs Officer (PAO), 
budget, office management, and time and attendance. 
  

14. MAJOR DUTIES AND RESPONSIBILITIES        

Support for Public Affairs Officer. 

Administration (including: time and attendance, managing contact database, files, supplies, purchase orders). 

Budget (advise PAO on budget, communicate with MGT and FMO concerning budget issues, regularly update budget tracker  and 

coordinate with other PAS staff on purchases, grants, representational funds and other expenditures). 

Grants Officer Representative 

Correspondence and communications (mail, email, cables, and phone messages) 

Reporting (MAT/CLO Newsletter coordination) 

Event planning 

Backup on education advising 
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15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE 

 

a. Education:  Completion of an Associate’s degree in business administration, accounting, or business management is required. 

 

b. Prior Work Experience:   One to three years progressively responsible experience in administration, education, cultural activities or related fields 

required. 

      

 

c. Post Entry Training 

On the job. 

 

d. Language Proficiency: list both English and host country language(s) proficiency requirements by level (ll,lll) and specialization (sp./read): 

Level IV English ability (Fluency) reading, writing and speaking required. 

 

 

e. Job Knowledge: 

Thorough knowledge of host country’s political, economic, social and educational structure, institutions, political parties and cultural movements, 

historical development and key personalities. 

      

 

f. Skills and Abilities 

Ability to plan for and meet the needs of VIPs and protocol level personnel for logistical support to specific cultural events and 

projects/programs.  Ability to maintain VIP/Protocol level contacts in government, educational and cultural institutions.  Ability to 

follow up on administrative details in connection with programs.    Level II typing (40 wpm) and proficiency in the use of 

Microsoft Word, Excel, Outlook, Powerpoint and Publisher required.  Must possess tact and diplomacy to effectively deal with high 

level members of the Embassy and External officials. 

 

16. POSITION ELEMENTS 

 

a) Supervision Received: 

Supervised principally by the Public Affairs Officer and the IR & EA Director. 

 

 

b) Supervision Exercised:   

None. 

 

c)     Available Guidelines:  

        Established State Department procedures in Exchange operations. 

 

 

d)     Exercise Of Judgment:  
   Judgement and initiative is exercised in carrying out the details of assigned duties. 

 

e)      Authority to Make Commitments: 

         N/A 

 

f)      Natural, Level, and Purpose of Contacts: 

        Incumbent maintains contacts with current and potential foreign leaders in government, politics, media, education, science, 

labor relations and other key fields of importance to our bilateral relations.  

 
g)     Time expected to Reach Full Performance Level 

        Six months 
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MAJOR DUTIES AND RESPONSIBILITIES (continued) 

 

Position No. N-72113                                                                                                       % of time 

 

             20% 

Support for PAO: 
Serve as executive assistant for PAO, helping with task management, scheduling, administrative support, 

and other tasks as necessary. 

 

             30% 

Administration: Manages and maintains office records, contact information and other files essential for 
managing the section.  Inputs and maintains the time and attendance for a six-person section with 

frequent overtime and after-hours work.  Orders supplies for the section and inputs purchase orders for 

equipment and services. 

 

             10% 

Budget:  Act as FSN lead on PAS budget.  Advises PAO on budget.  Initiates and executes, with PAO 
approval, purchase orders for the section.  Coordinates with MGT, FMO and PAS on budget and 

expenditure issues.  Regularly updates budget tracker and other documents.   

 

             5% 

Correspondence and Communication:  Receives and routes communication to the section.  Drafts 
routine replies for the PAO’s signature.  Controls access to the PAO by screening visitors and telephone 

calls.  Answers all telephone calls for PAS and other inquiries where necessary.   

 

             5% 

Reporting: Working with other members of the section and the PAO prepares regular reports including 

the Mission Activity Tracker (MAT).  Coordinates PAS submissions to the monthly CLO newsletter.  Other 
reporting tasks as required. 

 

             10% 

Event Planning: Working with other members of the section and the PAO prepares the logistics for 

frequent events both inside and outside the Embassy.  This includes working with caterers, printers and 

other vendors, preparing work orders and planning logistics. 
 

             10% 

Grants Management: Serve as Grants Officer Representative, drafting, administering and monitoring 

Public Diplomacy Grants. 

       
             10% 

Backup Educational Advisor: Working with the Educational Advisor, the Administrative Assistant is the 

primary administrative support for the annual College Fair, and provides educational advising when the 

Advisor is not available. 

 

Other duties as required. 

  

 


