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September 10, 2004                        Vacancy for Secretary                                 11-04                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                


OPEN TO:
All Interested Candidates   

POSITION TITLE:
 
Secretary

OPENING DATE:

September 13, 2004

CLOSING DATE:

September 27, 2004

WORK HOURS:

Full-time; 40 hours/week

SERIES/GRADE:

FSN-120-5

The United States Embassy, Freetown is soliciting applicants for the position of “Secretary”.  The successful candidate must meet all the qualifications stated in the position description under “effective performance”.   The position is located in the office of New Embassy Construction (NEC) and reports to the Construction Site Engineer.

NOTE:  ALL ORDINARILY RESIDENT APPLICANTS MUST BE RESIDING IN COUNTRY AND HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. (See definitions below).

DUTIES AND RESPONSIBILITIES
Serves as Office Manager at the New Embassy Construction (NEC) office:  Provides telephone/receptionist services in the Administrative office.  Responds to telephone calls, screens callers, and direct callers to appropriate Officer, or takes messages as necessary.  Receives, reviews, sorts, and distributes incoming correspondence/communications as appropriate.  Reviews outgoing correspondence and corrects for grammar, punctuation or typographical error.  Drafts administrative notices, diplomatic notes, cables and other correspondence as directed, or types from narrative materials as required by the Management Officer.
 

Manages the Construction Engineers and NEC Security Officer’s appointment calendar by scheduling visiting appointments with the Engineers and escorting visitors from outside the NEC office to the NEC office, and back.  Arranges for meetings as requested by the NEC Personnel – coordinates meeting location and invites audience.  Establishes a well organized filing system in accordance with NEC regulation and maintains files and other information as necessary.  Maintains files and other information on temporary occupants at NEC apartments.  Keeps and accounts for petty cash for minor NEC expenses.             

Prepares Time and Attendance sheet on NEC staff and assists other sections with clerical work as required.

Coordinates Travel for NEC visitors and personnel: Consults with embassy Travel office in coordinating travel of NEC personnel and TDYers; arranging issuance of visas, airline booking, ticketing, accommodation etc.  Assisting in typing scripts, admin notices, preparing diplomatic notices to the Foreign Office as required.


Performs other duties as required by NEC Authorities. 


QUALIFICATIONS REQUIIRED

Note:  All applicants must address each selection criterion detailed below with specific and comprehensive information supporting each item.  

· Education:  Completion of secondary school and specialized training in secretarial and office management skills.

· Prior Work Experience:  Three years of progressively responsible experience in the secretarial, administrative management and clerical fields.

· Language Proficiency:  Level 3 English ability (good working knowledge) in written and spoken English.  

· Knowledge: Knowledge of general office practices and procedures.  Must be able to quickly acquire knowledge of NEC office procedures and regulations.

· Skills and Abilities:  Level II typing ability (40 words per minute with accuracy.  Must be able to use simple computer software programs.

TO APPLY

Interested applicants for this position must submit the following: 

1. Application for U.S. Federal Employment (OF-612) available on the internet at 

HTTP://freetown.usembassy.gov/ under "Vacancy Announcements" and "Application" or a current resume or curriculum vitae that provides similar information.

2.  Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-214  

with their application.

SUBMIT APPLICATION TO
The Construction Engineer, NEC

C/o American Embassy

Walpole Street

Freetown

by handing a sealed envelope to a guard at the reception post at the American Embassy in Freetown.

NOTE: Only short listed applicants will be contacted.

DEFINITIONS

1. Ordinarily Resident (OR):  A citizen of Sierra Leone or a citizen of another country who has shifted the main residency focus to Sierra Leone and has the required work and/or residency permits for employment in Sierra Leone.

2. Not-Ordinarily Resident (NOR):  Typically NORs are AEFMs and EFMs of FS, GS, and uniform service members who are on the travel orders and under Chief of Mission authority, or other personnel having diplomatic privileges and immunities.

CLOSING DATE FOR THIS POSITION:  SEPTEMBER 27, 2004

An Equal Opportunity Employer

MISSION VACANCY ANNOUNCEMENT





AMERICAN EMBASSY


FREETOWN, SIERRA LEONE





� EMBED PBrush  ���








_1069674267

