Administrative Notice

Sanaa, Yemen

	November 9, 2009
	Number: 87/09


 COMMENTS  \* MERGEFORMAT 
	Subject:  
	Job Vacancy (Human Resources / Travel Clerk)

	Distribution:  
	All Interested Candidates


OPEN TO:

All Interested Candidates
POSITION:

Human Resources / Travel Clerk
OPENING DATE:
November 9, 2009
CLOSING DATE:
November 22, 2009
WORK HOURS:
Full-time; 40 hours/week

SALARY:

*Ordinarily Resident: 
 FSN-06 (Full performance Level) US$ 7,980 per annum Starting Salary.
NOTE: ALL ORDINARILY RESIDENT APPLICANTS MUST BE RESIDING IN COUNTRY AND HAVE THE REQUIRED WORK AND RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.
BASIC FUNCTIONS OF THIS POSITION

The position is located in the Human Resources section under the direct supervision of the Human Resources Specialist. The incumbent will perform a wide variety of human resources clerk duties, which include routine work.  The H.R./Travel Clerk is also responsible for providing full-range travel services to all DOS employees USDHs, DOS LESs, TCNs, USAID (switching between DOS and USAID systems) and Military Personnel serving the DOS offices.
Major Duties and Responsibilities

H.R. Duties and Responsibilities






70%
· Conducts hiring procedures for all newly assigned employees, preparing Medical and Security clearance papers for newly hired employees.  Gives orientation tour to new employees. 

·  Prepares new agreements for newly hired and contract extension papers for PSA employees.

· Prepares employees’ evaluation reports in a timely manner and makes sure that the evaluations are returned on time in order to process the step increases and promotion cables.
· Opens files for newly hired employees and makes sure that all needed documents and forms are given to the employees and completed forms are placed back into the employees’ files after making sure that all forms are correctly completed.

· Arranges for interviews by calling the applicants, and works closely with the security section for the applicant’s access to the compound.  

· Maintains the filing system (Americans and FSNs) by making sure that all cables and documents are filed in each person’s official file. 

· Incumbent is also responsible of keeping and filing the T&A reports on timely manner.

· Other duties assigned by the supervisor.  

Travel Duties and Responsibilities
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· The H.R./Travel Clerk is responsible for securing all transit arrangements of the DOS and where necessary, arrangements for temporary lodging accommodations for U.S. citizen personnel assigned to the post, considering most direct routes, salary and per diem costs.

· The H.R/Travel Clerk advises U.S. citizen personnel of their entitlements in a wide variety of travel situations, including home leave and return to the post, home leave and transfer, R&R leave, medical evacuation, emergency leave, invitational travel etc.
·  The H.R/Travel Clerk is responsible for issuing travel authorizations that cover the expenses of every trip and specifying the purpose of that trip whether it was official or personal travel. The Travel authorization varies according to the purpose of the travel that could be Medvac, EVT, Educational, conference, TDY, Training, R&R, consultations, VRB, RRB, Personal leaves, and PCS travel.
· The H.R/Travel Clerk will prepare travel orders using Travel Manager Database.  To do so the incumbent will need to arrange all the travel paperwork to be completed by the traveller.
QUALIFICATIONS REQUIRED

Education:

Secondary school or diploma in related field is required.
Experience:

One and half to two years of clerical and/or administration experience in Human Resources are required.
Language Proficiency:

Level III (Good working knowledge) English is required. Level IV (Fluent) Arabic is required.
Job Knowledge:
Must have a good knowledge of general office operations and procedural requirements pertaining to functions performed in a personnel office. 
Skills and Abilities:
Ability to work under pressure, level II typing a good working knowledge of Word Processing and Access applications.
SELECTION PROCESS:
 After an initial application screening, the best-qualified applicants will be invited for an interview, which may include testing of English language skills.  Applicants must be eligible for appointment under host government laws and regulations.  The final phase of the selection process is the probationary period, which will last six months.

ADDITIONAL SELECTION CRITERIA

1.  Management will consider nepotism/conflict of interest, budget, and residency status in determining successful candidacy.  

2.  Current employees serving a probationary period are not eligible to apply.

3.  The candidate must be able to obtain and hold a normal security clearance.

TO APPLY
Interested applicants for this position must submit the following or the application will not be considered: 

1. Application for U.S. Federal Employment (SF-171 or OF-612); or

2. A current resume or curriculum vitae that provides the same information as an OF-612; plus

3. Any other documentation (e.g., essays, certificates, awards, copies of degrees earned) that addresses the qualification requirements of the position as listed above.

SUBMIT APPLICATION TO

Human Resources Office (or Admin Office)

P.O.Box 22347

E-Mail: hrosanaa@state.gov
DEFINITIONS

*Ordinarily Resident (OR):  A citizen of the host country or a citizen of another country who has shifted the main residency focus to the host country and has the required work and/or residency permits for employment in country.
CLOSING DATE FOR THIS POSITION:  November 22, 2009
The US Mission in Sanaa, YEMEN, provides equal opportunity and fair and equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, disability, political affiliation, marital status, or sexual orientation.  The Department of State also strives to achieve equal employment opportunity in all personnel operations through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been denied equal opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for relief.

Approved:
MO: RHaynie
Cleared: 
HR: AAbdulsalam
Drafted: 
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