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 COMMENTS  \* MERGEFORMAT 
	                                                                                                                                                         Subject:  
	Job Vacancy (Assistant Head of Guards)

	Distribution:  
	ALL FSNs – All Agencies


OPEN TO:

 All FSNs
POSITION:

Assistant Head of Guards
OPENING DATE:
February 1, 2010

CLOSING DATE:
February 14, 2010
WORK HOURS:
Full-time; 48 hours/week

SALARY:
FSN-06 Full Performance Level US$ $11,012 p.a. plus $2,500 allowances.
LENGTH OF HIRE: Temporary position not to exceed beyond three years

                                 
from the date of hire.

NOTE:  ALL ORDINARILY RESIDENT APPLICANTS MUST HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.

The U.S. Embassy, Sana’a is seeking individual for the position of Head of Guards in OBO Section.
BASIC FUNCTION OF POSITION

This position reports directly to the Head Guard.  In the absence of the head guard will report site security manager.  In conjunction with the head guard supervises the Guard and drivers.

Major Duties and Responsibilities: 

· Supervises the guard force (approximately 25 employees) under the direction of the Head Guard, ensuring that Guards and, drivers are performing their tasks as per the post orders and Site security Manager Direction.

· Ensures that the guard force properly provides protection on OBO construction and escorts construction materials, 

· Makes recommendations for written employee awards and is responsible for the daily Time and Attendance (T&A) reports for the guard force.

· Under the direction of the head guard, investigates problems or disturbances reported by the guards during the previous shift and forwards the proper reports to the site security manager.

· Conducts frequent patrols and inspections of all construction areas and posts; arranging for necessary relief of guards as needed as well as ensuring the guards are performing their jobs properly.

· Responsible for the proper operation and working condition of all equipment used at each entry control post as well as that assigned to all guards.  This includes but is not limited to X-Ray machines, itemizers, hand-held metal detectors, Imminent Danger Notification System (INDS) pendants, cell phones, vehicles, spare parts, flashlights, uniforms and logbooks.

· Other duties as assigned.

· Resolve any security problems that arise on 24 hours call.
15. Qualifications Required for Effective Performance

A.
Education:

    Completion of   secondary school is required.

B. Prior Work Experience:
    2 Years security experience with one year of supervisory experience is required.  

C.
Language Proficiency: 

    Level III in English is required and Level III in Arabic written and spoken is


required.
D. Skills and Abilities: 

      Incumbent must has high level of security experience, diplomatic communication skills, and management experience.

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 Management Office)

P.O. Box 22347

Sanaa - Yemen

E-mail address: hrosanaa@state.gov
DEFINITIONS

1. 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:  February 14, 2010
The US Mission in the Republic of 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.
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