Administrative Notice

Sanaa, Yemen

	January 27, 2010
	Number: 10/10

	Subject:  
	Job Vacancy (Secretary - OBO)

	Distribution:  
	All Interested Employees


1.
Open to:

All Interested FSN Employees

2.
Opening date:  
January 27, 2010
3.
Closing date:   
February 10, 2010
4.
Position: 

Secretary - OBO
5. Workweek schedule: 
Full-Time 40 hours.

6.
Grade/Salary: 

*Ordinarily Resident:

FSN-7 (Full Performance Level) US$ 11,914 Starting Salary per annum plus US $2,500 approx. in benefits and allowances.
NOTE: ALL ORDINARILY RESIDENT APPLICANTS MUST BE RESIDING IN COUNTRY AND HAVE THE REQUIRED WORK AND RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.
BASIC FUNCTION OF POSITION

Provides Administrative (clerical/secretarial) support to the OBO construction office.

Major Duties and Responsibilities
1. Supports all OBO Manager’s schedule according to the daily planning activities. Job holder is translator/interpreter for the OBO managers between Yemeni Contractors. Provides Clerical and travel assistance to the OBO Mangers. In support of the OBO Mangers, prepares all necessary travel Arrangements with the Travel Agency to include air and hotel reservations, and Country Clearance Cables. Takes the initiative in ensuring that emergency requests for M & R services are dealt with promptly. Maintain office files, types various documents, answers the telephone and supports official TDY visitors. 

2. Administrative Support to the OBO staff supervisors in support of their duties by coordinating vacation schedules, expediting work orders, and promoting efficiency of on-going daily activities. Also tasked as the work order clerk and develop and maintain a PM program. To follow up with OBO office buildings on completed and on-going work requests. 

3. Is the responsible liaison between OBO Staff and the Regional Security Office (RSO). Prepares all documents for contractor access and authorized badges for Contract workers. Prepares country clearance cables coordination and approvals to include TDY visitors’ pre-authorizations.  Also in charge input into the PASS system, the work orders requests, and maintain all records of OBO fund sites. 

4. Incumbent is a sub-cashier for OBO NOX and Residential construction project.  Is responsible for maintaining $1000 in “Petty Cash” which is used by OBO personnel to purchase urgently needed materials or repair parts.  As a sub-cashier, the incumbent is required to manage the expenditures and all associated documentation.  Responsibilities include maintaining accurate accountability of the entrusted funds and subject to unannounced cash counts by the American OBO staff. 

5. In addition, responsible for controlling access to all construction and work site keys and making sure all issues are recorded in the log book.  The incumbent is accountable for the inventory of the keys to the entire construction site.  

6. Incumbent will also perform the task of Time and Attend Clerk for local OBO FSN staff assigned to the OBO construction project.  

QUALIFICATIONS REQUIRED

A.
Education: 

Completion of secondary school, business school in secretarial training is required. 

B.    Prior Work Experience: 

One year of progressively responsible experience in an office environment. 

C.
Post Entry Training: 

Computer (PC) training to include courses in LAN usage and Windows software is required 

D.
Language Proficiency: 


Fluent Arabic and English (Level IV) is required

E.  Job Knowledge:

For the incumbent of this position it is imperative to know how the Mission and coordination are conducted. How are the organizational charts of the Mission, especially regarding management. Incumbent must be well known of all cultural, educational, social and political procedures are, because a well percentage of its duties are conducted, reflected are developed among a bicultural environment of public relationships

F.   Skills and Abilities: 

Typing 30 WPM (English) 20 WPM (Arabic). Personal computers; ability to organize and maintain a filing system, modern telephone equipment, ability to keep a calendar. Ability to operate photo identity card machine. Simple translations from Arabic to English. Uses fax and telephone answering machine.

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

2. 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: 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 10, 2010
An Equal Opportunity Employer

The US Mission in 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.

Drafted: 
HR:SIstrola

Approved: 
MO:PBlankenship

Cleared: 
OBO: JMoss


FMM: NRodriguez

