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Embassy of the United States of America

Kiev, Ukraine

JOB OPPORTUNITY ANNOUNCEMENT

------------------------------------------------------------------------------------------------------------

	#037
	Date: September 7, 2004

	
	


------------------------------------------------------------------------------------------------------------
TO: 


ALL MISSION PERSONNEL

FROM:

ELIZABETH L. COBB – HUMAN RESOURCES OFFICER

SUBJECT:

CONSULAR ASSOCIATE

-----------------------------------------------------------------------------------------------------------

Family members who meet the definition of Appointment Eligible Family Member (see Definitions) are invited to apply for this position or refer qualified candidates to the Embassy Human Resources Office. Application procedures are outlined at the end of this notice.  Questions should be directed to the Human Resources Office.  

POSITION TITLE: 


Consular Associate 

POSITION TYPE:


Family Member Appointment (FMA)

POSITION OPEN TO: 
Appointment Eligible Family Members (AEFMs) – All Agencies
GRADE LEVEL:
FP-06 (Successful candidates may be appointed at a lower grade level if all qualifications/knowledge of the position are not met) 

OFFICE LOCATION:

Consular Section
OPENING DATE: 


Immediate

DEADLINE: 



COB September 24, 2004 at 6 P.M. Kiev time 
DEFINITIONS:

Appointment Eligible Family Members (AEFM) 

AEFM is defined as a U.S. citizen spouse or U.S. citizen child as referred to in 6 FAM 111.3 subparagraphs (1), who is at least age 18; who, in either case, is on the travel orders of a Foreign or Civil Service employee or uniformed service member permanently assigned to or stationed at a U.S. Foreign Service post or establishment abroad; who does not receive a U.S. Government retirement annuity or pension based on a career in the U.S. Foreign, Civil, or uniformed service and who resides at the sponsoring employee’s or uniformed service member’s post of assignment abroad, approved safe haven abroad, or alternate safe haven abroad.

APPOINTMENT ELEMENTS:

Family Member Appointment (FMA) is a type of Foreign Service Limited Non-career Appointment available to Appointment Eligible Family Members, as defined below. This employment mechanism provides the following benefits:

· Contributions and credit toward a Federal retirement pension, normally under the U.S. Government-wide Federal Employees Retirement System (FERS);

· Contributions to the U.S. Government-wide Thrift Savings Plan (TSP);

· Life Insurance under the Federal Employees Group Life Insurance (FEGLI) Program;

· Health insurance under the Federal Employees Health Benefits (FEHB) Program;

· U.S. Social Security.

WORKING ENVIRONMENT AND BASIC FUNCTION OF POSITION:

The position is located in the Consular Section of the Embassy, which is responsible for providing consular and visa services in Ukraine. The incumbent of this position assists and supports operation of IV, NIV and ACS units of the Consular Section. The work environment is open, fast-paced, with a large staff and requires a motivated, people-oriented individual. The incumbent of this position reports directly to the Deputy Consular Chief.
MAJOR DUTIES AND RESPONSIBILITIES:

· Assists NIV unit with Applicant pre-screening at intake.  Assists IV and NIV with New Biometric requirements: takes the IVO system finger scans of all K visa applicants (15/day) and also the NIV finger scans for Class A referrals (about 10-15/week).  








20%

· Assists ACS as needed, generally with visa refusal inquires but other services as well. 









15%

· Coordinates Post's Non-Mantis SAO requests with CA and Serves as Back-up Mantis Coordinator -- This involves drafting SAO cables for officer approval.  With FSNs unable to access name check results we have become even more dependent than before on EFMs for drafting these cables.  The position also tracks come-backs, Department responses, and follow-on processing. 

 30%

· Provides Name check Assistance to officers and other sections of the Embassy, including Office of Legal Attaché, a large local staff (with rolling security clearance renewals), a large DoD, DoS, and AID training/exchange.
 15%

· Organizes and Maintains the Section's classified file.


 10%

· Checks Cable Traffic on as needed basis. 




 10%
REQUIRED QUALIFICATIONS:

The incumbent of the position must hold a Secret clearance, or be eligible to obtain one.

EDUCATION:

(  High School.

WORK EXPERIENCE:

( One year of clerical or similar experience required. 

KNOWLEDGE:

( Mandatory completion of the Basic Consular Course (PC-530) is required. Knowledge of Consular's role in the mission; Basic visa and American citizen Services legislation and regulation; Awareness of country conditions as they relate to applicants' possible visa eligibility.
SKILLS AND ABILITIES:

( Must be familiar with standard office applications. 

(Must be able to communicate with American citizens and Ukrainian clients on all level of questions.
LANGUAGE:

(  Level IV (Fluent) English is required.

APPLICATION AND SELECTION PROCESS:
A) Applications of qualified candidates will be reviewed and evaluated against the announced job requirements by the Interagency Employment Committee, which ranks candidates and makes a recommendation for employment to the supervisor. 

B) Additional selection criteria may include issues such as conflict of interest, nepotism and budget implications. 

C) Candidates for employment are normally hired at the first step of a grade level.  Higher grade or salary step will be determined by the Department of State, EUR/EX/HR.

D) Interested applicants should fax or send their current resume and a letter of interest to the Embassy Human Resources Office, American Embassy, 4 Hlybochyts’ka St., fax: 490-4085.   

Applications can be sent by e-mail to: 
HRO@usemb.kiev.ua
Only applications received in the Human Resources Office before the closing date will be eligible for consideration.  Applications and letters that are inadequate or incomplete will not be considered.  Only applicants selected for interviews will be contacted.

DISCLAIMER: This position will be filled contingent on the availability of U.S. Government funds.

ADDITIONAL SELECTION CRITERIA:

( AEFMs who are currently employed under a Family Member Appointment (FMA) must work for 90 calendar days in their current position before being able to apply for advertised position. 

( U.S. Veterans will be given preference in hiring over other equally qualified candidates in accordance with U.S. law and State Department Regulations. Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-214 with their application.  

CLEARED:
DMico – CONS Deputy Chief  (by e-mail)



JCoates – FMO (by e-mail)
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