INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION

Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2)

1. POST 2. AGENCY 3a. POSITION NO.
KAMPALA CDC 100345

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED
AFTER THE “YES” BLOCK. |_]Yes [_]No

4. REASON FOR SUBMISSION
I:' a. Reclassification of duties: This position replaces

Position No.
, (Titlte) ——— (Series) —————— (Grade)
I:' b. New Position
I:' c. Other (explain)
- . . i Date
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials (mm-dd-yy)
a. Post Classification Authority MAINTENANCE SUPERVISOR 9
b. Other
c. Proposed by Initiating Office
6. POST TITLE POSITION (if different from official title) 7. NAME OF EMPLOYEE
8. OFFICE/SECTION a. First Subdivision
US EMBASSY KAMPALA CENTERS FOR DISEASE CONTROL &
PREVENTION
b. Second Subdivision c. Third Subdivision
OPERATIONS BRANCH MAINTENANCE UNIT
9. This is a complete and accurate description of the duties and 10. This is a complete and accurate description of the duties and
responsibilities of my position. responsibilities of this position.
Typed Name and Signature of Employee Date(mm-dd-yy) Typed Name and Signature of Local Supervisor Date(mm-dd-yy)
11. This is a complete and accurate description of the duties and 12. I have satisfied myself that this is an accurate description of the
responsibilities of this position. There is a valid management need position, and | certify that it has been classified in accordance
for this position. with appropriate 3 FAH-2 standards.
Typed Name and Signature of American Supervisor Date(mm-dd-yy) Typed Name and Signature of Human Resources Officer Date(mm-dd-yy)

13. BASIC FUNCTION OF POSITION

The Facilities and Maintenance Supervisor (FMS) serves under the supervision of the Chief of Operations to effectively
and efficiently manage all CDC Uganda facilities so as to provide an optimal working environment for all CDC staff and
supervises 7 general services staff. The incumbent’s role includes supervision, administration, planning and provision of
technical and administrative oversight for repair works at CDC Uganda.

14. MAJOR DUTIES AND RESPONSIBILITIES % OF TIME

A. Supervisory: 30%

The Facilities and Maintenance Supervisor directs and coordinates Maintenance Staff in performance of technical activities
such as facilities preventive maintenance, equipment installation, trouble shooting and repairs, security alert installations




and disposal of Hazardous waste. He ensures the provision of a conducive working environment for staff to perform their
duties on a daily basis by fostering high levels of cleanliness and tidiness of all CDC facilities and equipment. Incumbent
makes work assignments, monitors staff performance and provides guidance and training on adherence to quality standards
within established timeframes. Identifies and initiates staff development programs through training, seminars and
workshops. The incumbent supervises the Electricians, Refrigeration/Air Conditioning Technicians, Plumber, janitors, and
labourer.

B. Development of systems, policies and guidelines: 30%

The Facilities and Maintenance Supervisor develops systems to track work assignments and progress toward completion,
continuously reviews supplies inventory to prevent stock-out and develops equipment maintenance schedules, repairs and
replacement to avoid work stoppage as well as preparing summary weekly status reports for planning purposes. Incumbent
establishes duty rosters, material requirement lists, performance reports for maintenance staff and emergency evacuation
procedures for all the buildings occupied by CDC staff. He arranges fire drills and other related safety training for staff.
The incumbent also develops and updates periodically the Standard Operating Procedures (SOPs) for facilities maintenance
management.

C. Establishment and coordination of technical activities: 20%

The incumbent in collaboration with the Operations and other Branch Chiefs plans, establishes, and coordinates technical
activities covering installations, maintenance and operational surveillance of all CDC buildings located at the Uganda
Virus Research Institute (UVRI) in Entebbe. This requires the incumbent to liaise with all CDC branches on technical
support, maintenance needs and/or strategies to resolve complex facilities, system and equipment problems efficiently and
in a timely manner.

D. Development of SOWSs for repairs & maintenance works and other related duties as assigned: 20 %

Incumbent prepares maintenance, repair and renovation contract Scope Of Works (SOWSs), monitors and assesses the work
of contractors working on site and prepares after-action-reports with recommendations for improved efficiency. Incumbent
is the point of contact between contractors, Chief of Operations and the COR and ensures contractual projects adhere to
required RPSO and other professional standards. Prepares and shares progress reports and monthly performance reports
with the COR for contracted services. Incumbent liaises with external contractors, UVRI and Embassy counterparts to
ensure that contracted technical activities are executed promptly and efficiently and adhere to established time frames and
specifications in the contract.

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education
University degree in engineering is required.

b. Prior Work Experience

Three years of progressively responsible engineering experience in maintenance works and 2 years supervisory
experience in a maintenance setting.

c. Post Entry Training
N/A

d. Language Proficiency: List both English and host country language(s) by level and specialization.
Level IV English ability (fluent) is required.

e. Knowledge
Good knowledge of maintenance trades operating practices and procedures is required.

f.  Skills and Abilities




Must be able to supervise a multi-trade workforce effectively, including devising work schedules and providing on-the-
job instruction.

16. POSITION ELEMENTS

a. Supervision Received
Operations Branch Chief.

b. Available Guidelines
Oral and written instructions from the supervisor. Established trade practices and procedures.

c. Exercise of Judgment
Ability to assess and strategize maintenance needs at CDC facilities.

d. Authority to Make Commitments
None.

e. Nature, Level and Purpose of Contacts
U.S. Direct Hire employees, FSN employees, outside contractors on maintenance needs and/or strategies.

f.  Supervision Exercised
Maintenance staff comprising Electricians, Plumbers, Refrigeration/Air conditioning Technicians, Janitors and
laborers.

g. Time Required to Perform Full Range of Duties after Entry into the Position
52 weeks.
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