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 STATE 101556

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.
, {Fitle) ——— (Series) ———— (Grade)
I:' b. New Position
I:' c. Other (explain)
-, . . . Date
5. CLASSIFICATION ACTION Position Title and Series Code Grade Initials (mm-dd-yy)
a. Post Classification Authority NEPA CONTROL CLERK FSN-1820 5

b. Other

c. Proposed by Initiating Office

PROPERTY CONTROL ASSISTANT
7. NAME OF EMPLOYEE
8. OFFICE/SECTION a. First Subdivision
U.S.EMBASSY KAMPALA ADMINISTRATIVE OFFICE
b. Second Subdivision ¢. Third Subdivision
GENERAL SERVICES OFFICE N/A
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. | 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

Responsible for tracking and monitoring status and location of the complete inventory of non-expendable property, working
with all sixteen ICASS agencies and all GSO sections to insure the integrity and safekeeping of USG property and reviewing
in-coming/out-going reports.

14. MAJOR DUTIES AND RESPONSIBILITIES % OF TIME

Responsible for all Non Expendable Property, including representation inventories for CMR and DCMR. Maintains and
produces periodic reports. Chiefly responsible for inputting data into the NEPA database (containing nearly $8 million worth
of property) and maintaining it’s integrity. Guides the work of the Assistant NEPA clerk.




RECEIVING: Enters data from out going/in-coming orders and receiving reports. Works with receiving clerks and
warehouse to determine appropriate item code(s) for different items of inventory; determines life cycle based on 6FAM
tables and historical data; and guides the Assistant NEPA clerk. 40%

TRANSFER: Maintains master inventory of all mission non-expendable property, numbering individual pieces of property,
and records status of issue from the Warehouse to the recipient. Sends a copy of the transfer document to the new
responsible officer, establishes suspense date, and ensures receipt of signed accountability documents.

UTILITIES: Facilitates interagency property transfers. Changes items codes, property numbers, and responsible officer in
NEPA.

DISPOSAL: Determines, in conjunction with Property Supervisor, which office/residential furniture, furnishings, appliances
and equipment are due for disposal. Determines appropriate disposal method, e.g. sale, transfer or destruction. Prepares
OF-132 and obtains signatures of the accountable property officer, property management officer, and property disposal
officer.

MAINTENANCE: Collects maintenance data from procurement forms and work orders. Calculates labor costs, enters into
NEPA.

RECONCILIATION: Completes annual reconciliation process for all serviced agencies. Supervises physical count and
research of all non-expendable office and residential property. Determines if item still exists, where it is located (at
residence, in warehouse, on loan, or in repair shop). Completes physical count, consolidates all inventory data, and
reconciles differences.

40%

PROCUREMENT: Assists GSO section in the annual procurement plan by analysing replacement cycles.

TRACKING: Assists in the CMR/DCMR silverware, hollowware inventory from receipt, change of occupants, and
destruction of damaged items and preparation of destruction report.

20%

5. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education
Completion of secondary school both O and A level.

b.  Prior Work Experience
Two years of any work which involved meticulous attention to detail experience is required.

c. Post Entry Training
Specialized training in performing unique "NEPA" functions.

d. Language Proficiency: List both English and host country language(s) by level and specialization.
Level IV English ability (good working knowledge)-both spoken and written is required.

e. Knowledge
Basic knowledge of operating a computer data input equipment, processes, and procedures, agency regulations, and




policies controlling data input is required.

f.  Skills and Abilities
Must be able to tolerate repetitive work. Must be able to type 30wpm. Interpersonal skills required when dealing with
American employees and family members is required. Willing to shift property when recording NEPA numbers.

16. POSITION ELEMENTS

a. Supervision Received
Property & Supply Supervisor, Assistant General Services Officer and General Services Officer.

b. Available Guidelines
Handbooks and procedural materials provided and developed by State Department including FAM & FAH.

c. Exercise of Judgment
Ability to notice, and where necessary, challenge information provided by Receiving or Warehouse. Ability to work
with supervisor to correct errors.

d. Authority to Make Commitments
None

e. Nature, Level and Purpose of Contacts
U.S. Direct Hire employees and other FSN/PSA employees.

f.  Supervision Exercised
Assistant NEPA clerk.

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