U.S. Department of State
INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

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

1. Post
Mexico City

2. Agency

Department of Justice

3a. Position Number

3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the “Yes” block.

[dYes X No

4. Reason For Submission
[] a. Redescription of duties: This position replaces

(Position Number) (Title) (Series) (Grade)
] b. New Position
[ c. Other (explain)
5. Classification Action Position Title and Series Code Grade Initials Date

(mm-dd-yyYy)

a. Post Classification Authority
Florida Regional Center

b. Other

c. Proposed by Initiating Office

6. Post Title of Position (if different from official title)

7. Name of Employee

8. Office/Section
Department of Justice

a. First Subdivision
OPDAT

b. Second Subdivision

c. Third Subdivision

9. This is a complete and accurate description of the duties and
responsibilities of my position.

Printed Name of Employee

Signature of Employee Date (mm-dd-yyyy)

10. This is a complete and accurate description of the duties and
responsibilities of this position.

Printed Name of Supervisor

Signature of Supervisor Date (mm-dd-yyyy)

11. Thisis a complete and accurate description of the duties and
responsibilities of this position. There is a valid management
need for this position.

Printed Name of Chief or Agency Head

Signature of Chief or Agency Head Date (mm-dd-yyyy)

12. | have satisfied myself that this is an accurate description of
this position, and | certify that it has been classified in
accordance with appropriate 3 FAH-2 standards.

Printed Name of Admin or Human Resources Officer

Signature of Admin or Human Resources Officer  Date (mm-dd-yyyy)

13. Basic Function of Position

Serves as the principal advisor for DOJ/OPDAT’s communications, reporting, and public affairs strategy in Mexico; makes substantive
contributions to the development, planning, and execution of DOJ/OPDAT's information programs designed to advocate U.S. policy, reach
DOJ/OPDAT's programmatic goals, implement the bilateral initiatives, and further the objectives of Posts’ Integrated Country Strategies
(ICS). Informs Department of State program officers regarding activities, successes, metrics, and other programmatic details in order to
ensure continued funding. Maintains extensive personal contact with key in-country officials, using these contacts to counsel OPDAT
management, Embassy public affairs staff, and others as needed on the most effective means of promoting DOJ/OPDAT and bilateral
programs and policies, as well as to provide written reports in the form of cables to Washington. Manages all reporting requirements
(quarterlies, after action reports, weeklies, etc...) for DOJ/OPDAT programs Mexico and drafts Inter-Agency Agreements for program

funding.
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14. Major Duties and Responsibilities

Reporting Requirements 30%

Manages and drafts all OPDAT generated documentation of program achievements and metrics for DOJ HQ and funding partners. This
includes after action reports, quarterly reports, cables, and other written materials as assigned. This requires requesting data and
evaluations from OPDAT staff and a clear understanding of OPDAT programs. Drafts Inter-Agency Agreements for program funding and
develops all performance measures in coordination with RLAs/ILAs and Department of State.

Communication Strategies 30%

Advises on OPDAT's public affairs opportunities: seeks to promote OPDAT programs through public affairs events and activities, drafts all
media announcements, press releases, and social media regarding OPDAT programs, and coordinates with interagency partners at the
behest of RLAS/ILAs. Drafts speeches and talking points related to OPDAT programs and goals for RLA/ILA or broader Embassy use.
Advises the OPDAT RLAS/ILAs as to the best strategies to advance DOJ/OPDAT, bilateral or regional initiatives, and ICS goals using
public diplomacy and interagency coordination on programs in the region. Supports RLAs/ILAs communications with Embassy senior
leadership, as needed. Drafts fact sheets and briefing check lists for visitors (such as CODELs or DOJ officials) to highlight the success of
OPDAT programs.

Interagency Coordination Management 25%

Manages, drafts, edits, and translates as needed Mission and Washington-produced materials that support OPDAT and ICS goals in
bilateral cooperative areas in Mexico. Drafts Inter-Agency Agreements for OPDAT program proposals and assists in the process for
program approvals with post and headquarters personnel. Takes responsibility for the accuracy and policy content of OPDAT-related
information, statistics, and programs in these materials, and identifies key recipients in and outside of the Mission. Works hand-in-hand
with interagency partners to develop joint public affairs strategies; may provide clearance on interagency documents on behalf of OPDAT.
Requires in-depth knowledge of OPDAT's programs and accomplishments as well as regional legal frameworks. Represents the head of
section at Embassy meetings as needed.

External Coordination 15%

Coordinates events with civil society, government officials, press, and international missions on topics related to public outreach and
messaging. When required, accompanies OPDAT management on trips or to events to advise on public affairs matters. Advises on the
appropriate and effective use of interviews, backgrounders, press conferences, or other public events for OPDAT management and visiting
high-level DOJ officials. Will work with OPDAT partners to develop surveys and post-training evaluations to measure the success and utility
of OPDAT programs and provide substantive metrics for programs and public messaging. Represents OPDAT as needed.




15. Qualifications Required For Effective Performance
a. Education:

Bachelor’'s degree in communications, international relations, public relations, political science or journalism.

b. Prior Work Experience:

Five years of work experience in communications, international relations, public relations, political science or journalism.

c. Post Entry Training:

N/A

d. Language Proficiency: List both English and host country lanqguage(s) proficiency requirements by level (ll, Ill) and
specialization (sp/read):

Native English Proficiency—Level IV oral & written, Spanish -Level Il oral & written

e. Job Knowledge:

Must have experience in report writing, public communication and political analysis. In order to draft reporting cables on areas related to
OPDAT's programs, broad knowledge of legal frameworks and criminal justice is required. Limited organizational knowledge required at
onset, time to learn about programs is necessary. At full performance level the job holder is required to have knowledge of regional security
issues and agreements, understanding of the purpose of the organization, internal procedures such as interagency clearance process,
funding mechanisms, and press policies.

f. Skills and Abilities:

Superior writing and analytical skills. Strong oral briefing skills. Skill in applying and adapting such knowledge to recurring, precedent
assignments. Independent judgment and initiative. Knowledge and skills in the use of computers and applications.

16. Position Elements

a. Supervision Received:

The incumbent reports to the Senior RLA, who is the rating officer.

b. Supervision Exercised:

Manages and coordinates the tasking of locally-hired lawyers and program coordinators as needed regarding OPDAT communications.

c. Available Guidelines:

Applicable DOJ and Mission policy statements or broad precedents

d. Exercise of Judgment:

Self-starter who is able to make decisions related to assigned tasks with no or extremely limited guidance.

e. Authority to Make Commitments:

May make commitments with GOM counterparts within scope of public affairs duties.

f. Nature, Level and Purpose of Contacts:
The incumbent will interact directly with senior and mid-level authorities of the US and host government agencies as well as private sector
providers.

g. Time Expected to Reach Full Performance Level:

Twelve (12) months




