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 2. Agency 3a. Position Number
American Embassy Mexico City DOS/INL AIN-L01
3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the “Yes” block.
[1Yes [X No

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

(Position Number) __ ANA-U84 (Title)__INL Administrative Clerk (Series)_FSN-0105 Grade 6 (Grade)

[J b. New Position

[] c. Other (explain)

5. Classification Action Position Title and Series Code Grade | Initials Date
(mm-dd-YyyY)
: ification Authori
a. Post Classification Authority Procurement Agent, 810 FSN-8
b. Other
c. Proposed by Initiating Office
INL Acquisition Support Specialist
6. Post Title of Position (if different from official title) 7. Name of Employee
Acquisition Support Specialist
8. Office/Section a. First Subdivision
US Embassy Mexico City INL
b. Second Subdivision c. Third Subdivision
INL Management Office INL COR Team
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.

Printed Name of Employee

Signature of Employee Date (mm-dd-yyyy)

11. This is a complete and accurate description of the duties and 12. | have satisfied myself that this is an accurate description of
responsibilities of this position. There is a valid management this position, and | certify that it has been classified in
need for this position. 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

Responsible for assisting the INL Mexico City Contracting Officer Representatives (COR), in the review of purchase requests, contracts,
statements of work (SOW), independent government estimates (IGCE) and acquisition plans of goods and services. Responsible for
drafting various acquisition documents as part of contracting actions. Assists the Senior and the Deputy Contracting Officer Representatives
in all acquisition aspects, including special projects that the Senior and the Deputy Contracting Officer Representatives are coordinating.
Responsible for the processing of contract invoices as directed and assists with contract budgeting through various computerized systems.
Works closely with project managers, program analyst, contract specialists, contracting officers and program assistants, as well as with
program officers throughout the Bureau, U.S. Embassy Mexico City, along with INL/RM, AQM and RPSO to maintain an up-to-date
accounting of contract procumbent actions and to provide guidance and advisement.

DS 298



MecalcoRV
Rectangle

MecalcoRV
Rectangle

MecalcoRV
Typewritten Text
Procurement Agent, 810

MecalcoRV
Typewritten Text
FSN-8


14. Major Duties and Responsibilities
50% of time

Reviews all acquisition actions before the Senior Contracting Officer Representative’s (COR) approval and prior to submission into ILMS
ARIBA system to ensure program requests align with acquisition rules and formatting; these reviews will consist of supporting
documentation to ensure adequate project, goods and/or services detail is within the statements of work, that the costs analysis and market
analysis are included and that the acquisition plan supports both the SOW and IGCE. Informs the requesters of any omissions, concerns
and recommendations in the review of submitted documents. Communicates with the Senior and/or the Deputy Contracting Officer
Representatives to inform him/her of any concerns and/or delays in the acquisition documentation process. Assists the CORs in drafting
memos pursuant to site-visits, meetings, and ensures submission of such memos and entered in to the contracting files. Works within the
COAST system to upload procurement reports daily, work within the ILMS Ariba system to input vendor invoicing for approval by the Senior
or the Deputy COR and to track all purchase request actions. Provides work/task guidance and training to one third Party Contractor
Program Analyst. Maintains INL Mexico’s >$250,000.00 Acquisition excel tracking spreadsheet on a weekly basis.

30% of time

Attends periodic meetings involving acquisitions, INL program requirements and budgeting concerns. Assists in the drafting of contract
modification documentation as needed. Drafts and monitors various acquisition and tracking reports on a weekly and monthly basis. Enters
and maintains the e-filing system of all contract files along with maintaining contract hard copy filing system in concert with the COR Team.
Assists the CORs in establishing and closing out contract files. Serves as the liaison between the program staff and the Senior and Deputy
Contracting Officer Representatives in contract administration related matters. Follows up on status of pending purchase request within
ARIBA and through email with Contracting Officers.

20% of time

Provides accounting/budgeting services to verify contract balance in the case of unliquidated obligations verses liquidated obligations and
expiring funds in coordination with INL Mexico accounting staff and budget analysis. Provides guidance to the CORs and the program staff
with assistance of the Senior or Deputy COR as needed. Assists in VIP visits on an as needed basis. Translates documents from English to
Spanish and Spanish to English. Other duties as assigned.
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15. Qualifications Required For Effective Performance
a. Education:

Bachelor's Degree from an accredited University in Mexico or the United States in political science, international relations, accounting,
economics or business.

b. Prior Work Experience:

Three (3) years' work experience in contract administration, management or acquisitions to include 1-year experience with a U.S. or
Mexico local, state or federal government agency, or with aninternational organization..

c. Post Entry Training:

Will complete within the first six (6) months the FSI on-line “How to be a COR course” PPA - 296. Once PPA - 296 is completed the
incumbent will be designated as a Government Technical Monitor (GTM), across specific contracts as directed by the Senior COR. PS800
- Cyber Security Awareness (yearly); PA453 - Ethics Orientation for New Employees; PN113 - Introduction to Working in an Embassy;
PP420 - INL Program and Project Manager. Other on-line FSI courses will be completed throughout the incumbent's first and sequential
years with potential yearly TDY Training on Management Concepts courses as directed by the Senior COR.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (II. II1) and

specialization (sp/read):
English level IV and Spanish level IV

e. Job Knowledge:

Familiarity with governmental processes. Must be able to comprehend and communicate U.S. government acquisition regulations to
include FAR, DOSAR, FAH, FAM and A/OPE Acquisition circulars — familiar with Mission and INL policies. Good knowledge of Mexico’s
economic, political, social and cultural aspects. .

f. Skills and Abilities:

High level of analytical skills and ability to apply complex regulations to the constantly changing acquisition environment; Proficiency in
Microsoft Word, Excel, Outlook and the Intemet. Tact in dealing with vendors, contractors and government officials. Outstanding oral and
written communication skills. Strong technical emphasis and knowledge in the area of acquisitions and accounting.

16. Position Elements

a. Supervision Received:

Works under the direct supervision of Senior and Deputy Contracting Officer Representatives.

b. Supervision Exercised:

N/A Will provide work guidance and tasking to one third party contractor including performance feedback to prime contractor.

c. Available Guidelines:

FAR, DOSAR, FAH, FAM A/OPE’s circulars.

d. Exercise of Judgment:

Must be able to identify proper contracting acquisition formatting solutions in agreement with applicable regulatory guidance for each
transaction. Must be able to exercise judgement in the application of correct guidance to INL staff within the acquisition process and the
administration of contracts.

e. Authority to Make Commitments:

Will be required to make invoicing approvals or rejectable criteria commitments.

f. Nature, Level and Purpose of Contacts:

Keeps daily contact with INL Management and Program level personnel in satisfying their requirements. Makes periodic contact with other
upper level management personnel, such as company officials of US and local vendors. Will be required to have contact with U.S.
Embassy offices in the course of their position.

g. Time Expected to Reach Full Performance Level:

12 months.
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