U.5. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

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

1; F'pst _ 2. Agency 3a. Position Number

Mexico City State Department A312801 A52-309
3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the “Yes" block.
COyes K No

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

(Position Number)_A52-309 (Title) Shipping Manager (Series)FSN-905  (Grade) 10

[J b. New Position

X c. Other (explain)__Updated

5. Classification Action Position Title and Series Code Grade i Initials {mmFJaI_e ek
a. Post Classification Authority —_— ; ]
WHAJEX/FRC Shipping Supetvisor, 0905 FSN-9 | 06/28/2016

b. Other

c. Proposed by Initiating Office

Shipping Manager

6. Post Title of Position (if different from official title) 7. Name of Employee
i i er Vacant
8. Office/Section a. First Subdivision
Management General Services Office ||
b. Second Subdivision c. Third Subdivision
Y. 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 Emplovee Date (mm-dd-vvvy) - . )
Signature of Supervisor Date (mm-dd-vvyy)

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.
Signature of Chief or Agency Head Date (mm-dd-yyyy) Signature of Admin or Human Resources Officer  Date (mm-dd-yyyy)

13. Basic Function of Position

Is responsible for the management of the Mexico City General Services Office’s (GSO) Customs and Shipping
Office and the direct supervision of 5 local employees including serving as the Contracting Officer’s Representative
(COR) for the packing and shipping contract, motor vehicle insurance contract, and border customs brokers.
Provides information and advice to employees concerning weight allowances and U.S. Government regulations on
travel and transportation, as well as restrictions. Manages all shipments for Mission Mexico consisting of the
embassy and nine consulates encompassing 54 International Cooperative Administrative Support Services (ICASS)
entities and approximately 1,000 American and 1,600 local employees. Shipments include incoming/outgoing
household effects shipments (HHE, UAB) and vehicles (POVs) for American employees and all incoming/outgoing
official shipments for material and supplies. Serves as the contracting oftficer’s representative for the packing and
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shipping contract, motor vehicle insurance contract, and customs brokers contract. Primary liaison with: the U.S.
Logistics Center Brownsville, U.S. Despatch Agencies, and Department of State Transportation; Government of
Mexico ministries with regard to customs and shipping issues to include the Foreign Ministry (SRE), Hacienda
(SHCP) and its sub-units SAT (Tax and Duty) and Aduana (Customs), and regional Mexican customs officials in
cach of the Mexican states and localities where USG shipments transit. Position reports directly to the GSO for
customs and shipping.
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14. Major Duties and Responsibilities

Is responsible for the management of the Mexico City GSO Customs and Shipping Office and the direct
supervision of 5 local employees including serving as COR for the packing and shipping contract, motor vehicle
insurance contract, and border customs brokers. Provides information and advice to employees concerning weight
allowances and USG regulations on travel and transportation, as well as restrictions. 25%

Is the principal point of contact for Mission Mexico with the Mexican Foreign Affairs Ministry, Treasury
(Hacienda), Mexican Customs, and Banjército regarding all importation and exportation issues, including the
approval and return of hundreds of diplomatic plates issued for private and official vehicles. 25%

Employee acts as the main liaison regarding customs and shipping issues for the Mission with the U.S. Logistics
Center in Brownsville (USLC), the U.S. Despatch Agencies, ELSO, DoS Office of Transportation, the Office of
Foreign Missions (OFM), and U.S. ITGBL contractors transporting USG shipments. 20%

Gives technical advice to the Mission Mexico MCMA, Mexico City Management Counsellor and Supervisory
General Services Officer; provides technical support and assistance to the nine Consulates within Mexico
concerning their shipments, and diplomatic plates for official and private vehicles; provides information on
Mexican and U.S. customs regulations and bilateral reciprocity issues; assists Overseas Buildings Operations
(OBO) with shipping and customs issues related to long-term major construction projects in Mexico to include a
new embassy scheduled for completion in 2022, and new consulate construction projects in Nuevo Laredo,
Hermosillo, Matamoros, Merida and other location within Mexico. 20%

Troubleshoots issues related to transportation, importation, and exportation of USG property and personal
shipments (HHE, UAB, POV) of U.S. personnel. 10%

Others duties as assigned. The position description in no way states or implies that these are the only duties to be
performed by incumbent. Incumbent will be required to perform other duties as assigned by the agency.
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15. Qualifications Required For Effective Performance
a. Education:

Bachelor’s degree in business administration, International business, management, logistics, accounting, leadership, or
science/math.

b. Prior Work Experience:

Five years of progressive administrative experience in the transportation field with at least one year of supervisory
experience.

c. Post Entry Training:

Six months in depth study of State Department’s shipment rules and Mexican import/export regulations. Shipping
and Transportation conferences and workshops. Must complete the FSI COR course, either at FSI or online and
WebPASS training. Supervisory skills and customer service workshops. Smith system training.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (l1, 11l) and
specialization (sp/read):

English and Spanish at level IV.

e. Job Knowledge:

Employee must be familiar with 14 FAM 600 Employee Logistics, including transporting/storing effects and the
claims for private personal property losses. Employee must have the thorough knowledge of the Mexican and U.S.
Customs Law and procedures, the Protocol Guide and the Agreement for Importation of vehicles under a Franchise
Letter of the Ministry of Foreign Affairs (SRE). Must be familiar with the Vienna Convention and international
rules regarding Consular and Diplomatic rights and privileges. Must have good knowledge of the transportation
rules for Mexico and the U.S. for both official and commercial cargo. Must be expertly familiar with shipments
that the Despatch Agencies in the U.S. handle.

f. Skills and Abilities:

Customer Service oriented with great interpersonal skills. Must have excellent supervisory, leadership, and customer service
skills. Must have excellent critical thinking skills, analytical skills, and the ability to independently solve and troubleshoot a
range of complex problems within USG regulations. Must be able to work in and lead a team. Ability to motivate team
members, and remain calm under recurrent pressure from USG personnel, Government of Mexico (GOM) representalives,
lack of time, and seasonally very heavy workloads. Ability to negotiale [avorable terms and rates for the USG, and be
persuasive, particularly with GOM officials such as those with the SRE, Customs and local moving companies. Must have a
valid driver’s license.

16. Position Elements

a. Supervision Received:

Reports to the General Services Officer for customs and shipping. Must be able to work independently and lead
the customs and shipping team with little direct oversight.
b. Supervision Exercised:

Supervises the Customs and Shipping Team which comprises five FSN-8 Shipment Assistant employees, position
numbers A52302, A52303, A52304, A52308, and A52305.

¢. Available Guidelines:

Foreign Affairs Manual (FAM), Foreign Affairs Handbook (FAH), Mexican Customs Law, the Protocol Guide, the
Agreement for Importation of vehicles under a Franchise Letter of the SRE, Standard Operating Procedures (SOPs)
and the Vienna Convention.




d. Exercise of Judgment:

Must possess a high-level of judgement in dealing with customers and difficult situations.

e. Authority to Make Commitments:

Commits USG funds in the realm of $3-4 million with minimal oversight as part of COR duties. The employee handles a
limited amount ol money when some agencies request assistance paying for shipping services such as customs clearance,
transportation, and special permits and in some cases in order to request duplicates of missing documents. Employee also
makes recommendations regarding expenditure of operating funds for training courses and travel to consulates by Embassy
customs and shipping staff for assistance/consultation visits.

f. Nature, Level and Purpose of Contacts:

This position has a high impact on the internal organization. Without the work of this position, Embassy Officers and their
lamilies would not receive their shipments or POVs, the Embassy would not receive any official purchases, and new
Embassy and Consulate construction projects (NECs, NCCs) would not happen since we import through customs and
shipping mechanism goods for these projects.

This position has a wide range of contacts ranging {rom high to lower employees in the Embassy, local moving companies,
Mexican Customs, Foreign Ministry Officials, and Treasury, up to the highest levels of Government and transportation
industry. Transportation Division in DC, Despatch Agents within the U.S. and ELSO. GSOs and Management Officers at
the Consulates. Incumbent’s position involves heavy negotiations and persuasion with external clients, to include Customs,
Airport and Border Authorities, Shipping and Packing companies, transportation companics, and official vehicles
rentals/needs.

g. Time Expected to Reach Full Performance Level:

One year
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