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

US Embassy, Mexico City DOS / INL 312801 ANA-U54
3b. Subject to Identical Positions? Agencies may show the number of such positions authorized and/or established after the “Yes" block.
[(Jyes [X No

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

(Position Number) (Title) (Series) (Grade)

[] b. New Position

K] c. Other (explain)_5 year review

5. Classification Action Position Title and Series Code Grade | Initials Date
(mm-dd-YyY¥yyY)
a. Post Classification Authority Logistics Advisor 105 FSN-10 09/20/2016
- WHA/EX/FRC B /200

b. Other
c. Proposed by Initiating Office
6. Post Title of Position (if different from official title) 7. Name of Employee

INL Deputy Logistics Advisor
8. Office/Section a. First Subdivision

DOS INL
b. Second Subdivision ¢. Third Subdivision

Management Logistics
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 Printed Name of Supervisor

Signature of Employee Date (mm-dd-yyyy) | - 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 Chief or Agency Head Printed Name of Admin or Human Resources Officer

Signature of/ohl’ef or Agency Head Date (mm-dd-yyyy)

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

13. Basic Function of Position

Responsible for logistics management and supervision; which includes management of: property (personal and real), supply, warehouses,
monitoring contracts after award to determine delivery dates, shipping/receiving, customs, donations, vehicle accountability, transportation of
supplies, equipment maintenance, and material to support INL Mexico. Performs Logistics Advisor duties, which includes planning,
organizing, and coordinating the work of approximately 21 persons (drivers, information technology, and logistics assistants).
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14. Major Duties and Responsibilities

INL Logistics Management — 35%: Responsible for supporting the INL Management Officer with developing, planning, and implementing
an ongoing logistical support program; developing budget and workforce requirements for INL logistic operations; assessing the efficiency
and effectiveness of operations; identifying the cause and impact of delays and other problems; evaluating plans for and provision of
logistical support for feasibility, efficiency, and economy and developing alternatives when required; providing solutions; ensuring the
proper allocation and expenditure of appropriated funds; providing timely and appropriate services to post clientele; supervising, training,
mentoring and evaluating the performance of subordinate employees; maintaining internal management controls to prevent waste, fraud,
and misappropriation of government resources; and, supervising LES personnel working in the INL Logistics Unit, Property Management
Unit, Customs and Shipping Unit, and Motor Pool.

Property Management: [Host Government Owned] — 15%: Property and Supplies — Host government owned property and supplies are
acquired with INL project funds. Ensure that the items are received by INL Receiving Officer and turned over to the GOM or other end user:
ensure that the “Notas de Acuerdo” documenting the transfer of the goods and services are prepared in a timely manner, signed by a
responsible representative of the receiving organization and properly filed in INL archives; oversee the maintenance of a complete
inventory of thousands of donated items (referred to as the end use monitoring (EUM) inventory; arrange for cost-effective storage of items
in a secure warehouse when goods cannot be delivered directly to the recipient; and, ensure a clear separation of functions between
personnel responsible for the following functions: receiving, custody, inventory, and disposal.

Customs and Shipping - 20%: Supports the INL Management Officer with coordination of timely entry of INL office (PD&S) property and
supplies; work with GOM officials to obtain customs and other clearances from the host government for the importation of donation items
(not handled by the embassy GSO); and, coordinating with contracting logistics service providers to expedite clearance of INL donation
shipments into Mexico.

Property Management [USG Property and Supplies] — 10%: USG property and supplies acquired with INL Program Development and
Support (PD&S) funds are managed by ICASS. Coordinates with the embassy GSO Property Management Unit to maintain a complete
inventory of nonexpendable property; and, ensure a clear separation of functions between personnel responsible for the following functions:
receiving, custody, inventory, and disposal.

End Use Monitoring — 10%: Supports the INL Management Officer with overseeing the maintenance of an accurate inventory of donated
(host government-owned) property for use by INL Project Managers and the INL Contracting Officer Representatives for use in preparing

and submitting the annual EUM report due in INL in January of each year. The LES EUM position keeping donation inventories will report
to the Logistics Advisor but will be involved in actual monitoring of property in coordination with the various Program Managers.

Transportation/Motor Pool — 10%: Manages INL motor pool operations (approximately 12 vehicles), including the supervision of drivers,
scheduling motor vehicle maintenance and arranging for transport of property and supplies using INL vehicles or commercial sources. This
also includes control of INL parking spaces assigned to INL.

Note: “This 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:

College degree in management, business administration, economics, engineering, political science, or international relations is
required.

b. Prior Work Experience:

Minimum of five years of progressively responsible experience in logistics, supply chain management, transportation, or other logistics
related fields is required. Must have experience with using database management systems, such as Microsoft Access. Including at
least 2 year of experience in supervision role is also required.

c. Post Entry Training:
. PA296 - How to be a COR, PA562 -Property Management and ILMS AM Training Foreign Service National Supervisory Skills — RP248,

PS800 - Cyber Security Awareness (yearly); PA453 - Ethics Orientation for New Employees; PN113 - Introduction to Working in an
Embassy; PP420 - INL Program and Project Manager. Smith training system.

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (l1, 111) and

specialization (sp/read):

Spanish Level lll. Level Il English ability (good working knowledge).

e. Job Knowledge:
Excellent knowledge in warehouse management, supply and property management, and ground transportation is required. Basic

understanding of Federal Acquisition Regulations, International Traffic in Arms Regulation (ITAR), and Department of State Foreign
Affairs Manuals (FAM) related with logistics. Good knowledge of the U.S. International Narcotics Law (INL) End Use Monitoring

(EUM) requirements. &

f. Skills and Abilities:
Hazardous material handling certification, and expert use of Microsoft Office applications. Must be able to prepare typed reports

using a word processing program, such as Microsoft Word and must be able to use Microsoft Outlook email. Interpersonal
communications abilities and conflict management skills are required to resolve internal and external situations satisfactorily. Must
have the abilities and skills to communicate effectively with host nation and U.S. senior officials, with engineers, architects, and other
professionals. Additionally, should be able to communicate with labourers and vendors, emphasis on concise written correspondence

in English with GOM contacts and internal staff. Driving license is required.

16. Position Elements

a. Supervision Received:
The INL Logistics Advisor will report to the INL Management Officer and will receive general guidance from that officer. The

incumbent will receive administrative, management and program policy direction concerning overall program priorities and
objectives, after which he/she independently negotiates the scope and objectives of each tasking with little input or review by
hisfher supervisor.

b. Supervision Exercised:
Directly supervises the work of four FSNs and 11 contracted employees working in the INL Transportation-Motor Pool,
Shipping and Customs, Information Management, End Use Monitoring, and Motor Pool as the INL Logistics Advisor. When
assigned U.S. government COR responsibilities, oversees the work of approximately 50 vendor employees located at
locations throughout Mexico. Supervision includes ensuring personnel meet minimum contract requirements. Will also
coordinate with contracted logistics service providers the shipments from border posts into Mexico. The INL Logistics Advisor
may be called upon to support other INL Management Section activities as tasked by the INL Management Officer.

c. Available Guidelines:
INL and American Embassy Policies and Procedures. Policies and Procedures include DoS FAM 14 (logistics), U.S.
International Traffic in Arms Regulations (ITAR), Embassy vehicle policies, INL end use monitoring policies, INL acquisition
policies, INL vehicle use policies, and INL importation and donations policies.

d. Exercise of Judgment:
The employee is expected to exercise good judgment in carrying out his/her responsibilities.

e. Authority to Make Commitments:
None

f.  Nature, Level and Purpose of Contacts:
The employee will maintain good working relations with his coworkers (INL Advisors, INL Staff, and with other U.S. and Host

Nation personnel).

g. Time Expected to Reach Full Performance Level:
12 months
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