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 — D.F.

2. Agency

Department of State

3a. Position Number
312801 97891196

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

x Yes [] No 97929000, 97971000

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

(Position Number) (Title) (Series) (Grade)
x b. New Position Escort — Facility Maintenance
[ c. Other (explain)
5. Classification Action Position Title and Series Code Grade Initials Date
(mm-dd-yyYy)
a. Post Classification Authority FSN-5

WHA/EX/FRC Administrative Clerk, 105

b. Other

¢. Proposed by Initiating Office

6. Post Title of Position (if different from official title)
Escort — Facility Maintenance

7. Name of Employee

8. Office/Section
Facilities Management

a. First Subdivision

b. Second Subdivision

¢. 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 Supepgser™ Date (mm-dd-yyyy)

11. This is a complete and accurate description of the duties and
responsibilities of this position. There is a valid managgment
~ need forAhis.position.

Thomas Bauer

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 Chief ar Aaencv Head

e
Signature of Chief geAGency Head Date (mm-dd-yyyy)

Printed Name of Admin or _Human Resources Officer

Signafure’of Admin or Hurrlan Res®lrces Officer  Date (mm-dd-yyyy)

13. Basic Function of Position

Performs all duties of escort by monitoring and escorting non-cleared personnel (contractors/vendors) into controlled access areas (CAA) or
other locations within Mission facilities and grounds. Some after-hours, weekend and holiday work may be required. In the absence of an
incumbent, serve as administrative assistant or clerk inputting data, receiving and placing telephone calls, scheduling appointments, or other

office related tasks.
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14, Major Duties and Responsibilities

Escort duties 70%

Assure that all contractors/vendors gather all necessary documentation to obtain access authorization. Follow up in the Regional Security
Office all access authorization. Ensure that all contractors/vendors know the security regulations before and during the work. Pick up the
contractor's personnel at the main entrance of the chancery, escort them to the job site, remain with them at all times and escort them out.
Keep a hand-written log book of each project to be used as backup info for the project director’s official log. Observe the work in process and
report any problems, deficiencies, or unsafe conditions to the Facility Manager. May be called upon in support of VIP visits performing
various duties to include, but not limited to, escorting VIPs and security oversight.

Administrative Rover duties 25%
In the absence of an incumbent, serve as administrative assistant or clerk inputting data, receiving and placing telephone calls, scheduling
appointments, or other office related tasks.

Other Duties 5%
Performs other duties as required

*Note: This position description in no way states or implies that these are the only duties to be performed by incumbent. Incumbent will be

equired to perform other duties as assigned by the agency.
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15. Qualifications Required For Effective Performance
a. Education:
Secondary schooling

b. Prior Work Experience:

Must have at least two years of work experience in administrative, clerical, professional, governmental, or other related work experience.

¢. Post Entry Training:
N/A

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

Spanish 1, English 4

e. Job Knowledge:

Internal - Thorough knowledge of regulations governing control and protection of classified material set outin 12 FAM, as well as post-

specific security access procedures; the proper use of security-related equipment (radio, destruction, etc.); familiar with the general
layout of mission grounds and facilities.

External - Incumbent needs a general understanding of the country, the critical crime threat, why the need to exists to monitor the activities
of those being escorted.

f. Skills and Abilities:
Manual: Must be able to with stand somewhat physically demanding activities such as prolonged periods of standing/walking, climbing
IT software: Incumbent must be able to learn Department/post IT software to include but not limited to: Opennet, Ariba, GMMS,
WebPass,
Keyboard/Data entry: Must have basic knowledge of MS Word, Excel, and Outlook (e-mail function) and be able to type/prepare
correspondence at

Numerical: Incumbent must be able to do basic arithmetic.

Internal Communications: The incumbent will reiterate the RSO access authorization rules for non-cleared personnel. Provides safety-
related guidance and instructions to the internal personnel and external Contractors for maintenance and construction projects to ensure
safety and SHEM compliance. Contact with Mission employees at all levels and contractors being escorted. Contacts are for such
purposes as receiving work assignments, getting instructions, receiving or giving information, reporting progress or problems and
delivering completed work.

External Communications: Contact with contractors being escorted. Contacts are for such purposes as receiving work assignments,

getting instructions, receiving or giving information, reporting progress or problems and delivering completed work.

Written Communications: Incumbent will keep hand written notes during the escorting process and enter these notes into an electronic
“log book” of each ﬁrcgegt to be used as back up for the project director’s official log, administrative duties input data, recemn?hgnd placing
telephone calls, sche ulmg appointments, or other office related tasks. Will be trained as necessary in Department/post IT software to
include but not limited to: OpenNet, Ariba, GMMS, WebPass, MS Word, MS Excel, and MS Power Point.

Security Clearance: This position requires a secret security clearance.

16. Position Elements

a. Supervision Received: Incumbent works under the direction of the Facility Manager and receives schedules as given by the FM or
his/her delegate.

b. Supervision Exercised: N/A

¢. Available Guidelines:
RSO access authorization rules for non-cleared personnel. Maintenance technical books and specs sheets of materials. Appropriate DOS
12 FAM regulation regarding physical security programs and protection of classified materials and equipment.

d. Exercise of Judgment:

Incumbent will decide if the contractor is meeting the security and the facilities maintenance requirements. If not, will report it immediately
to his supervisor or walk the contractor out of the building. ile performing maintenance/repair work_may have to face and solve minor
problems that requires the incumbent to stop the work in progress if any abnormalities are observed. Requires the incumbent to use
judgment in locating, selecting and applying the most appropriate authdrized alterative among the various guidelines coverln? similar
situations. Situations involving significant deviation from established guidelines or the absence of adequate guidelines are re erred to the
supervisor.




e. Authority to Make Commitments: N/A

f. Nature, Level and Purpose of Contacts:

Provides safety-related guidance and instructions to the internal personnel and external Contractors for maintenance and construction
projects to ensure safety and SHEM compliance.

g. Time Expected to Reach Full Performance Level:

6 months - At least four months to reach full performance.

DS 298






