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Position Title: _____________________________________________   Submission Date:______________ 

Work Location: ___________________________ Clearance Requirements: _________________________ 

Employment Type: ________________________ Travel Required: ________________________________ 

Job Description (Required Information: job duties, required skills, & required education) 


	Submission Date: 02/11/2021
	Clearance Requirements: Top Secret
	Travel Required: Yes
	Position Title: Program Specialist I
	Work Location: Washington, DC
	Employment Type: Full-time
	Job Description: POSITION DUTIES:1. Provides a variety of administrative support services to ensure that all EFM candidates are processed and deployed efficiently to Afghanistan, including enrolling them in the pay system and benefits programs; obtaining clearances; registering them for required training programs as needed; and liaising with other offices to coordinate final deployment requirements.2. Provides a full range of personnel actions in GEMS including appointments, reassignments, promotions, transfers, and separations. Processes payroll documents and SF-52 (personnel actions) and position support.3. Conducts employee orientation, assists new employees in completing appointment documents, and explains nature of appointments, benefit entitlements and pay.4. Works closely with DS, L, the Office of Medical Services, and HR/EX to track the progress of each candidate throughout the employment process and follows up to ensure that clearances are received, salary determinations are made, and all special circumstances are addressed in a timely manner.5. Updates and maintains the Vacancy Lists for Afghanistan, Iraq and Pakistan on the Department’s main website.6. Maintains a tracking database and produce reports in SharePoint, review incoming applications, research background information and ensure application packets are complete prior to referring applicants to Post.7. In close collaboration with the Human Resources Office in Afghanistan, Iraq and Pakistan, provides assistance and support to EFM employees throughout the employment and deployment process. Responds promptly to employees’ questions and concerns and provides information on the unique conditions associated with EFM employment.8. Works with NEA-SCA/EX staff to ensure that issues arising for candidates during the employment and deployment process, as well as during their tours in Afghanistan, are promptly resolved.9. Runs queries and provides management with data on the status of applicants using the Department of State applicant tracking system.10. Participates in recruitment activities such as webinars and job fairs.11. Prepares and processes cables for EFMs.12. Assists with all aspects of the resignation process, including notifications, out-processing, identification cards, and passports.13. Provides miscellaneous support to the EFM employment program, including tracking and monitoring the status of pending actions; compiling statistics on activities; collecting and organizing data for use in regular and ad hoc reports; and, maintaining extensive recruitment files and records.14. Maintains contact with HROs at Post in regard to EFM status and issues (fair employment, veteran preference, policy regulations)15. Requests security clearances using the Electronic Questionnaires for Investigations Processing (e-QIP), to include initial requests, revalidations and reciprocity.16. Maintains liaison and works cooperatively with individuals in other organizations to coordinate activities and share information to include Orientation and In-processing (OIP), Career Development Officers (CDOs) and USAID HR Specialists to support assignment confirmations, extensions, revised orders, training eligibility, etc.17.  Ensures that priority processing and deployment requests brought about by the fluid nature of conditions in Afghanistan are handled in a timely and efficient manner.18. Maintains an accurate daily calendar of appointments for both deputies, arranging for briefing material to be prepared as needed, and for all necessary personnel to be notified and be in attendance. Confirms date andtime of recurring meetings organized outside of EX. Track recurring meetings and update the associated agendas. Solicits agenda topics and integrate them into meeting agendas. As requested, follows up on action items coming from the various meetings. Arranges conferences and conference calls. Arranges Digital Video Conferences. Incumbent is responsible for all aspects of travel preparation, including but not limited to plane and hotel reservations, visas and country clearance, travel authorization and voucher preparation at the completion of trip. Ensures compliance with Federal, Department, NEA and SCA policies.19.  Solicits items for and maintain a calendar of recurring activities for all EX offices. Send reminders for upcoming activities/meetings. Monitors deliverables due to the Deputy Executive Directors or to other offices. Send reminders for deliverables due. Serves as a POC for the NEA-SCA-EX Sharepoint. Updates the Office’s webpages as needed. Ensure all materials for respective pages stay current. Responsible for the management of the office supplies, materials, and equipment to include maintaining an inventory of nonexpendable items.20. Coordinates security coverage for visitors to the suite especially cleaning and maintenance staff who visit routinely. Schedules new employee consultations with the Deputy Executive Directors, Division Chiefs, and Post Management Officers as well as departing employee courtesy calls.21. Creates agendas for all meeting with the PDASes, Division Chiefs, Assistant Secretaries, other Regional Executive Directors, the Under Secretary for Management, and other meetings as specified. Solicit questions and issues from relevant parties or contributors to the meetings. Assembles the information in the specified formats. Print copies of the agendas and any related documents as required. Processes and reviews all incoming and outgoing letters, memos and related correspondence. Maintains Executive Director’s files.22. Manages the pre-deployment, bidding and lobbying processes. Works closely with HR/EX and OIP to track the progress of each candidate and follows up to ensure that home leave and training requirements are met, and all special circumstances are addressed in a timely and effective manner.23.  Works closely with Embassy Baghdad, ISU Amman, and OIP in managing all aspects of employee deployment upon arrival to and departure from Iraq.24.  Coordinate intra-departmental Iraq staffing with CA, INL, PRM, DRL, ECA, CDA/EL and OBO.25.  Prepare, edit, and track language and age waivers for Foreign Service Officers going out to Iraq.MINIMUM QUALIFICATIONS:1. Knowledge of administrative and transaction processing methods, practices, and procedures to support the EFM employment process.2. General knowledge of Department of State EFM program policies and procedures in order to effectively process candidates for employment and provide ongoing support and assistance to EFM employees throughout their tours.3. Ability to interact effectively with individuals at various levels in providing information about EFM employment policies and procedures.4. Ability to work effectively and cooperatively in a team environment in order to meet the demands associated with a high volume, results-driven office.5. Ability to plan, organize, and prioritize work to effectively accomplish multiple, concurrent assignments with tight deadlines.6. Skill in using the Microsoft Office Suite (Outlook, Word, Excel, and PowerPoint) in order to collect, organizes, prepare, and present program information.7. Skill in oral and written communication to provide information and assistance, prepare written documents, recommend changes to operating methods, solve problems, and establish liaison.8. Five-to-seven years HR experience.9. Three-to-five years working with USG, preferably with DOS and USAID.


