
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 
   Panama
	2.  Agency
DOS 
	3a. Position Number
313201  A32321

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

[bookmark: Check2][bookmark: Check1]|_| Yes    |X|  No

	4.  Reason For Submission
[bookmark: Check3]     |_|  a.  Redescription of duties:   This position replaces
 
               (Position Number)                    (Title)                                                       (Series)            (Grade)                           

	
	
	
	
	
	

	[bookmark: Check4]     |_|  b.  New Position

[bookmark: Check5]     |X|  c.  Other (explain)   New Duties-Reclassification__________________________________________________________________  

	5.  Classification Action
	Position Title and Series Code
	Grade
	Initials
	Date
(mm-dd-YYYY)

	[bookmark: Text14][bookmark: Text15][bookmark: Text17][bookmark: Text16]a.  Post Classification Authority
     
	
Special Consular Services Assistant, 1420       

	FSN-8 
	
TE  

	
01/23/17


	[bookmark: Text18][bookmark: Text21]b.  Other

	

	 
  
	 

	


	[bookmark: Text22][bookmark: Text23][bookmark: Text24][bookmark: Text25]c.  Proposed by Initiating Office

	

	 

	 

	


	6.  Post Title of Position (if different from official title)
     Consular Assistant & Sub-Cashier 
	7.  Name of Employee
     

	8.  Office/Section
     US Embassy Panama
	a.  First Subdivision
     Consular Section 

	b.  Second Subdivision
     Americans Citizens Services  
	c.  Third Subdivision
     PPT & Citizenship Office 

	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 Supervisor                                  Date (mm-dd-yyyy) 


	11.  This is a complete and accurate description of the duties and  
       responsibilities of this position.  There is a valid management  
       need for this position.


 ______________________________________________
                 Printed Name of Chief or Agency Head


__________________________________        _______________
 Signature of Chief or Agency Head                   Date (mm-dd-yyyy)                                                                       

	12. I have satisfied myself that this is an accurate description of 
      this position, and I certify that it has been classified in 
      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
	The incumbent will serve as Consular Section Cashier, issuing receipts and collecting all consular fees.  The incumbent will also be responsible for preparing all documents submitted to the Consular Section for notarial services.  Under direction, prepares the consular vouchers for subsistence and repatriation loans, and assists with Special Citizens Services cases when required.  Other duties include but are not limited to: preparing Consular Reports of Death Abroad, managing receipts of funds for passport renewals and notarial services during outreach events, preparing vouchers for the Consular Section, receiving and processing DS-82 Adult Passport Renewal applications.
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	14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                                   65 % OF TIME


1. Serves as Consular Section Cashier, issuing receipts for all consular fees.  Manages receipts of funds for passport renewals and notarial services during outreach events.                                                       
                                                                                                                                                                                                                      40 % OF TIME

2. Determines the type of notarial services required and prepares the document for the officer’s signature.
                                                                                                                                                                      25 % OF TIME

3. Incumbent receives applications for registration of U.S. citizens traveling or residing in Panama that have no access to the on-line registration system.  Is also responsible for validating these requests in the ACS+ system.  Incumbent drafts and prints letters. Diplomatic notes and emails related to a diverse number of assistance to citizens’ cases to include arrest issues, repatriations, deaths, welfare and whereabouts.  Provides ACS information and assistance, both in person and by telephone.  Performs the QA of all received-recently issued passports.  Receives and processes DS-82 Adult Passport renewal applications.  Distributes voting materials; orders, receives and distributes Internal Revenue Service’s forms.  Under direction, prepares consular vouchers for subsistence and repatriation loans of US Citizens.  Performs the QA-passport/CRBA process and confirms that passport/CRBAs are issued in agreement with the passport/CRBA application.  Incumbent is the first contact for processing Consular Reports of Death Abroad (CRDA).  Duties include interacting with the next of kin, local hospitals, morgues, and funeral homes for obtaining accurate information; translating, completing and printing copies of the reports for the ACS Chief’s signature, mailing the reports to the next of kin, and preparing the Mortuary Certificate in cases where the remains are shipped to the U.S.
                                                                                                                                                                35 % OF TIME

	

	




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.



	15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education:  At least two years of college or university studies is required.    

b. Prior Work Experience:  Two to three years of extensive experience in work involving administrative and customer services and regulations, as well as extensive public contact is required.  At least one year experience in consular services toinclude citizenship and passport duties and special services to U.S. citizens.  One year experience in cashier functions is required.  

c. Post Entry Training:  PC-103 Correspondence and ACRS courses, on-the-job training, seminars, and other FSI Consular correspondence courses.   

d. Language Proficiency: List both English and host country language(s) proficiency requirements by level (II, III) and specialization(sp/read):
Level III (Good Working Knowledge) Speaking/Reading/Writing English; and Level III (Good Working Knowledge) Speaking/Reading/Writing Spanish is required.  

e. Job Knowledge:  Basic knowledge of regulations and procedures related to nationality, citizenship, and passport is required.  Familiarity with U.S. Customs laws.  Must be familiar with valid/authentic Panamanian documents.  Must possess knowledge of Panamanian notarial services.  Knowledge of Panamanian immigration and customs rules, regulations, and procedures is required.  Must know how to use a wide variety of computer applications including the ACS Software, Word, Excel, Outlook and Internet Explorer.

f. Skills and Abilities:  Must possess customer-service experience.  Must be able to deal efficiently and courteously with an often demanding public.  Strong clerical, word processing and computer skills are required.  Must be able to work under pressure and with demanding customers.  Must be able to operate a computerized cash register.  Must have typing skills at 40wpm.   
____________________________________________________________________________________________________________________________

16. POSITION ELEMENTS

a. Supervision Received:  Incumbent receives supervision from the FSN ACS Supervisor (position no. N32001) and is reviewed by the ACS Chief or Consul General.

b. Supervision Exercised:  None 

c. Available Guidelines:  7 FAM, Immigration and Naturalization Act.  Panamanian laws regarding notarizations, authentications, acquisition of vital records, Consular Fees Schedule, Notarial Procedures.

d. Exercise of Judgment:  Must exercise considerable judgment in determining the authenticity of documents presented for notarial services and for ACS cases.  Exercise judgment in regard to application of U.S. passport and citizenship laws and regulations.  Brings irregular cases to the attention of management.  Must understand the services of law enforcement offices in Panama, to include the hospital and judicial morgues.

e. Authority to Make Commitments:  Provides general advice or information to the public in regard to U.S. citizenship laws to daily claims of citizenship.  Apply U.S. and Panama Regulations and procedures related to death cases to include disposition and transportation of remains and personal effects.  On a daily basis, provides guidance to colleagues and clients on preparing notarial services such as procedures for affidavits; powers of attorney; IRS identification requirements; acknowledgements for wills, properties; certifications of single status; Panamanian immigration and customs requirements; true copies, etc.  Provides guidance to clients on procedures of the Hague Convention Abolishing the Requirements of Legalization of Foreign Public docs.
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f. Nature, Level and Purpose of Contacts:  On-the-job contacts. Working level contacts. Contact with general public and with the mission staff; with Panamanian customs, immigration, police, hospital, morgues, and judicial authorities; with Panamanian MFA Office of Authentication; with Panamanian and stateside attorneys; with foreign diplomatic missions in Panama.  All contacts are used for issues related to the position’s functions (in Panama government offices to include, SERTRACEN, MFA, Courts, prosecutor’s Office, etc.) official working level employees at the Department of State.

g. Time Expected to Reach Full Performance Level:  One Year.







