
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
STATE
	3a. Position Number
313201 97110040/A11004

	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]|X| Yes    |_|  No   Base Classification 313201 A11003.   IAs: A11004

	4.  Reason For Submission
[bookmark: Check3]     |X|  a.  Redescription of duties:   This position replaces
 
               (Position Number)    _A11003_______________       (Title)  Administrative Management Assistant   (Series)  0105  (Grade) FSN-6                           

	
	
	
	
	
	

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

[bookmark: Check5]     |_|  c.  Other (explain)    

	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
     WHA/EX/FRC
	      
State Program Assistant, 1550
	 
FSN-8
	[image: ] 

	 
8/9/2016

	[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)
   Grants Administrator  
	7.  Name of Employee
     Vacant

	8.  Office/Section
     Political
	a.  First Subdivision
     

	b.  Second Subdivision
     
	c.  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 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.
       
[image: ]_____Karolyn Pifer - RHRO___________________________________
         Printed Name of Admin or Human Resources Officer

                                                                                       9/4/2020
__________________________________                 _______________
 Signature of Admin or Human Resources Officer      Date (mm-dd-yyyy)                                                                       
                                                             
                  


	13.  Basic Function of Position
Serve as Grants Officer Representative (GOR) for 30-50 percent of Embassy’s grants, totaling upwards of $2 million per fiscal year.  Ensure proper grant administration in compliance with Grants Policy Directives, Office of Management and Budget regulations, and Office of the Inspector General (OIG) recommendations.  Is the lead action officer on those grants, managing relationships with external grantees, Embassy financial management sections (including preparing payments and vouchers), and Washington bureaus.  In addition, seeks out funding sources available for grants and program initiatives and drafts program proposals.  Develops funding priorities and requests for applications. Maintains Grants Database and records, and provides logistical and budget support for all Embassy grants.  Develops budgets, monitors and reviews implementation of federal awards, and ensures full compliance with U.S. law and regulations.  Assists with training. Ensures full compliance with all necessary reporting requirements.  Prepares payment and vouchers for action by Financial Management Office.  Consults with Public Affairs on outreach or publicity related to foreign assistance.  Tracks budget expenditures to ensure they match FMO and grantee records.  
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14. Major Duties and Responsibilities                                                                                                                                              

Grants Management (85 %)
· Serves as Grants Officers’ Representative (GOR) and, if fully qualified under grants policy, Grants Officer (GO)
· Manages monitoring and evaluation for grants in GOR portfolio, including via direct communication with awardees and to conduct site visits.
· Assists the Foreign Assistance Coordinator in developing Notice of Funding Opportunity (NOFO) for grants.  Manage technical evaluation process and recommend programs for funding to Embassy Executive Office and Washington Bureaus.  Draft proposals to compete for non-standard grants managed by bureaus in Washington.
· Seeks out funding sources available for grants and program initiatives in the State Department and drafts program proposals.
· Works closely with grantees and organizations to develop grant proposals.
· Drafts grant documents and maintains the Grants Database Management System.
· Works with grantees, post management, and Washington offices to determine costs of potential grants awards. 
· Assists other GORs and Grants Officers in effective grant monitoring and management.  
· Evaluates quarterly reporting and requests for disbursement.  Recommend disbursement amounts to Grants Officer and work with Financial Management to effect payment on federal awards.
· Works with Public Affairs and the Executive Office to amplify public messaging surrounding grant awards and provide input on communications strategy for embassy grant awards.
· Organizes and maintains all grant files under management.
· Manages embassy technical evaluation and grantee selection process
· Receives requests for disbursement from grantees; works with Grants Officers and Financial Management to evaluate costs and make payments.
· Conducts site visits for grant performance evaluation and monitoring.  Writes reports and makes recommendations to Grants Officer and to official file.
· Serves as main point of contact and maintains official correspondence with grantees.
· Coordinates foreign assistance working group at post to establish an information resource on projects and priorities to ensure coherence across agencies and sections.
· Prepares annual reports, including the Operational Plan, the Performance Review, and other planning and evaluation documents required by Washington.

Other (15%)
· Contributes to Congressionally mandated reporting, including the Trafficking in Persons report and the Human Rights Report.
· Drafts thematic reporting cables on program impacts and political insights gained through grants management and related contacts.
· Contributes to Post’s Integrated Country Strategy planning.
· Supports the Front Office and Political Section during VIP visits.
· Performs other duties, tasks, and projects as assigned by the Political Chief.




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:  A minimum of 2 years university/studies required.  



	    b.  Prior Work Experience: Minimum 3 years professional experience in grants management, contract management, budget, accounting, non-governmental organization management, fundraising, public administration, social services, business management, project management, legal, public affairs, development, or government service required. 

	    c.  Post Entry Training:  Upon entry, must pass take at least 40 hours of training as identified by the Office of the Procurement Executive (OPE) to qualify for a Grants Officer’s Representative certificate.  Continuing Professional Development, as required by OPE.  Qualified applicants encouraged to take additional post-entry training to obtain grants warrant.











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


	    e.  Job Knowledge:  Must be proficient in the MS Office suite of applications.  The employee must develop an in-depth knowledge of grant policies and regulations and reporting systems.  Must have a working knowledge of host-country institutions and civil society organizations in order to recommend and select strongest grants applicants. 

	    f.  Skills and Abilities:  Employee must be able to interpret complex law, regulation, and policy on federal assistance and communicate information clearly and effectively to internal and external managers.  The employee uses discretion and experience to discern best options in selecting and managing grant awards totaling $2 million per year.  Proper drafting and monitoring are required to meet Inspector General recommendations and facilitate executive oversight of foreign assistance.

	16.  Position Elements

	a.  Supervision Received:  Directly supervised by the Political Chief with first-line guidance from the Foreign Assistance Coordinator acting as a team lead.

	b.  Supervision Exercised:  Manages programs and grant relationships through direct contact with grantees.  Works with financial management and public affairs colleagues to implement programs.

	c.  Available Guidelines:  WHA/PPC/SRU guidance, Foreign Affairs Manual, FMO regulations, grants policy directives, Office of Management and Budget directives


	d.  Exercise of Judgment:  The employee uses discretion and experience to discern best options in selecting and managing grant awards totaling $2 million per year.  Must use considerable judgment in determining how to manage U.S. funds and assessing which issues require higher-level consultation prior to resolution.

	e.  Authority to Make Commitments: In coordination with the Grants Officer and FMO, the employee is authorized to make monetary commitments.  

	f.  Nature, Level and Purpose of Contacts:  U.S. government at the country team level to assist in developing foreign assistance priorities and grants.  Host government at the director level.  NGOs, civil society, and grantees at the country manager/program manager level to solicit, develop, approve, monitor, and evaluate grant awards.


	g.  Time Expected to Reach Full Performance Level:  One (1) year
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