
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 A52522


	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 A52522   IAs: 313201 A52402

	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]     |_|  c.  Other (explain)_Position is vacant, and it has been five or more years since its last classification___________________________

	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
	      
Realty Assistant – 0820 
	FSN-7 

	 
[image: A silhouette of a person holding a gun

Description automatically generated with low confidence]
	 2/24/2021


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

	

	 
  
	 

	


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

	
Realty Assistant – 0820
	 
FSN-7
	 

	


	6.  Post Title of Position (if different from official title)
     Realty Assistant
	7.  Name of Employee
     Vacant

	8.  Office/Section
     US Embassy
	a.  First Subdivision
     Management Section

	b.  Second Subdivision
     General Service Office
	c.  Third Subdivision
     Housing Unit

	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.
       
Karolyn Pifer – WHA/RCC
[image: A black text on a white background

Description automatically generated with low confidence]____________________________________________________
         Printed Name of Admin or Human Resources Officer

                                                                                         2/24/2021
__________________________________                 _______________
 Signature of Admin or Human Resources Officer      Date (mm-dd-yyyy)                                                                       
                                                             
                  


	13.  Basic Function of Position

Under direct supervision of the Supervisory Realty Assistant, incumbent will perform administrative duties to maintain all housing pool leases, including non-residential and private (LQA) leases in compliance.  Administrative duties include preparation of leases, lease amendments, handling of legal documentation, maintenance of several databases, communication with property owners, property managers, utilities providers, brokers, occupants, Embassy employees, and development/building administrators. Must drive a USG vehicle in the performance of duties.  Other job-related duties assigned by supervisor.



	                                                                                                  


DS 298   
	14. Major Duties and Responsibilities     

1) Contact property owners, property administrators and brokers to prepare new, renew leases and lease amendments:
                                                                                                                                                                                                 35% of Time   
Incumbent must have contact with realtors, property owners, and development/building administrators in making all the necessary arrangements to prepare new leases, renew leases, and draft lease amendments.  The pool is composed of approximately 136 leases, including non-residential and private leases for a cumulative value of approximately $5.5 million per year.  Incumbent must conduct due diligence checks of all documentation to ensure everything is in compliance (public registration, insurance, identification documents, floor plans, and others).

2) Administrative duties including maintenance of several databases and other repositories:                                 30% of Time

Ensure utilities databases are current (electricity, water, and gas);
Ensure property ID database is current;
Ensure property owner contacts are current;
Ensure building and development administrator contacts are current;
Follow up with Financial Management Office and property owner regarding lease payments and utilities invoices;
Contact property owners in case of major maintenance issues request in support to Facilities Management section; and
GSO petty cash support.

3) Follow up with property owners, administrators, and brokers during Make Ready phase:                                    25% of Time

Incumbent must maintain contact with property owners, Facilities Management and the Regional Security Office during the make ready phase to ensure that the unit meets Mission standards and unique requirements.  Conduct face-to-face inspections to proceed with the signing of the lease and provide explanations for any questions regarding the lease.  Arrange for utility services (electrical, gas, and water).  Maintain a set of updated pictures of all the properties that belongs to the housing pool.

4) Provide support to Housing Coordinator position in her/his absence.                                                                              10% 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.
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	15.  Qualifications Required For Effective Performance








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



	    b.  Prior Work Experience: Three years working in a government office or private industry dealing with administrative tasks and the public and/or customers is required.


	

	    c.  Post Entry Training:  Housing Workshop for LE Staff (PA265), Customer Service (RP276), Managing Customer Service (RP123) and 
         Smith System Driver training. 












	    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 English language is required.  Level III (Good 
         Working Knowledge) Speaking/Reading Spanish language is required.
   



	    e.  Job Knowledge:  Understanding of general procedures and ability to write business documentation.  Must have a general knowledge 
         of the local housing market conditions, laws, and policies as well as a general knowledge of housing maintenance and repair
         practices.

	    f.  Skills and Abilities:  Must possess excellent organizational and interpersonal skills.  Superior oral and written communication skills are 
        required.  A high level of customer service and people skills are essential.  Tact in dealing with residents on housing issues and 
        persuasiveness in dealing with landlord on leases and contract issues are required.  Ability to interpret and apply housing policies and 
        regulations required.  Numerical skills for manipulating and reporting housing data is required.  Must possess a valid driver’s license 
        (Type C).  Computer skills:  strong proficiency in MS Office (Word, Excel, Outlook and PowerPoint) is required.  Ability to quickly learn
        computer application appropriate for the position is necessary.

	16.  Position Elements

	a.  Supervision Received:  Direct supervision provided by the Supervisory Realty Assistant  

	b.  Supervision Exercised:  None

	c.  Available Guidelines:   15FAM, Post Housing Handbook, and the FAR.  Verbal and written instructions from Housing Supervisor


	d.  Exercise of Judgment:  Most exercise good judgment in interpreting USG policy guidance, procedures, and contract/housing requirements.

	e.  Authority to Make Commitments:  All financial commitments must be approved by the S/GSO or A/GSO.  The incumbent may make commitments for services from internal resources for minor maintenance request.

	f.  Nature, Level and Purpose of Contacts: Frequent contact at all levels within the U.S. Mission employee for purpose of coordinating their housing.  Contact with landlords, realtors, contractors, development/building administrators, developers, and utilities services representatives.  


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