POSITION VACANCY ANNOUNCEMENT

ANNOUNCEMENT NO:
03/2012
OPENING DATE:
01/26/2012
CLOSING DATE:
02/03/2012
POSITION TITLE 
PERSONNEL ASSISTANT, FSN-7*
WHO MAY APPLY:
All FSN/PSC MISSION EMPLOYEES
OFFICE:
USAID/Central Asian Republics (USAID/CAR), Almaty, Kazakhstan
MAJOR DUTIES:  Under the direct supervision of the Personnel Specialist, the incumbent performs a variety of personnel support duties:  1) is responsible for Local Employees recruitment process, drafts and posts Position Vacancy Announcements, gathers applications, screens applications against established criteria, and prepares memoranda for submission to assigned selection panels;  2) administers necessary testing, schedules interviews and ensures applicants are informed on status of their applications;  3) serves as main File Custodian for EXO/Personnel, establishes and maintains official personnel/contract files for all types of employees in compliance with pertaining regulations, instructions and guidelines, and prepares reports as required;  4) maintains and updates various personnel databases including but not limited to WebPASS, various Staffing Patterns, organizational charts, worksheets, presentations;  5) assists with and serves as back up for preparation of FSNPSC actions and appropriate JF-62 forms/cables;  6) assists with Check-in/Check-out processing of all incoming/outgoing personnel assigned to the Mission;  7) serves as a member of Training Coordinator Team for the Mission –provides and coordinates logistics support for the Mission hosted training events, informs Mission staff on training opportunities and advises on training related policies and procedures, assists with enrollment employees into trainings, processed training requests and maintains training accomplished records;  8) enrolls FSN/PSC employees traveling outside the region into Health and Accident Coverage (HAC) Insurance program;  9) maintains EXO/Personnel page on USAID/CAR intranet website;  10) advises employees on various issues related to personnel rules and procedures;  11) back ups other Personnel Team members in their absence and during peak periods;  12) other duties as assigned. 
MINIMUM QUALIFICATIONS/SELECTION CRITERIA:
- Education, skills and experience (60%):  University degree in Business/Public Administration, International Relations, Law or other related field.  Minimum three years of progressively responsible experience in the field of Personnel Administration and/or office management with an international organization, including maintaining of intensive public relations and computerized tracking systems.  Good working knowledge of host countries practices, laws and regulations pertaining to personnel matters (Labor Code, Tax Law, Retirement Law, etc.).  Excellent analytical and time management skills.  Proficiency in MS Office applications (Excel, Word, Outlook, Internet, etc.) 
*Full performance level requires minimum two years progressively responsible experience with USAID and good working knowledge of administrative procedures related to personnel support. 
- Teamwork/Interpersonal and Communication Skills (30%):  Exceptional communications and interpersonal skills, tact and diplomacy.  Ability to adapt to changes and to work effectively as a team member in a culturally diverse team environment.  
- Language skills (10%):  Fluent (Level IV) English and Russian (oral and written).  
TO APPLY:  The successful applicant must fully meet the minimum qualification requirements.  Qualified individuals are requested to submit a cover letter and curriculum vitae addressing each selection criterion detailed above with specific and comprehensive information supporting each item;  and names, contact numbers, and addresses of three professional references.  Candidates for trainee levels and applications on file may be considered.  Packages should be received at the Executive Office (EXO) USAID/CAR, 41, Kazibek Bi St., Almaty 050010, Kazakhstan; Tel: (7-727) 2507612/17;  Fax: (7-727) 2507634;  E-mail: per.almaty@usaid.gov by COB Friday, February 03, 2012.  A copy of the Position Description is available in EXO/Personnel (ext 6353).

USAID/CAR reserves the right to obtain from previous employers relevant information concerning the applicant's past performance and may consider such information in its evaluation.  If an applicant does not wish USAID to contact a current employer for a reference check, this should be stated in the applicant’s cover letter, and USAID will delay such reference check pending communication with the applicant.
