POSITION VACANCY ANNOUNCEMENT

ANNOUNCEMENT NO:
04/2012
OPENING DATE:
01/31/2012
CLOSING DATE:
02/14/2012
POSITION TITLE:
Community Liaison Office (CLO) Assistant (part-time)*, FSN-6
WHO MAY APPLY:
ALL HOST COUNTRY NATIONALS 
OFFICE:
USAID/Central Asian Republics/Almaty, Kazakhstan
MAJOR DUTIES:  Under the direct supervision of the CLO Coordinators, the incumbent: 
1) provides support and guidance to client(s) on quality of life issues under the broad portfolio of CLO responsibility;  2) develops and implements a variety of programs designed to enhance community morale, such as orientation to Post and surrounding areas for new arrivals; excursions to tourist destinations in and out of town; community-wide parties and promoting events organized by other members of the Embassy community; 3) researches host country traditions, available local services, and new sightseeing opportunities; 4) greets visitors and new arrivals, and provides information about the community and CLO programs; 5) collects and disseminates information on local services, schools, religious services, shopping, and entertainment; 6) maintains contact with local service providers and vendors; negotiates sale terms and prices; and makes appropriate arrangements for vendor events; 7) develops and maintains a database of local contacts;  8) assists in maintaining and updating printed materials and updates CLO web-site;  
9) organizes CLO library; 10) develops and maintains office filing system according to USAID regulations; 11) translates from Russian to English and vice versa any written and verbal interactions between CLO office and the community; 12) leads tours and day trips, assisting participants on tours; 13) contributes to the post’s weekly newsletter; 14) performs other duties as assigned.

* Work schedule - 5 hours/day, 25-hour workweek

MINIMUM QUALIFICATIONS/SELECTION CRITERIA:

- Education, skills and experience (60%):  University degree.  Minimum one year of administrative and/or secretarial experience.  Customer service experience is highly desirable.  An in-depth knowledge of Kazakhstan history, attractions and tourism industry.  Familiarity with Almaty and surrounding cities.  Understanding of American and host culture, and possession of sensitivity to cross cultural issues.  Ability to work autonomously; maintain confidentiality; negotiate in the local language with vendors and service providers.  A sound knowledge of computer software and electronic information handling (MS Office - Word, Excel, etc), Outlook Express, Power Point, internet, spreadsheets, etc.).  Good operational knowledge of office equipment (copy machine, scanner, tel/fax) and typing proficiency.
- Teamwork/Interpersonal and Communication Skills (30%):  Excellent interpersonal skills.  Ability to foster long-term relationship with key service providers.  Ability to make people feel comfortable in unfamiliar surroundings.
 - Language skills (10%):  Level IV (fluent) in written and spoken English and Russian.  

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; Fax: (7-727) 2507634/35/36;  E-mail: per.almaty@usaid.gov by COB Tuesday, February 14, 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.
