U.S. MISSION CONAKRY- GUINEA

ANNOUNCEMENT NUMBER:  2023-018
Gary Anderson/Management Officer
Open to: 
Eligible family members (EFMs) of U.S. Direct-Hire American employees  and USPSCs assigned to the U.S. Mission in Conakry, at least 16 years old, but not older than 24 years; enrolled at an educational institution (high school, college, university) within the past 12 months AND re-enrolled for the next school term (proof must be submitted as noted in the application).

Position:


Overseas Seasonal Hire Program (OSHP) 

Adminitrative clerk                                  

Type of hire:
PSA – Fixed term not to exceed 6 months 
Opening date:

May 23, 2023
Closing date:


June 5, 2023
Work hours:


Full-time; 40 hours/week

SALARY:   


* FP-DD: $18,343 P.A. (position grade FSN-1*)   

The U.S. Embassy in Conakry, Guinea is seeking clerks for the General Service section, Information Resource Management and Public Affairs section.                                  
 BASIC FUNCTION OF POSITION:

Provides general clerical support to the assigned office in the form of data entry, preparing documents, replying to emails, scheduling appointments, answering and directing calls; taking messages, photocopying, faxing, scanning, shredding, sorting mail and packages, providing basic coordination of services for assigned area, and other office-related duties.

General support includes escort duties in non-CAA areas where the incumbent is responsible for physically watching contractors by keeping them in their sight and making sure they remain in authorized areas only.  May aid in inventory reconciliation tasks. 

May be called upon to assist with special projects such as surveys, events or other post functions as directed.
QUALIFICATIONS REQUIRED:

All applicants must address each selection criterion detailed below with specific and comprehensive information supporting each item. 

a. Education:

Completion of high school is required.

b. Language Proficiency: 
Level III (Good working knowledge – speaking/reading/writing) of English is required.  

Language proficiency will be tested. 

d. Knowledge, Skills and Abilities: 

· Knowledge of general office and file management procedures.
· US Government procedures and practices as needed to complete assigned duties..  

TO APPLY: 
Interested candidates for this position must follow the instructions for completing the application form (pages 7-12 of the DS-174 form) and submit the following for consideration: 
1. Universal Application for Employment as a Locally Employed Staff Family Member (DS-174), which is available at https://gn.usembassy.gov/jobs/ or at the U.S  Embassy’s main entrance; plus
2. A current resume or curriculum vitae; plus
3. The supporting documentation, including relevant starting and end dates for the following: Education, Working experience, and skills and abilities that addresses the qualification requirements of the position as listed above.

SUBMIT APPLICATION:

Physically to :HR Office at the chancery
Electronically at : ConakryHR@state.gov
Telephone: 655 10 40 00 Fax: 224 -655 10 42 97 

CLOSING DATE FOR THIS POSITION:  June 05, 2023
The U.S. Mission in Conakry provides equal opportunity and fair and equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, disability, political affiliation, marital status, or sexual orientation. The U.S. Mission also strives to achieve equal employment opportunity in all personnel operations through continuing diversity enhancement programs. 

The EEO complaint procedure is not available to individuals who believe they have been denied equal opportunity based upon marital status or political affiliation. Individuals with such complaints should avail themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for relief.

