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EMBASSY OF THE UNITED STATESOF AMERICA

Position Vacancy Announcement
ANNOUNCEMENT NO  VA- 06- 045

OPEN TO Al interested and qualified m ssion enployees

Current m ssion enpl oyees serving a probationary period are not eligible to apply.
POSI TI ON: Mai | r oom Super vi sor

OPENI NG DATE: Tuesday, June 6, 2006

CLOSI NG DATE: Wednesday, June 14, 2006 - max. 4:30 p.m

WORK HOURS: Full-time; 40 hours/week

SALARY & GRADE: FSN- 05 USD $5,880 (Starting Basic salary)

I n- house candi dates nust apply through their supervisors.

NOTE: ALL ORDI NARI LY RESI DENT APPLI CANTS MUST HAVE THE REQUI RED WORK PERM TS
ALLOW NG WORK | N COUNTRY BEFORE APPLYI NG FOR THI S PCSI Tl ON.

The U.S. Enbassy in Khartoumis seeking a Sudanese National or Odinarily
Resident citizen of Sudan for the position of Milroom Supervisor in the
Mai |l room Unit of the Information Managenent O fice, Managenent Secti on.

BASI C FUNCTI ON

The incunbent assists in the unclassified mail and pouch operations of the
Embassy Mailroom Extends the correctly authorized service in a tinely and
accurate manner to all agencies of the USG to including, but not limted to,
STATE, DLO, CCE, USAID, and Anerican School staff. |Incunbent is directly
supervi sed by the Information Managenent O ficer and i ncunbent directly
supervi ses one Mail Cerk.

QUALI FI CATI ONS REQUI RED
NOTE: All applicants nmust address each selection criterion detailed bel ow
with specific and conprehensive informati on supporting each item

--Education: Conpletion of H gh Secondary School is required.

--Prior Woirk Experience: Two years of office work experience, with
at | east one year of the experience in a USG Agency and two years
m ni mum of supervi sory experience is required.

--Language Proficiency: (This will be tested)
Speaki ng Readi ng Witing
English: | Fl uent Fl uent Fl uent

Ar abi c: Good Wor ki ng Know edge | Good Wor ki ng Knowl edge | Good Wor ki ng Know edge

--Skills: Must be able to operate conmputer word processing and spreadsheet
keyboard/ data entry (for maintaining a |l og of invoices) at standard |evel.

SELECTI ON PROCESS:

--Applicants nust be eligible for appointnment under |ocal governnment |aws and
regul ati ons.

--Managenent will consider nepotism conflict of interest, budget, and visa
status in determ ning candi dacy.

--Sel ected candi dates nust pass a pre-enploynent nedical and security
clearance in order to be eligible for hire.




TO APPLY: Interested individuals for this position should subnmt the
following or the application will not be considered:

1. Application for Federal Enploynment and a resunme (current mni ssion
enpl oyees must submit an in-house application).

2. Supporting docunentation (e.g., essays, certificates, awards) that
address the requirenments of the position as |isted above.

PO NT OF CONTACT:

Human Resources O fice

U. S. Enmbassy, Khartoum

Tel ephone: 774700 Ext. 247/274.

DEFI NI TI ONS

Odinarily Resident (OR): A Sudanese citizen or a citizen of another country
whose primary residency is Sudan and who has the required work permt for
enpl oynment in Sudan.

The US M ssion in Sudan is an Equal Opportunity Enpl oyer.
Candi dates will receive consideration without regard to race,
color, religion, sex, national origin, disability, age, or
sexual orientation.

The Departnent of State also strives to achieve equa
enpl oynent opportunity in all personnel operations through
continuing diversity enhancenent prograns.



