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13. BASIC FUNCTION OF POSITION

Auckland is the de facto commercial center of New Zealand.  As post's initial point of contact with external callers, written correspondents and visitors, incumbent screens incoming requests and provides preliminary allocation of  the necessary responses and tasks among FCS staff.  Incumbent must display significant discretion and judgement in the processing of a diverse incoming workload, and possess a thorough knowledge of post's trade reference materials, as well as the ability to conduct trade research, trade dispute resolution, business outreach, and provide interagency (country team) support.  In addition, in a complementary manner, incumbent must employ tact, resourcefulness and diplomatic courtesy, and with the fullest understanding of both U.S. Government and New Zealand Government division of responsibilities, refer and redirect calls from local firms to officials in Trade-Enz, U.S. Customs, IRS, et al. U.S. and New Zealand Government entities.

14.
MAJOR DUTIES AND RESPONSIBILITIES

Responsible for all aspects of the Commercial Service programs relating to assigned Industry Sectors of normal scope and complexity, including: Drugs & Pharmaceuticals (including Alternative Health), Health Care Services, Medical Equipment, Cosmetics and Toiletries and Pet Products.  Duties include counseling U.S. exporters about market opportunities within assigned sectors, preparing Industry Sector Analysis (ISA) reports, which require assessment of market trends and highlighting opportunities for U.S. exporters.  Meets with representatives of firms, importers, banks, and distributors to obtain needed information and to provide commercial information.  Follows market trends for assigned commodity/industry sector(s) and prepared International Market Insight (IMI) reports on developments within assigned sectors of interest to the U.S. private sector.  Reporting functions require full factual analysis of assigned sectors and must met the ISA and other reporting standards of the Department of Commerce.  Conducts International Partner Search (IPS) reporting and Gold Key Service (GKS) programs in assigned sectors and others as may be assigned.  The IPS and GKS require familiarity with potentially interested firms or distributors of the product lines involved, ability to make recommendations to U.S. firms about potential agents and sound knowledge of growth trends within the industries.

Contributes to preparation of market research studies and the more complex commercial reports by obtaining and making preliminary analyses of statistical data derived from published and unpublished sources and by interviewing manufacturers, distributors, and related sources to obtain required basic information. Responds to complex trade inquiries from U.S. and New Zealand firms, agents, and trade associations.  Provides support services to visiting U.S. Trade Missions by contacting and stimulating the interest in arranging opportunities with local importers, exhibits, and/or by preparing booklets which provide information regarding participating U.S. firms, their product lines and similar information.  Organizes groups of New Zealand importers and end users to visit trade shows in the U.S. under the International Buyer Program (IBP).  




In the absence of the Senior FSN, and under direction of the regional Senior Commercial Officer, incumbent must necessarily act as operational head of Commercial Service, Auckland, manage the work flow, supervise and train graduate level interns and maintain liaison with Embassy departments, as required.  Serves as Assistant Budget Analyst and back up to the Senior FSN.  Provides back-up to post’s Systems Administrator.

15.  QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE
Education:  Possession of a Bachelor’s degree or host country equivalent in economics, marketing, business administration or other closely related field is required.  In the absence of a degree, three full years of progressively responsible job-related experience is substituted for the educational requirements, a total of five to seven years is required.

Prior Work Experience:  From two to four years of progressively responsible experience in sales, marketing, economic research, commercial banking, or other closely related field.  When three years of job-related experience is substituted for the educational requirements, a total of five to seven years is required.

Post Entry Training:  As appropriate based on background and position requirements.

Language Proficiency:  Level IV – Fluent in English.

Knowledge:  A good working knowledge of the host country’s industries and business sectors, economy, and business and trade practices, restrictions, organizations and customs; of applicable USFCS internal reporting requirements and operating procedures; and USG trade objectives in the host country.  Must be familiar with word processing and spreadsheet programs used by the Commercial Service.

Skills & Abilities:  Ability to develop and maintain working level contacts in government and the private sector.  Ability to obtain and evaluate data and prepare accurate and precise reports.  Must be able to understand and operate word processing, spreadsheet and other computer application programs used by the Commercial Service. 

16.  POSITION ELEMENTS 

Supervision Received:  Incumbent works under the general supervision of the Senior Commercial Officer.  Plans and carries out the normal range of assignments with only general supervision.  Regular contact with supervisor to discuss work in progress.

Available Guidelines:  USDOC reporting guidelines, oral instruction from supervisor.

Exercise of Judgement:  To select appropriate items of interest, anticipate needs of post, evaluate source and reliability of data, make appropriate contacts to fulfill position requirements.

Authority to Make Commitments:  None.

Nature, Level, and Purpose of Contacts:  Personal contacts at working levels in the private and public sectors to obtain and verify information.

Supervision Exercised:  None.

Time Required to Perform Full Range of Duties after Entry into the Position:  If no previous Department of Commerce experience, one to two years.

