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13. BASIC FUNCTION OF THE POSITION

Incumbent serves as the principal advisor to the Management Officer and other Embassy managers on the full range of personnel matters affecting American and Foreign National employees.  

14. MAJOR DUTIES AND RESPONSIBILITIES

FOREIGN NATIONAL HR PROGRAM

Serves as the sole HR Advisor responsible for Wellington, Auckland, Christchurch and Apia local employees from all agencies.  

a.  Position Classification

Ensures LES position descriptions are kept current and accurate giving advice to American supervisors on the classification system (CAJE) used to appropriately classify both current and new positions.  Is first point of contact for any queries/appeals against evaluations and is required to provide initial justifications for any classification made.

b.  Recruitment:

Completes the full recruitment process for any vacancy that occurs in the Mission.  This includes: reviewing position description classification; advertising the vacancy internally and externally; receiving and acknowledging applications; identifying best qualified applicants; conducting recruitment interviews; preparing letters of offer and check in packs; and advising unsuccessful applicants.

Completes orientation and check in of all new employees.  Explains the terms and conditions of employment and verifies that they have received all employment documents:  Local Leave Plan, Local Compensation Plan and LES Handbook.

Ensures all employment forms (SF-61 Appointment Affidavit, SF-61B Declaration of Appointee, SF-1152 Designation of Beneficiary, enrollment forms for the mission's superannuation fund, etc.) are completed by employee in a timely manner.  

c.  Personnel Processing

Incumbent sends performance evaluation and work plan forms to supervisors for Wellington and Auckland, reviews completed forms for consistency (i.e. to ensure that the over-all rating corresponds with the narrative section of the evaluation and that box checked conforms with the FAM), compliance with regulations; and distributes reports

Prepares Personnel Actions for all LES changes such as new appointment, terminations, resignations, within grade increases etc.   

Maintains Post Personnel database for all locally engaged staff and ensures that all information entered is current and accurate.  Reviews staffing patterns regularly for accuracy.

d.  Employee Benefits

The incumbent is expected to be familiar with all benefits offered to employees and to regularly review these to ensure that they are consistent with local custom and practice, labor laws or terms imposed by or under legislation such as health and safety, welfare, workers compensation and how these relate to conditions of employment with the U.S. Government.

Briefs new employees on the full range of benefits including probationary period, compensation, leave accrual, attendance, superannuation, ACC, severance pay entitlements, taxation, eligibility for periodic step increases and/or promotions, evaluation reports, medical requirements, security, tax obligations, time & attendance, and any other applicable conditions of employment.  Ensures all employees are informed about their tax obligations and provides guidance on completing their monthly tax declarations.

Incumbent is the point of contact for representatives from NZRT and Southern Cross HealthCare for any queries and concerns relating to the technical aspects of these plans.  Provides guidance to Payroll Liaison with issues relating to employees who are members of these plans.

Based on established needs, incumbent identifies appropriate training courses, cost, and enrollment details.  After finalizing the data incumbent submits the request to the Management Officer for authorization.

U.S. PERSONNEL PROGRAM  

Serves as the HR Advisor responsible for Wellington U.S. employees, all agencies.

a.  Processing Arriving/Departing U.S. Personnel

Is responsible for all HR related issues for departing and arriving American personnel:

· Completing all TM Cables for submission to Washington. (Welcome Cables, Proposed Itinerary, Departure Cable, Arrival Cable)

· Preparing check in packs and ensuring all necessary personal information is obtained upon arrival.  Submits leave accountings and SF-1190’s to Charleston as soon as possible after arrival to set up COLA.

· Prepares check out forms for employees and ensures that all necessary administrative requirements are completed.  Monitors issuance of air tickets until process is completed.

· Liaises with Ministry of Foreign Affairs and Trade to ensure that employees are accredited.  Provides guidance to employees on their benefits and privileges in New Zealand.  Completes Diplomatic Lists regularly.

b.  U.S.. Employee Consultations 

Incumbent must be thoroughly familiar with all benefit entitlements of U.S. employees, including but not limited to: educational travel, insurance and thrift savings program and open seasons.  Provides U.S. employees with Department directives and future policies to be implemented.  Assists employees with miscellaneous requests including, but not limited to, issues relating to their assignment, home leave, salary changes, changes in marital status, newly acquired dependents, etc.

c.  Evaluation Reports / Work Requirement Statements

Incumbent is expected to be familiar with the Employee Evaluation Reports (EER) Program for all State U.S. employees of the Embassy and Consulate.  Although the EERs and WRS are the responsibility of the Admin Officer and the DCM’s Secretary, incumbent may be asked to provided limited clerical assistance in tracking cable information and/or forms.

d.  Dependent Employment -AEFM

Submits request to Department (EAP/EX/HRU); advertises position; receives application forms; tests applicants; submits applications to Employment Hiring Committee; completes all paperwork to bring new applicant on board in accordance with regulations, including security clearance information, notification to Department (EAP/EX/HRU), etc.  Makes certain EFM’s receive timely evaluations and processes appropriate paperwork for annual step increases.

Provides information on dependent employment opportunities that may exist outside the Mission; notifies MFAT by diplomatic note when a dependent finds outside employment.

REPORTING

In addition to reports listed in other sections of this position description the incumbent is responsible for updating a number of lists and submitting reports and information on a number of areas including:

· Staffing Patterns:  Incumbent maintains staffing pattern for all posts and all agencies in New Zealand.  Continually updates information concerning incoming and departing personnel entering changes as they occur (i.e. promotions, changes in tours of duty, replacements) and statistical information regarding personnel (i.e. number of authorized positions, number of dependents at Embassy, the constituent posts, per agency, etc.).  

· Post Profiles:  Incumbent maintains post profile information on the State Intranet.  Regularly reviews the information and works with Section Chiefs to ensure that the information is still current and accurate.

15. QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

a. Education:  University Degree in Human Resources Management is required.  Basic knowledge of accounting practices also essential.

b. Prior Work Experience: Two to three years of progressively responsible experience in Human Resources or related field.

c. Post Entry Training: Window NT and DOS programs training.  State Department Personnel course, in particular the LES Compensation and Classification section.

d. Language Proficiency: Level IV (fluent) English required.

e. Knowledges: Incumbent must have complete knowledge of LES, U.S and EFM personnel matters including recruitment and hiring; processing new/departing employees; preparation of personnel actions; maintenance of position descriptions; review of evaluation reports; updating Post Personnel, and the preparation of reports.  In addition, employee must possess financial management and accounting skills.  Must possess local knowledge on Wellington HR environment and New Zealand and Samoan Labour Laws, NZ protocol procedures, diplomatic privileges and immunities. 

The incumbent of this position is expected to advise and provide daily guidance on policy matters relating to the elements of the position, to the Management Officer, furnishing the correct interpretation of regulations (local practices) and Embassy policies.

f. Skills and Abilities: Typing at level II, (40 WPM, high degree of accuracy).  Ability to use Windows NT package.  Excellent writing skills required in responding to requests and inquiries from various sources.  Ability to independently research available guidelines (see item 16b), draw proper conclusions and formulate accurate responses.  Facility in working with people and ability to act with tact and diplomacy.  Absolute discretion with respect to personnel records and issues.  Ability to work closely with colleagues and a willingness to help others out as required.

16. POSITION ELEMENTS:

a. Supervision Received: Employee is expected to resolve most problems and execute assignments with supervision limited primarily to review of end product results. Indirect reporting to the Admin Management Liaison with a direct reporting relationship to the Administrative Officer.  Employee works independently and with minimal supervision.  

b. Available Guidelines: Written guidelines include volume 3 of the Foreign Affairs Manual (3 FAM), Foreign Service National Personnel Administration Handbook (FSNPAH), Standardized Regulations, Foreign Service National Compensation Handbook (FSNCH), Career Mobility Handbook, Department of State and other agency cables and Airgrams, FSI course material, policy binders, TAGS handbook, Correspondence Handbook, various computer user manuals, post specific standardized operating procedures, post developed flow charts and checklists, post produced guides on awards, position classification, evaluation, superannuation legislation and guides, etc.  Other resources include the Regional Human Resources Office, AmEmbassy Canberra.

c. Exercise of Judgment: Although there are numerous guidelines and regulations available, they tend to be ambiguous and the incumbent is constantly called upon to interpret them, which requires considerable judgement.  In addition, many personnel related problems are extremely sensitive and require the application of excellent judgment.  When a unique situation arises, the incumbent may refer it to the Management Officer.  Incumbent may be advised to contact Washington level employees.

d. Authority to Make Commitments: Incumbent recommends line of action to the Management Officer; has responsibility for duties set forth in this position description, and may act in accordance with directly delegated authority.

e. Nature, Level and Purpose of Contacts: Incumbent has frequent contact with Embassy Personnel, MFAT, NZ Official and various outside contacts.

f. Supervision Exercised: Incumbent has no direct supervisory role although guidance is provided to the Payroll Liaison when required.

g. Time Required to Perform Full Range of Duties: 1 year.
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