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AMERICAN EMBASSY YEREVAN
NATIONAL HIRE VACANCY ANNOUNCEMENT

OPENING DATE: FEBRUARY 17, 1999

POSSITION TITLE:  BUDGET ANALYST

SUMMARY OF DUTTES:

INCUMBENT IS RESPONSIBLE FOR THE COMPLETE RANGE OF BUDGET ADMINISTRATION FOR
STATE, DAO, FOREIGN COMMERCIAL SERVICE AND COMMERCE/BISNIS. ANALYZES REGULA-
TIONS FOR BUDGETING PURPOSES, AND ADVISES ALLOTTES ON REQUIREMENTS INCLUDING
FORMAT AND LIMITATIONS FOR FUNDS CONTROL AND PREPARATION, DOCUMENTATION, AND
SUBMISSION OF BUDGET REQUESTS. ANALYSES THE RELATIVE COSTS AND BENEFITS OF THE
FSN MEDICAL PLAN. THE LOCAL COMPENSATION PLAN AND RELATED BENEFIT/SALARY
PLANS. FORMULATES BUDGETS. PREPARES BUDGET SUMMARIES, ANALYZES RELATED
SCHEDULES AFTER COLLECTING NECESSARY DATA FROM DIFFERENT SOURCES. PROVIDES
TECHNICAL BUDGET SUPPORT, INCLUDING ANALYSIS, TO STATE, DAO, COMMERCE/BISNIS,
FOREING COMMERCIAL SERVICE, TREASURY, USIS, USDA AND ANY OTHER AGENCY SIGNED
UP FOR FINANCIAL MANAGEMENT SERVICES. ALSO PROVIDES ACCOUNTING SERVICES TO
THE STATE AND ASSOCIATED AGENCIES SERVED. PERFORMS OTHER DUTIES AS REQUIRED BY
THE ADMINISTRATIVE OFFICER.

QUALIFICATIONS:

EDUCATION: COMPLETION OF SECONDARY SCHOOL IS REQUIRED. SOME COLLEGE OR TECH-
NICAL STUDY IN ACCOUNTING, BUDGETING, OR MANAGEMENT IS HIGHLY DESIRABLE.
EXPERIENCE: FROM FOUR TO FIVE YEARS OF PROGRESSIVELY RESPONSIBLE EXPERIENCE
IN BUDGET WORK, ACCOUNTING, OR AUDITING IS NECESSARY. TWO YEARS OF THIS EXPE-
RIENCE SHOULD BE IN BUDGET WORK FOR A U. 5. GOVERNMENT AGENCY.

LANGUAGE: LEVEL IV ENGLISH ABILITY IS REQUIRED.

KNOWLEDGE: MUST HAVE FULLY COMPREHENSIVE WORKING KNOWLEDGE OF PERTINENT
STATE DEPARTMEMT AND/OR ONE OR MORE ASSOCIATED AGENCIES' LAWS, REGULATIONS,
AND PROCEDURES RELATING TO BUDGETING, ACCOUNTING. AND FINANCIAL MANAGE-
MENT. AND THE FULL RANGE OF SKILLS AND ABILITIES REQUIRED IN COMPUTING BOTH PRO-
CEDURAL AND TECHNICAL AND FINANCIAL PROGRAM PLANNING AND ANALYSIS BUDGET
WORK.

SKILLS AND ABILITIES: MUST HAVE THE FULL RANGE OF SKILLS AND ABILITIES REQUIRED
IN COMPUTING BOTH PROCEDURAL AND TECHNICAL AND FINANCIAL FROGRAM PLANNING
AND ANALYSIS BUDGET WORK. MUST ALSO HAVE A THOROUGH KNOWLEDGE OF THE OR-
GANIZATION AND FUNCTIONS OF THE MAJOR PROGRAM AREAS OF THE EMBASSY AND/OR
ASSOCIATED AGENCIES SERVED.

WHO MAY APPLY: ANYONE QUALIFIED FOR THE JOB.

ANNOUNCEMENT CLOSURE DATE: MARCH 4, 1999 -

HOW TO APPLY: PLEASE COMPLETE AN APPLICATION FOR EMPLOYMENT FORM WHICH IS
AVAILABLE FROM THE AMERICAN EMBASSY GUARD OFFICE LOCATED AT NUMBER I8
BAGHRAMIAN STREET. PUT THE COMPLETED APPLICATION FORM INTO THE APPLICATION

BOX AVAILABLE AT THE EMBASSY GUARD OFFICE.
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