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'mlla cudbbsw EE NATIONAL HIRE VACANCY ANNOUNCEMENT
Jwjuuswih YEsrniwlwl nbmnghswrhwh hfr

cbglnud L. OPENING DATE:  December 4, 2001
3 orblunrmipjwl hwiwdw)l, pwg pwdibsh- CLOSING DATE: ~ December 18, 2001

rwlwl pOYbrmipjnilGitrh pwdibsndubrh ubw- POSITION TITLE:  Administrative Clerk

Yuwinipjwl rwdnilip dwgmd b w)l Jwjwusw- GRADE: FSN-6
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desirable.

QUALIFICATIONS:

WHO MAY APPLY: Unlimited.

MAJOR DUTIES AND RESPONSIBILITIES:

Under the general supenvision of the Public Affairs Officer the incumbent is responsible for the overall management of public
diplomacy resources and aclivities.
- Prepares obligating documents, including payment vouchers for : . .
. Oversees administration of Post's Small Democracy and GOE Grants programs. Evaluates incoming grant proposals. Advises
Gultural Exchange Coordinator and PAO on grante organization backgrounds. Advises potential grantees rgga.rdlng problems
with the applications and recommends solutions. Wite grants/cooperative agreements for PAO signature, in accordance with
relevant procurement regulations. Oversees disbursement of grant funds. Ensures unspent funds are retumed to Post or
properly reprogrammed. Submits grant registers. Maintains inventory of granted equipmenl.
- Coordinates PD office Yerevan support for English language teaching activities in Armenia.
- Assits in implementation of the post book translation program.
- Provides program and logistic support for all non-FSA and non-ECA based projecis.

grants and representation vouchers for submission to B&F.

- University degree is required. Further study or training in business administration, financial management, or related field is hlﬂi_'n_liIL |

- Three fo five years expenence in administration of finance is required, some expernince in the fields of communication, education
or culture desirable.

- Level IV (fluent) in written and spoken English as well as excellent level of written and spoken Armenia and Russian is required.

HOW TO APPLY: Please submit a detailed resume or an Applicaton for Federal Employment (SF-171), or an Optional
Application for Federal Employment (OF-612) which are available from Amerivan Embassy guard office located at number 18,

Marshal Bagramian sireet. Deposit the completed application form or resume in the application box located in the
Embassy guard office.
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