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OPENING DATE:

CLOSING DATE:

POSITION TITLE:
GRADE:

May 2, 2002

Accounting Service.

Accounting: The incumbent
providing

processes,

Interpreting/Translating:

and media events.

AMERICAN EMBASSY
NATIONAL HIRE VACANCY ANNOUNCEMENT

May 16, 2002

Administrative Assistant
FSN-T (successful candidates will be

appointed at a lower grade than full
performance until all qualifications of the position are met)

MAJOR DUTIES AND RESPONSIBILITIES:

Budgeting and Financial Planning: The incumbent will wark
ﬁﬂgether with the Republic of Armenia Ministry of Defenseltn
formulate the long-term and short-term budgets for the Armenian
Military's participation in Partnership for Peace. This includes _the
planning, implementation and reporting of the J"II’I‘!’I’EHIIEH
Partnership for Peace Budget to the responsible agencies I.e.,
Defense Attaché Office, European Command, Defense Security
and Cooperation Agency and the Defense Finance and

will be responsible for direct

coordination with the Defense Accounting and Finance Service;
obligating/committing funds; increasing/decreasing obligations;
the Defense Finance and Accounting Service with the
correct documentation to settle accounts. This will include the
creation of fiscal data to be used in the above mentioned

The incumbent will be responsible _fur
translating all documents from Armenian or Russian into English
and vice versa. Must be able to translate or interpret
and military terminology. When required, interpret simultaneously
from/to all three languages to include ceremonies,

technical

conferences

Travel Arrangements: incumbent must ensure that the Ministry
of Defense is aware of all deadlines to facilitate the securing of
travel arrangements. Must work closely with the Embassy travel
office to make travel arrangements for Armenian participants
traveling to Partnership for Peace conferences, seminars and
exercises. Must also ensure that Armenian travelers are aware of
the visa requirements for the countries in which they are traveling.

QUALIFICATIONS:

- Completion of secondary school is required. University degree in
accounting or management is desirable.
- Two years of progressively responsible experience in budget or

accounting work is required.

- Level Ill English (good working knowledge) as well as an excellent
level of written and spoken Armenia and Russian is required.

- Computer skills are required.

- Must be able to work with limited supervision.
- Must be able to travel to various countries as needed.
- Must be very mature and able to work with members of different:

nations and government agencies.

WHO MAY APPLY: Unlimited.

HOW TO APPLY: Please submit a detailed resume or an
Application for Federal Employment (SF-171), or an Optional
Application for Federal Employment (OF-612) which are available
from the American Embassy guard office located at number 18,
Marshal Baghramian street. Depasit the completed application
form or resume in the application box located in the Embassy

guard office.

e —
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