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Position Description: Human Resource Clerk 
 


 Basic Function of the Position: 


The incumbent has the responsibility for locally employed staff HR Services covering all grades (FSN 1 to 12) 
at the Department of State and other Agencies at post. Duties encompasses but not limited to Recruitment 
Support, Performance Management & Employment Administration Support, Office Support, Special Projects, 
Employment Advice & Other Duties. 


 


 Major Duties and responsibilities: 
 


 Recruitment Support  
 
Assist the Mission Recruitment efforts by coordinating the Recruitment Tests (English Placement Tests - EPTs, 
Work Related Tests, Driving Tests, etc), Interview Process (Job Interviews, Security Interviews, Medical 
Interviews, etc) and Orientation Process. In this regard, the incumbent will contact & inform the short-listed 
candidates regarding the Tests, Interviews, Orientation Arrangements, will submit Access Passes for approval, 
escort candidates, administer EPTs & other tests, assist in the preparation of interview packs, reserve 
conference/meeting rooms for Tests & Interviews and assist in other logistical arrangements.  


The incumbent will also assist in organizing the recruitment CV file cabinet, preparation of separate CV file for 
each vacancy announcement, arrange CV files in chronological order, destroying the old CV files (that are 
older than 6 months from the closure of the vacancy announcements), preparation of Interview regret 
letter/memos and responses to unsolicited applications. 


 Performance Management & Employment Administration Support 


Assist the Mission Performance Management & Employment Administration efforts by the preparation of 
employment and salary verification letters for employees, making copies of EPRs / WDPs / etc and updating 
Official Personal Folders (OPFs) of LE Staff, updating the OPFs with Security & Medical re-certification 
documents, etc. 


The position will also assist in making copies of awards related documents, filing of such documents and 
distribution of copies. Further, will assist in HR File/Records retirement efforts with guidance from the HR 
Assistant responsible for File Retirement. 


 Office Support 


Distribute HR Office mail, order & maintain office stationery stocks in accordance with section requirements, 
maintain & manage office cabinets/filing system, responsible for sending work orders/procurement requests 
and following-up, update and maintain HRO notice board & publish HR Office Notices in other common 
notice boards, responsible for collecting & returning the HRO cabinet keys, etc. 


Function as the HR Point of Contact for MyServices, Uniform Service Standards (USS) and monitoring of 
monthly performance reports.  


Update post Organizational Chart and maintain it as current keeping in-line with staff/reporting line changes. 
Obtain concurrence/confirmation from American Supervisors regarding the accuracy of information when 
necessary. Required to print LES Birthday Cards on a monthly basis, obtain DCMs signature and distribute. 


 Special Projects, Employment Advice, Back-up Duties and Other Duties 


Work on assigned Special Projects in liaison with HR Specialist/HRO. Also, provide front-line employment 
advice to our customers. Perform other duties as assigned by the HRO/HR Specialist and serve as the back-up 
for other HR Staff. 






