International Student Specialist  GS ### 7

CITATION 1:  OPM PCS MISC ADMIN & PROGRAM SERIES, GS 301, Jan 79

CITATION 2:  OPM PCS PUBLIC AFFAIRS SERIES, GS 1035, Jul 81

MAJOR DUTIES

The duties of this position require no specific leadership training.

	MAJOR DUTIES

Serves as International Student Specialist arranging for all personal and administrative support of international military students (IMS) attending courses. Assists with the preparation of the Foreign Military sales (FMS) budgets and control of International military Education and Training (IMET) and FMS funds. Assists with coordination of the social sponsor program and helps arrange for activities under the Informational Program.  Exercises tact and diplomacy in dealing with students of various ranks. Demonstrates cross cultural knowledge and sensitivity of various religious, ethnic, and dietary habits, and national customs of students from a variety of countries.


1. Performs Operational Tasks: Receives, welcomes, and briefs IMS upon arrival on the duties, functions, and assistance provided by the IMSO; including local policies and regulations, IMS legal status, training program, objectives of the Informational Program, billeting, and administrative support. Provides assistance with knowledgeable information on mail, medical care, leave, pay, transportation arrivals, and any personal matters. Provides the Security Assistance Training Field Activity (SATFA), HQ TRADOC, information on IMS with regard to student load, course changes, and IMS academic and/or personal problems. Selects and assigns social sponsors for the IMS. Receives quota requests from SATFA and coordinates with Registrar for scheduling of IMS training. Reviews and updates the Training Activity Program Report furnished by SATFA and ensures corrections and deletions are posted with the school academic office. Prepares and submit pay vouchers for IMS, maintaining overview over money issues with DFAS.  Prepares and submits travel requirements; tracks reservations, procures ticket and baggage allowances.  Coordinates with local transportation to resolve travel problems.  

Serves as the test control officer (TCO) and administers the English Comprehensive Level (ECL) screening test. Serves as escort during trips that may be outside normal duty hours. Coordinates arrangements/ reservations for meals, lodging, tour activities, and transportation. Assists with details as required by Informational Program Coordinator.  Incumbent assists with coordination of tour and social functions that requires an awareness of international events and ability to tactfully administer requirements.


2. Counsels IMS: Identifies and/or resolves problems of a personal nature for the IMS generally in the area of dependent's care, religious requirements, legal assistance, and general information. Counsels students on academic standing when grades are below normal; arranges for additional training when required. Notifies Chief IMSO when there is a potential failure of an IMS and obtains additional advice and guidance and provides alternatives provided by SATFA and HQDA. 

MAJOR DUTIES 1&2 = 70%

3. Performs Budget and Reporting Tasks: Establishes a budget for the IMSO Office.  Serves as IMPAC card holder for expenditure of office budget.  Serves as alternate hand receipt holder.

4. Performs Miscellaneous Tasks: Receives telephone calls and visitors exercising a high degree of judgment and tact when inquiring as to nature of business and determines those calls that require personal attention to the Chief, IMSO. Based on knowledge of the IMSO, information contained in records and files, and established policies and procedures, composes and processes correspondence. Performs typing work using a work processor. Uses database or spreadsheet software to record, revise, correct, merge, print, and program material. Prepares academic and social report on each IMS for each course attended. Takes photographs of IMS during tours and/or social functions. Position requires a valid drivers license and ability to drive 15-passenger van.

MAJOR DUTIES 3&4 = 30%

Performs other duties as assigned.


SUPERVISORY CONTROLS

The Supervisor assigns work through the broad definition of mission objectives and priorities. The incumbent works independently in completing assignments. Incumbent uses own initiative and judgment in accomplishing the work of the office in accordance with established procedures, priorities and program goals and accepted practices. Supervisor is kept in formed of unusual or sensitive situations and is available for assistance as required. Completed work is reviewed for conformance with policy and regulatory requirements and effectiveness in meeting mission objectives; numerous guidelines are applied and adapted to each situation.

CONDITIONS OF EMPLOYMENT:  This is a sensitive position.  Incumbent must be able to obtain and maintain a SECRET security clearance.  Most have current Drivers License and drive 15 passenger vehicle. Frequent TDY required as well as overtime on evenings and weekends.

FACTOR 1, Knowledge Required by the Position, Level - l-5 - 750 Points.

Detailed knowledge of the DOD Security Assistance Training Program in order to implement the varied administrative requirements. General knowledge of the US Army and foreign nation protocol.  Knowledge of principles, methods, and techniques of Security Assistance Training Program. Knowledge of cross-cultural and interpersonal communication. Ability to evaluate the situations involving international military students and referring solutions.
-Skill in oral and written communication to provide information and assistance to IMS, compose correspondence and provide briefings, handouts and materials.

- Knowledge of military correspondence preparation.

- Skill and ability to operate a wide variety of automation equipment as well as being familiar with administrative software programs.  

 - Knowledge and understanding of cross cultural communications and familiarity with various cultural regions of the world

FACTOR 2, Supervisory Controls, Level - 2-2 - 125 Points.

- The supervisor makes continuing or individual assignments by indicating generally what is to be done, limitations, quality and quantity of work expected, deadlines for completions, and priority of various assignments.  The supervisor provides additional, specific instructions for new, difficult, or unusual assignments including suggested work methods or techniques or advice on locating source material.

 - The supervisor assures that completed work, methods and techniques are accurate, appropriate and comply with instructions or established procedures. Review of the work increases with more difficult assignments if the specialist has not previously performed similar duties

FACTOR 3, Guidelines, Level - 3-2 - 125 Points.

Specific detailed guidelines consist of DoD, DA, TRADOC, and local policies, IMSO regulations and policy and precedent directives pertaining to the DoD Security Assistance Training Program. The variety of work situations encountered requires judgement in locating and applying the guidelines in order to accomplish work assignments and achieve acceptable results.  The supervisor is available to provide assistance in situations where established guidelines are not applicable. The specialist uses established procedures, techniques and formats in carrying out the assignment but exercises judgement in selecting which of the various guidelines but refers any proposed, significant deviations from the guidelines to the supervisor.

 FACTOR 4, Complexity, Level - 4-3 - 150 Points.

The work consists of a variety of administrative and clerical tasks, both short and long range, in support of the International Military Student office.  The work involves different and unrelated processes and methods in developing a schedule of events, assessing student problems, counseling and briefing students and officials, and exercising judgement in dealing with legal, administrative, academic, and personal problems associated with a multi-cultural student populations.  Decisions are based on analysis of the issues in each individual situation, and choosing from a variety of alternatives.  Program complexity and responsibility are sensitive due to the United States national and international interests.

 FACTOR 5, Scope and Effect, Level - 5-3 - 150 Points.

 - The purpose of the work is to conduct the IP program for the local command.  Work involves performing duties of a recurring nature in dealing with typical IMSO matters such as preparing schedules, touring local community facilities, arranging transportation, serving as escort on a wide variety of activities, preparing informational briefings and conducting overnight tours.

 - The work affects the overall success of the IP program as well as the Security Assistance Training Program.

FACTOR 6, Personal Contacts, Level - 6-2 - 25 Points.

Personal contacts are with international military students, school commanders, TRADOC, DA, the State Department personnel involved in the administration, logistical support, and training of international military students, international government officials, and local and state businesses and civic organizations.


FACTOR 7, Purpose of Contacts, Level - 7-2 - 50 Points.

The purpose of the contacts is to carry out the SATP mission for the school.  To monitor and coordinate academic training of international military students, and to counsel and assist students with academic and personal problems.  Successful experiences for IMS while in training and while in the US furthers US National Security and Strategic policies.


FACTOR 8, Physical Demands, Level - 8-l - 5 Points.

Work is usually performed at a desk with visits to work sites for photography and interviews under pressure of deadlines.

Factor 9. Work Environment Level 9-1 5 Points

Work is normally performed in an office setting with normal risks and discomforts.


TOTAL POINTS = 1585

(1355-1600 = GS-07)




	 


