
Human Resources Assistant 
 
Basic Function of Position 
The incumbent is one of two employees responsible for the Locally Employed (LE) Staff employment 
program, including the recruitment process of EFM employees and the Overseas Seasonal Hire Program. 
The incumbent performs a wide range of duties and advisory services to agency/section heads utilizing an 
in-depth knowledge of USG employment programs and hiring mechanisms. The position reports to the 
Human Resources Specialist, PN# C54-305-225. 
 

Recruitment, Selection, Orientation:    75% 

 

Manages recruitment/selection and orientation program for all types of positions which are filled by local, 
US residents and eligible family members. Must be familiar with the full range of employment programs, 
hiring mechanisms and policies to provide expert advice and guidance to hiring officials. 

 

Receives recruitment assignments from supervisor. Works with job evaluator to ensure that the position 
description (PD) and other hiring documentation are current and meets HR policy guidelines before 
processing the advertisement. 

 

Produces vacancy announcement using most recent classified PD and model vacancy announcements 
from HR/OE's website. Obtains clearances on all advertisements, including from the financial 
management officer, hiring office and SHRO before dissemination to selected advertisement sources 
(email, newspaper, internet sites, etc.). 

 

Determines if qualification appraisals/short listings should be done with Subject Matter Expert. Monitors 
recruitment box regularly and screens applications received on an ongoing basis. Adheres to 
requirement to complete screening within defined time line. 

 

Conducts qualification appraisals, based on the required qualifications of the vacant position. Completes 
the screening process form for all qualified applicants and checks that required work permits, visas, 
certificates are attached to CVs, and documentation for veterans preference or family member 
preference is attached. Identifies preference candidates and ensures that only qualified preference 
candidates are referred to the hiring officer. Prepares transmittal documents for qualified candidates for 
HRO signature. Maintains electronic/paper files of all documentation on file based on prescribed 
schedule. 

 

Organizes meetings of the full/limited Post Employment Committee, as needed, to interview preference 
candidates. Prepares notification letters to successful/unsuccessful candidates. 

 
Directs skills testing of applicants for computer, English language. driving, or related skills. Works with 
supervisor to develop specialized skills test such as knowledge of subject matter for specialist jobs 
Prepares list of applicants for review by selecting official before scheduling interviews. Arranges interview 
appointment, by contacting candidates either by phone or email. Sits in on assigned interviews, serving 
as HR advisor. Notifies supervisor and SHRO of any irregularities during the interview and provides 
advice and recommendations in accordance to the Recruitment Policy. 
 
Prepares multi-grade promotion requests as applicable for approval by SHRO and HR/OE. 
 

Once a selection is made by the hiring office, requests approval by the SHRO. Completes the selection 
process by ensuring that the new hire meets the necessary medical and security clearance 
requirements, receiving and reviewing all candidates’ documents and preparing specific RSO and MED 
memoranda. 

 

Contacts local medical support in order to request medical clearance for new hires.   

 



For eligible family members hired on Family Member or temporary appointment, prepares cables and 
supporting documentation for review and approval of grade/step superior qualifications by HR/OE/HRM. 

 

Prepares letters of offer that include grade, step, salary information and conditions of employment. 
Coordinates all steps of the process, including preparation of all supporting hiring documents such as 
the Recruitment Worksheet, HR Action memo, coordinating with the HR Assistant who prepares 
Personnel Actions and the RSO for security clearance authorization, and ensures medical examination 
is completed and clearances issued. Ensures that all documents are prepared/signed no later than the 
entry on duty date so there are no delays in payrolling. 

 
Analyzes recruitment data and recommends new sources to the supervisor/SHRO and serviced 
agencies to fill vacancies. Must advise the HRO of potential vacancies and on those current employees 
with potential and desire for upward mobility to fill anticipated vacancies. 

 

Develops local recruitment sources such as colleges and universities, trade and vocational schools, 
professional schools, newspapers, newsletters and public recruitment websites to gain the widest 
audience for vacancies. 

 

Drafts and send standard messages to applicants advising the results of recruitment processes.  

 
Orientation: Assists HR Specialist arranging orientation sessions on an as needed basis for new LE 
Staff employees. Helps HR Specialist to incorporate all aspects of the Recruitment Program in 
orientation sessions and invites other HR staff to provide input on awards, employee benefits, employee 
relations etc. Conducts an annual review of the LE Staff Orientation Program and recommends changes 
to the supervisor. 

 

Responds to job inquiries from local citizens, Americans living in Brazil, and world-wide inquiries 
received via, telephone, and letters. Provides: information pertaining to categories of employment, 
current and projected vacancies, and requirements of vacant positions. 

 

Correspondence management: Ensures that correspondence is filed regularly and sensitive documents, 
containing social security numbers and/or other personal details are stored in the recruitment filing 
cabinets. Updates the recruitment data base on a weekly basis. Produces hiring statistics as needed, 
including statistics for different categories of personnel on a quarterly and yearly basis.  
 

Overseas Seasonal Hire Program: Manages the Overseas Seasonal Hire Program utilizing current year 
guidance issued by HR/OE to determine program parameters, selection criteria, salary and grade levels. 
The incumbent prepares the call for positions, develops a program budget in consultation with the 
Financial Management Center. The incumbent reviews applications and makes assignment 
recommendations for ratification by the Post Employment Committee, produces documentation for 
security clearances, offer letters, gratuitous service agreements (GSAs) or PSAs, and manages the 
check-in/check-out procedure. Prepares necessary documentation for the resignation/or termination of 
employment contracts. 

 
Assistance to Applicants/Employees: Provides direct assistance to applicants/employees as needed on 
all HR matters pertaining to recruitment. Brings to the senior SHRO and the HR Specialist any problem 
cases. 

 

Administrative Support:      20% 

 

Provides assistance and guidance on recruitment processes to constituent posts (Sao Paulo, Recife, 
Rio de Janeiro, Porto Alegre and Belo Horizonte) whenever needed. 

 
Assists the HR Specialist with the review of personnel packages submitted by posts for Embassy action 
(e.g.: new hires/appointments, promotions, transfers, etc.). 



 
Coordinates the promotion time for Embassy employees, requesting proper documentation to supervisors 
in order to avoid delay in the process.  
 
Prepares cover sheets to the HR Assistants informing proper actions to be taken such as termination of 
assignments, excepted appointments, promotions, changes of work schedule, change of data element, 
etc. 
 
 
Other Duties Assigned by Supervisor:   5%  
      

Provides backup to the HR Specialist position (PN# C54-305-225) whenever needed. 

 

Drafts letters and memoranda on different subjects both in English and Portuguese. 

 

Other administrative duties as assigned by supervisor. 
 

 


