
ECONOMIC ASSISTANT 
 
Major Duties and Responsibilities  % of time 
 
Supports the work of the Economic Section as follows: 
 
- Providing timely, well-organized written and oral information, in English, on economic developments in Brazil that 
relate to external trade and foreign direct investment. This includes analysis, emphasizing points that are the most 
important to support USG economic policies. Should give special attention to the Agreement on Trade and Economic 
Cooperation and MOU on Small Business Development by developing contacts as well as pro-actively locating and 
analyzing information and data that support policy advances in those engagements. Track elements of the national and 
regional economic policy trends through the Brazilian Congress and other key Brazilian federal and state-level 
government bodies on issues related to energy, natural resources, trade and entrepreneurship. Remain current on 
multilateral initiatives such as World Trade Organization (WTO), Mercosur, BRICS, European Union and others as needed 
for Economic Section reporting needs. Alert officers to developments of interest in key public and private sector 
initiatives. 40% of time 
 
- Maintaining and expanding economic section and Embassy network of contacts with a broad range of government 
officials, nonprofit organization, and private sector representatives. Government and other organization contacts 
include, but are not limited to the Ministry of External Affairs (MRE), Ministry of Development, Industry and Trade 
(MDIC), Ministry of Science, Technology and Innovation (MCTI), Brazilian Congress, Brazilian Confederation of Industries 
(CNI), Brazilian Micro and Small Business Support Service (SEBRAE), the Institute for Applied Economic Research (IPEA) 
and other think tanks, academics, and American Chamber of Commerce (AmCham), for example. Recommend, schedule, 
and organize meetings for the economic section officers and other Embassy officers, as necessary, to ensure efficient 
and effective U.S. government interaction and communication with appropriate local interlocutors. 15% of time 
 
- Research as well as draft, edit and proofread written work product in English and Portuguese, including memos, 
correspondence, speeches, talking points, and required reports such as but not limited to the National Trade Estimate 
and the Investment Climate Statement. Provide translations of documents and correspondence in both directions 
between English and Portuguese, as well as providing advice on translation of international agreements as needed. 
Provide rapid, on-the-spot translation for meetings between USG and GOB officials and other local interlocutors - a task 
that requires near-native/native language skills in English and Portuguese. 15% of time 
 
- Responding to telephone and written requests for information about economic issues and economic-related issues in 
the fields of politics, agriculture, the environment, science, security, etc., in both Brazil and the U.S. 10% of time 
 
- Creating schedules (includes managing logistics with motor pool, GSO, FMC and other offices as appropriate) for 
visiting officials and delegations, participate in briefings to prepare the officials for their meetings. Serve as interpreter 
for visiting officials and delegations as needed. Travel to other posts or locations in Brazil to support Economic Section 
reporting, meetings or other activities. 10% of time 
 
- Serving as backup to the other Economic Section LE Staff. Provides mentoring, training and periodic oversight of 
interns, as well as perform other duties as assigned. When new short-term personal service contractors are hired, 
support the recruiting, screening and testing of applicants. 10% of time 
 
Note: “This position description in no way states or implies that these are the only duties to be performed by 
incumbent. Incumbent will be required to perform other duties as assigned by the agency.” 


