
Major Duties and Responsibilities                     % of time 

 

Administrative Support (30%)  

Incumbent provides program support to the Regional English Language Office (RELO). The office 

is comprised of an FSO supervisor (the RELO), one RELO Specialist and one RELO Assistant for 

Access Programs. Communicates with contacts in the Ministry of Education, universities, 

professors, teachers, and other program coordinators to obtain information, schedule 

appointments, and inform them of RELO activities. As directed by RELO, assists in recruitment 

and selection process and program support for specific RELO programs and PAS exchange 

programs. Provides programmatic and logistical support for RELO programs including meetings, 

representational events, workshops, orientations, national and international conferences. Drafts 

memos, program schedules for speaker and specialist programs in coordination with RELO and 

PAS staff. Drafts statistical and other reports. Assists the American Spaces office as requested 

with related administrative tasks. 

 

Management of RELO Digital Programs (30%)  

Manages distance learning and online programs through the RELO Office, including online 

scholarships and Massive Online Open Courses (MOOCs). Plans for and helps implement in-

country activities related to these programs and acts as the primary point of contact for 

participants. Coordinates communication and activities with the participants before, during, and 

after the programs. Supports RELO in identifying and evaluating new strategic partners and 

participants for these opportunities. The incumbent will be expected to provide formal training 

(presentations and workshops) on digital programs to binational centers, educational partners, 

and teachers. 

 

Communication and Materials Coordination (20%)  

Monitors RELO web presence (RELO website, Facebook, social media outreach) and proposes 

updates as necessary. Coordinates newsletters and contact management through contact 

databases. Conducts photocopying, collating, assembling and packing of materials for RELO 

programs. Orders and distributes and maintains inventory of RELO teaching materials and 

publications. Tracks delivery and reports on use of materials by recipients. Oversees local printing 

of materials, including working with vendors, budgets, and overseeing the final proofs of 

documents. 

 

 



RELO Grants and Budget Support (10%)  

Ensures compliance and accurate fiscal reporting, grants management/monitoring, and record-

keeping for the RELO Office together with the RELO Specialist. Processes petty cash, 

procurement, and representational vouchers. The incumbent will be a Grants Officer and manage 

small grants for digital programs and other small projects for the office. Coordinates leave and 

travel time to ensure coverage of the RELO Office. RELO Admin Assistant acts as a secondary 

point of contact for all RELO Programs covered by the RELO Specialist and RELO Access 

Coordinator. 

 

Travel Support (10%)  

Makes travel arrangements for RELO Office, English Language Specialist, and grantee domestic, 

regional, and international travel, including applying for proper visa forms from foreign missions, 

requesting country clearances, making flight and hotel reservations, obtaining air tickets and 

submitting Travel Authorizations using E2Solutions. Deals directly with Post’s travel agency and 

motor pool to facilitate travel. When RELO is on TDY, incumbent maintains contact with other 

posts in RELO region and reports to RELO as necessary on cable traffic or other correspondence 

requiring action. Assists the American Spaces Office with travel support as requested. 

 

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.” 


