
Major Duties and Responsibilities                                                                                                                                       
 

A. DPM Mailroom Duties (70% of Time): 
 

Inbound and Outbound Mail – The incumbent manages all inbound and outbound mail.  Ensures 
that all DPM, local, and express inbound/outbound mail are processed in a timely manner for 
Customer receipt or for shipment.  Liaises with the supervisory customs and cargo officials at the 
International Airport to ensure all DPM mail is properly cleared and received according to the 
Vienna Convention on Diplomatic Relations.  The incumbent coordinates with Motorpool to ensure 
that proper transportation is available. Prepares inbound/outbound parcel invoices from DPM 
pouches via the Integrated Logistics Management Services web-based application.  Manages all 
pouch bags and returns extra pouches to DPM via “sac vidas.”  Ensures all outbound parcels are 
properly addressed, registered, sealed and tagged, and have the proper postage affixed to the 
parcel/envelope as needed.  Liaises with the local and international express mail service providers 
such as SEDEX, UPS, DHL, or FEDEX as needed.  Ensures all locally received mail is properly 
screened in the screening facility before letting it enter the Consulate building.  Ensures the 
screening facility is properly maintained.                            

 
B. Administrative Assistant Duties: (20% of time): 
 

Equipment Management - Manages Post’s Smartphone inventory and issues them to Officers.  
Manages the IRM IT equipment inventory valued at approximatetly $500,000USD and ensures that 
ILMS inventory module is correct at all times.  Submits PRs and orders new IT equipment as 
necessary in coordination with the GSO and the IPO.   
 
Reporting and Documentation -  Ensure DPM and other portfolio duties have Standard Operating 
Procedures (SOPs) and ensure they are current.  Ensures the accuracy of information displayed on 
the Embassy Intranet, SharePoint site, and online phonebook.  Manages the Consulate telephone 
contact directory.   
  
Time and Attendance (T&A) – Manages and submits the IRM Time and Attendance.  Reminds 
colleagues to hand in their documents in advance. Checks for any divergences and makes 
corrections.  Makes sure colleagues turn in their leave/sick leave documents.  Provide mailroom 
and IT assistance on VIP visits when needed. 

 
C. Government Technical Monitor (GTM) (10% of time): 
 

General GTM Duties - Acts as the GTM for the local mobile voice/data contract which provides 
Service for all Employees at Post.  Serves as the main point of contact for this contract and helps 
the IPO and Contracting Officer negotiate changes to the contract and supports the best interests 
for the consulate.  Communicates on a regular basis with the Contractor and resolves them 
accordingly. 


