
 

 

SENSITIVE BUT UNCLASSIFIED 

Treasury Secretary 

 
 Basic Function of Position  
 
 Provides secretarial/administrative assistance to the U.S. Treasury Financial Attaché in helping the office to 
operate effectively and to coordinate with other offices within and outside of the U.S. Embassy Brasilia. Also 
works with the LE Staff Economic Specialist in Sao Paulo on administrative manners related to the Treasury 
Financial Office presence in U.S. Consulate General Sao Paulo. Responds to incoming calls, emails, faxes and 
other inquiries; scans and prints documents; maintains all office supplies; completes invoices and other basic 
recordkeeping; arranges meetings, conferences, and representational events for the Treasury Financial 
Attaché, LE Staff Economic Specialist, and visiting U.S. officials; making travel arrangements (flights, hotels, 
etc.), and processing reimbursement requests; assists with travel arrangements for other U.S. Treasury 
officials visiting Brazil; interacts with other offices in the Embassy, Consulates, and agencies in Washington on 
administrative matters related to the U.S. Treasury Financial Office.  
 
Major Duties and Responsibilities  

Administrative: 40%  
Serves as the U.S. Treasury Financial Attaché Office’s main point of contact within the Mission for 
administrative issues related to the office’s presence in the Mission, including minor record keeping. 
Maintains all U.S. Treasury files and disposes them according to the Records Management Handbook. 
Maintains supervisor’s calendar. Processes all procurement requests for the US Treasury Financial Office. 
Maintains all office expendable supplies making requisitions as needed. Arranges for servicing and repair of 
office equipment. Also arranges for printing services. Keeps abreast of various procedural requirements such 
as preparing travel vouchers, processing reimbursements, requesting motor pool services, etc.  
 
Communication: 30%  
Provides the U.S. Treasury Financial Department with telephone and receptionist services. Receives all calls, 
correspondence, and visitors to the office, ascertaining their needs and providing assistance and information 
as required. Provides typing, word processing and transcribing duties, including drafting routine 
correspondence both in English and Portuguese, reviewing outgoing correspondence for format, grammar, 
typos and punctuation, making corrections as needed.  
 
Travel: 30%  
Arranges meetings, reserves rooms as needed for meetings and follows up with other Embassy staff members 
on necessary arrangements. Makes hotel, flight, conference, and training and VIP visitor’s arrangements. 
Maintains U.S. Treasury Financial Department contact list and arranges appointments with government 
officials and business contacts. Works with both Embassy Brasilia and U.S. Consulate General Sao Paulo staff, 
including the LE Staff Economic Specialist, to manage the logistics of the overall Treasury presence in Brazil 
and uses judgment to ask the U.S. Treasury Financial Attaché to intervene when necessary.  
 
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.”  
 


