AMERICAN EMBASSY, COLOMBO

Security Investigative Clerk |Female/Male|

We emcourage both women and men to apply for this position. The [ nited States Embasy weeks a diverse
workforce with equal oppertunity for all people without regard 1o race, color, religion, sex, manonal origin, age,
disability, polivical affilianion, marital status or sexial oricntation. Yowr humanity and Lindmess are of paramoust
importance. Your ability to do your job better than anyone in Sri Lanka i what we are concerned with. Nor your
wenmal, refigious and political preferences
Incumbent mamtains databases for Regional Sccunty Ofice investigative programs  including mamtaining the
RESOLYE database Performs a reasonable level of clenical and related work pertaming o security imvestigations
Incumbent will perform dulies assisting the incumbent Foraign Service Nabonal Investigator (FSNI) on laison with
the Police and other law enforcement on vanety of msocs as required, where employee must exercise considerable
judgment, engage in ficld visits with U S special Agents, as and when requared. Duning such fickd tnips independently
carnies oul specific tasks as instructed at the outset. Will follow up on USG mterested court proceedings, submit clearly

written detailed reports to permat a decaon by FSN| or Regional Secunity (fficer (RS0)

The work schedule for this position is: Full time - 40 hours per week.
The monthly gross salary for this position will be LSD § 464,16

|LE Stafl salanes are denominated in U S Dollars and will be paid ia Sn Lankan Rupee ol the going rte of exchange
¢ach pay penod. The official exchange rate for March 13, 2023, s | USID = 32500 LKR. Thas 15 a temporary nevision
and should not be assumod as an acguired night |

Qualifications Heguired:

1. Education - Completion of (iLC.E. Advance Level (Candudate must have oblamed al least simple passes for a
munumum of two man subpecis) s required  (Wusd affech copies of relevani educational cerdificate’s).
. Prior Work Experience - Two (1) years of work expenience in admmistrative work is required, of which one (1)
year gxpenence in investigative work (Wt amach capies of relevant service'worl experience certificates).

. Language Proficiency - Level 111 {Good working knowledge) English Reading Writing Speaking 1s required
{This will be tested)
Level IV (Fluent) Sinhala and/or Tamul Reading Wniting Speaking 15 requared

. Job Knowledge - A good working knowledge of office sdmunistrative processes and procedures of agencies and
organizations normally contacted by the mveshigative staff. Some knowledge of investigation procedures

. Skills & Abilities -

* Competencies in Microsoft office package (Work, Excel, Access, Outlook) 15 required. Must be able 1o deal with
others with some influence effectively. Ability 1o negotiate with external and micmal sources and obtain ther
COrporation is required

® A valid class “B” driver’s license (formerly C, C1) is required - Candidate must attach a copy of the relevant
driving licemse (Both Sides) (Safe driving shills may be teved)

How to Apply:

Please visit our website hitps:/lk.usembassy.gov/embassy/jobs’ to submit your applicabons through Electromic
Recruitment Applicabon syvstem [ERA]. Before vou continue wath the apphcaton process, please carcfully read the
instructions available on our websile

Required Documents:

To apply for this posinon applicants must clectroaically submit copics of the documents listed below along with the
clectromic application, 0 be conssdered for employment. Faillure 10 do so may result in a determimation that the
apphcant 1s not chgible and quahived

Proof of citizenship (Mational Identity Cand Passport and/or Work Permut)
Relevanl Driving license (Both side)

Relevam Educational Cerificate’s

Relevant Service'Work Expenence Certificate’s

N ™
Your apphcation should reach us on or before April 7, 2023.
Please note, only shorthsted candidates wall be contacted.




