
 

INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION 
 

 
Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2) 
1. POST 2. AGENCY 3a. POSITION NO. 

Panama Department of Transportation FAA-001 
 

3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED    
     AFTER THE “YES” BLOCK.        Yes        No 
 
 

4. REASON FOR SUBMISSION 
      a. Reclassification of duties:  This position replaces 
 

 Position No.        
,        

(Title)        
(Series)        

(Grade 

      b. New Position 
 

        c. Other (explain)     
 

5. CLASSIFICATION ACTION 

 

Position Title and Series Code 
 

Grade 
 

Initials 
Date 

(mm-dd-yy) 
 

a. Post Classification Authority 
 Regional HR Officer 

 
Civil Aviation Specialist, FSN-1530 

 
10 

      
MAM 

8/14/09 

 

b. Other 
         

                        

 

c. Proposed by Initiating Office 
  

              

 

6. POST TITLE POSITION (if different from official title) 
     

 

7. NAME OF EMPLOYEE 
    Vacant  

 

8. OFFICE/SECTION 
American Embassy Panama 

 

a. First Subdivision 
     

 

b. Second Subdivision 
     

 

c. Third Subdivision 
          

  

9. This is a complete and accurate description of the duties and   
    responsibilities of my position. 

10. This is a complete and accurate description of the duties and  
      responsibilities of this position. 

  
 
 

           

 
 
 

     

 
 
 

          
Typed Name and Signature of Employee Date(mm-dd-yy) Typed Name and Signature of Supervisor Date(mm-dd-yy) 

  

11. This is a complete and accurate description of the duties and   
      responsibilities of this position. There is a valid management need     
      for this position. 

12. I have satisfied myself that this is an accurate description of the  
     position, and I certify that it has been classified in accordance     
     with appropriate 3 FAH-2 standards. 

 
 
 

 
 

           

 
 
 

        Mark X. Perry 

 
 
 

    7/19/07 
Typed Name and Signature of Section Chief or Section Head Date(mm-dd-yy) Typed Name and Signature of Human Resources Officer Date(mm-dd-yy) 
13. BASIC FUNCTION OF POSITION 
This position serves as the principal technical aviation support specialist to the FAA senior representative with responsibility for research, 
planning and coordinating the regional and country work programs as determined by the American Officer within the general guidelines 
provided by FAA HQ, and to provide the FAA senior representative with information and recommendations in the execution and reporting 
of program objectives. 
 
14. MAJOR DUTIES AND RESPONSIBILITIES                                                                                              % OF TIME 
 
                                            See continuation page. 



15.   QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE
a. Education: 
University degree in business administration, aviation administration, applied science or similar programs with training in economics, 
statistics or business required. 
 
b. Prior Work Experience: 
A minimum of 4 years of responsible professional work experience on the aerospace industry or civil aviation regulatory authority with 
emphasis in public relations, commercial development, management, or one of the technical disciplines associated with aviation safety, 
security, regulations and standards, or airport and air traffic control systems management required. 
 
c. Post Entry Training: 
On-the-job training will be conducted to learn the FAA organization and management system.  Other courses will be provided through a 
variety of sources or at the FAA Center for Management and Executive Leadership as required. 
 
d. Language Proficiency:  List both English and host country language(s) by level and specialization: 
Level 4 (Fluent) in both written and spoken English and Portuguese and Level II (Limited Knowledge) in written and spoken Spanish 
required. 
  
e. Knowledge: 
Extensive knowledge of the various civil aviation authority organizations and functions throughout the South American region and the 
industry they regulate; current trends and issues impacting aviation safety and the development of commercial civil aviation.    
 
f. Skills and Abilities 
Ability to develop and maintain high level contacts with senior aviation officials from industry and government in the South American region; 
to conduct in-depth research & analysis and a detailed record of the civil aviation authorities, national, regional and international 
organizations; and to write well.  User’s ability to operate Microsoft Suite. 
 
16. POSITION ELEMENTS 
 
a. Supervision Received: 
Supervision from the FAA senior representative. 
 
b. Available Guidelines:  
FAA Regional and National Goals and Objectives. 
 
c. Exercise of Judgment: 
Broad exercise of  judgment in handling inquiries from senior aviation officials and the public; in conducting research and analysis, and 
in the reporting of information to other FAA and USG offices; and in the designing and coordination of country work program activities.  
During the absence of the FAA senior representative, the incumbent can organize, schedule and otherwise commit the FAA senior 
representative to activities and meetings as he/she deems appropriate.  The incumbent has the authority to represent the FAA senior 
representative at meetings when he/she is not available. 
 
d. Authority to Make Commitments: 
Commitments approved by the Senior FA Representative and/or Director.  However, the incumbent has the authority to provide foreign 
and US civil aviation officials from government and/or industry information, publications, reports, briefs, and other information of a 
technical nature without coordination with the FAA senior representative. 
 
e. Nature, Level and Purpose of Contacts: 
Very high level senior contacts for the purpose of communicating US aviation policy and to gather information used by the Director in 
making decisions of FAA technical assistance and other direct support to foreign civil aviation authorities. 
 
f. Supervision Exercised: 
None 
 
g. Time Required to Perform Full Range of Duties after Entry into the Position: 
6 to 12 months 
 



Continuation 
 
 
14.  MAJOR DUTIES AND RESPONSIBILITIES                                                                                       30 % OF TIME 
 
a.  Conducts research and analysis on each of the countries assigned to the FAA senior representative for Central America, 
Mexico and Northern South America to determine the organizational structures and functions of the air transportation system 
including the departments of transportation, civil aviation authorities, government airport corporations, government and private 
corporations providing aviation safety and air traffic control services; authorities responsible for aircraft accident investigation; 
national financial plans impacting upon the development and economic growth of various air transportation system; 
international and regional aviation organizations; trends and changes of the various civil aviation authorities and national 
organizations responsible for civil aviation development and Political environment in which they operate; and assess the 
overall impact on future air safety, security and economics of the countries and/or region. 
 
b. Evaluates information received through newspapers, magazines, trip reports, industry representative meetings, seminars, 
conferences, symposiums, and other sources of written and oral communications to determine the accuracy, value and 
impact upon FAA plans and programs, and the US aerospace industry. 
 
c. Identifies specific country and regional issues of interest to the FAA and the US aerospace industry, and initiates research 
projects resulting in recommendations to the FAA senior representative and/or Director as to what actions FAA should take to 
protect USG and US industry interests. 
 
d. Maintains aviation statistics on the health and development of the foreign airlines, airport operations and air traffic activities, 
aerospace business developments in manufacturing and aircraft repair industries, aerospace business developments in 
manufacturing and aircraft repair industries and other related data. 
 
e. Monitors the activities of international civil aviation organizations (ICAO, IATA, OAA, IFALAPA, ASCCARS, etc.) and 
prepares reports for dissemination to FAA technical offices throughout the region, and to FAA headquarters. 
 
f. Provides administrative support to the FAA Senior Representative and conducts special projects on specific issues as 
directed.                                                                                                                                                                             
 
2. Program Management                                                                                                                                                 30% 
 
a. Coordinates the development of regional goals and objectives annually for presentation to the Director and various field 
offices throughout the region. 
 
b. Monitors the development of country specific work by the FAA senior representative, providing planning assistance and 
information used to shape the regional program plan.  Reviews the country work program to ensure national and regional 
goals and objectives have been fully integrated. 
 
c. Assists the FAA senior representative in the development and distribution of trip reports.  Prepares briefing papers and/or 
presentations to be given to the Director identifying significant information, issues, changes and activities in each country.  
Develops a database for the purpose of tracking “Action Items” and documenting “Information Items” generated by thee FAA 
senior representative in the course of conducting his regional work program.  This information will be used to document 
activities of the office in furtherance of the FAA mission.  Tracks the “Action Items” generated locally and identified in each trip 
report to ensure items are completed or resolved satisfactorily.  Determines trends and advises the FAA senior representative 
and/or the Director when additional actions should be taken or further dissemination of the information is required. 
 
d. Develops and maintains a database that can be released in support of US Aviation Industry.  Essential information on this 
database should include names, titles and points of contacts for US Government Offices as well as CAA and Airport contacts.  
Additionally, the development and maintenance of biographical data for significant individuals in government and industry 
would be an integral part of this database.  Data used for the development and update of the database will come from a 
number of sources such as media, trip reports, personal interviews, personal liaison, and other methods. 
 
e. Assists the FAA senior representative an/or Director in preparing periodic reports on program accomplishments, including 
the development of annual “Program Reviews” on the status of program goals, objectives and accomplishments for 
transmission to FAA Headquarters. 
 
3. International Liaison                                                                                                                                                       30% 
 
a. Maintains liaison with senior civil aviation officials throughout the region including the Office’s of the Directors General of 
Civil Aviation, senior CAA officials, Directors of Airport Corporations, Managing Directors of government and private 
corporations, senior foreign service officers of US missions, and officials from the international civil aviation organizations 



(ICAO, IATA, OAA, IFALPA, IFATCA, etc.). 
 
 
b. Coordinates the regional “International Visitor Program” and provides the interface for foreign aviation officials planning to 
visit the US.  Ensures foreign dignitaries are met upon arrival into the US or when visiting regional field offices, and that 
appropriate appointments have been pre-arranged.  Keeps the visitors and FAA Headquarters or field elements informed of 
changes to the program when necessary. 
 
c. Coordinates training slots and technical assistance visits to the US for foreign aviation officials, and provides the officials 
with program information and a scheduled activities calendar. 
 
d. Represents the FAA at seminars, conferences, trade shows, and social activities as directed.  Makes personal 
representations when required.  Gathers information form other participants and provides information on FAA and the US 
aviation industry. 
 
e. Handles and responds to inquiries from the industry and other government agencies. 
 
4. Special Events Management                                                                                                                                           10% 
 
a. Coordinates and manages FAA participation in aviation trade shows.  Serves as the principle contact between the FAA and 
other civil aviation authorities. 
 
b. Negotiates FAA participation in joint seminars and conferences hosted between FAA and other civil aviation authorities. 
 
c. Organizes, coordinates and schedules aviation industry “listening sessions” and other industry meetings for the purpose of 
FAA providing and gathering industry comments of safety, security, regulatory and economic standards, and general areas of 
concern to government or industry. 
 
 
 
OF 298 (08-2001) 

 


