Position Description

Consular Assistant (Temporary)

Basic Function of the Position:

Incumbent serves as Consular Assistant in the Consular Section with responsibility for a variety
of American Citizen Services and both Immigrant (IV) and Non-Immigrant (NIV) visa issues.
He/she performs or observes biometric data collection. Incumbent manages Consular
correspondence, drafts visa revocation memos, and assists with fraud analysis. Incumbent assists

with outreach (including social media) and performs a variety of other duties as assigned.

Major Duties and Responsibilities:

Performs or observes biometric data collection (fingerprints and DNA) - 25%
Drafts revocation memos and fraud analysis -  25%

Manages and oversees consular correspondence - 20%

Outreach - 15%

Other duties as assigned - 15%



