
 

 

SCOPE OF WORK 

(for Recruitment, PSC Duties, and Performance Reviews) 

 

 

PSC Position Title: Receptionist 

LCP Grade: 5 

Hours (40 or 48): 40 hours 

Reports To: Director of Management and Operations 

Supervises Others: N/A 

 

Minimum Requirements: 

At a minimum, the successful candidate’s CV should demonstrate the following:  

 Education/Certification: Higher Diploma in Business Administration.  

 Years of Experience: Minimum of 5 years’ experience as Receptionist or Administrative 

Assistant. 

 Proficiency in oral and written English.  

 Experience working in a cross-cultural environment.  

 Knowledge of MS Office computer applications (Word, Excel, Outlook). 

 

Preferred Qualifications  

 Prior experience with Peace Corps. 

 Human Resources Experience.  

 

Background 

The mission of Peace Corps worldwide is to promote peace and friendship. Peace Corps was invited to 

Sierra Leone in 1961. Hundreds of Peace Corps Volunteers have worked as teachers and health workers 

in Sierra Leone since then. The work of a Peace Corps Personal Services Contractor does not limit itself 

to the role: active support of the Peace Corps mission is paramount to the job because contractors are 

representatives of Peace Corps in Sierra Leone. 

 

Objective of the Position 

The Receptionist serves as the principal administrative support person for the Peace Corps Sierra Leone 

office in Freetown.  S/he reports directly to the Director of Management and Operations (DMO) and 

establishes and maintains efficient operations of all front office functions, providing day-to-day 

coordination with all sectors of PC Sierra Leone, and support to both staff and guests. 

 

Tasks & Deliverables 
 

Receptionist Duties: 

 Greets visitors, PC Volunteers and Trainees.  

 Exercises tact and diplomacy in dealing with visitors. 

 Directs information according to established procedures and ensures that visitors’ policies are 

observed.  

 Responsible for telephone switchboard duties. Ensures that the main Peace Corps phone line is 

answered during business hours and maintains and communicates an up-to-date directory of staff 

contact information. 

 Receives and distributes mail, cables, packages and other correspondence. 



 Maintains office copier. 

 Maintains the in/out board in the reception area. 

 

Administrative Support  

 Photocopies and binds printed materials.   

 Assist with scanning and filing of Peace Corps documents.  

 Makes arrangements for some official social functions upon request. 

 Attends Admin staff meetings; takes notes and prepares and distributes minutes electronically.  

 Assists the Executive Secretary or Medical Secretary as needed.  

 Maintains, distributes and keeps inventory of office supplies. 

 Dispatches correspondence using email, courier, and SL Post Office.  

 Monitoring and tracking of vendor payments. 

 Communicate Embassy Management Notices internally and posts notices at the guard booth.  

 Provides clerical and logistical support for TDY staff and Volunteers. 

 

HR Support  

 Maintains and updates staff rosters. 

 Receives and organizes all applications (hard copy and email) for advertised positions by Peace 

Corps prior to submission to hiring manager. 

 Attends interviews, takes notes, and prepares and distributes notes electronically to panelist. 

 Ensures all Peace Corps vacancies are advertised appropriately.  

 Follows HR policies and processes. 

 Maintains personnel files and keeps the filing up to date.  

 Maintains timesheets for administrative staff, checks for completeness, and submits to timekeeper 

every two weeks. 

 Processes Performance Evaluation/Appraisal forms for employees.  

 Oversees the processing of new staff onboarding and staff departure.  

 Participates in the HR committee meetings. 

 

Medical Supply Inventory Clerk  

 Maintains Medical Inventory Control Log to record the inventory status of all specially 

designated medical supplies or controlled substances. 

  At least monthly receives copies of PC-734 D forms (Record of medical supply dispensed) and 

PC-734 E forms (Medical Supply Disposal Form). 

 Quarterly submits Medical Inventory Control Log to CD for review. 

 

Other Duties  

 Ensure complete confidentiality regarding all information related to PC staff, volunteers and 

operations. 

 Provide training to staff and Peace Corps Volunteers as requested. 

 Serves as back-up support for and/or carries out the duties and responsibilities of the Executive 

Assistant, or Medical Secretary when deemed necessary by the Country Director and/or 

Supervisor for the successful management of Peace Corps operations in Sierra Leone.  For 

example, this could be during periods when those individuals are on leave and/or during lapses of 

staffing or periods of staffing shortages. 

 Performs other duties or assignments, when deemed necessary by the Country Director and/or 

DMO for the successful management of Peace Corps operations in Sierra Leone. 

 

 



Standard Roles and Responsiblities 

1. Occasional Money Handler may be required to courier cash and /or purchase orders to various 

vendors who furnish supplies and/or services to PST/IST training site, or other locations as 

directed by the Contracting Officer. The PSC may also be required to courier cash to PC trainees 

or volunteers. The PSC will not be functioning as a procurement or disbursing official but will 

only be acting as an intermediary between the Contracting or Disbursing Officer and the 

recipient. In the case of dealing with vendors, the PSC will not exercise any procurement 

discretion concerning the supplies or services to be purchased or the cost limits of these 

purchases; these will be determined by the Contracting Officer.  

2. The Contractor is subject to worldwide availability and may be requested by the Peace Corps to 

be reassigned or transferred permanently to another Peace Corps Post/Headquarters or perform 

temporary duties (TDY) as required and to travel to other assignments within Peace Corps’ as 

assigned. Any such reassignment or transfer shall be subject to agreement of the Contractor. The 

Statement of Work as defined will remain the same; however the duties may be subject to change 

as determined by the Contracting Officer. 

3. To the extent Contractor is allowed to operate a US government owned, leased, or rented vehicle 

(GOV) to perform their job duties, the Contractor must operate that vehicle safely at all times and 

only operate it for official business purposes as defined in 31 USC 1334.   

4. Contractor is encouraged to refrain from texting or from engaging in any behavior that distracts 

attention from driving safely at any time.  Except in an emergency situation, Contractor shall not 

text message (i) when driving a GOV; (ii) when driving a privately-owned vehicle (POV) while 

on official government business; or (iii) while using electronic equipment supplied by the 

government while driving any vehicle (even during off-duty hours).  

5. Every individual with any involvement in the operations of Peace Corps Sierra Leone, whether 

U.S. Direct Hire, U.S. Personal Services Contractor, Foreign Service National, Foreign Service 

Personal Services Contractor or Volunteer / Trainee has duties and responsibilities directly and/or 

indirectly associated with Safety and Security.  These duties and responsibilities include, but are 

not limited to, the following: 

 Awareness and understanding of all directives of Peace Corps regarding Safety and 

Security. 

 Awareness and understanding of emergency procedures at both home and office. 

 Awareness and understanding of duties associated with the Peace Corps Sierra Leone 

Emergency Action Plan. 

 Availability, at both home and office, of staff and Volunteer contact phone numbers 

and/or email addresses in case the stated individual is directed to establish emergency 

contact and provide emergency information. 

 Maintains current knowledge of the Peace Corps evacuation Plan, the PC Emergency 

Action Plan and how to use fire extinguisher in order to ensure adequate level of safety 

and support for Peace Corps/Sierra Leone Volunteers. 

 Ensure complete confidentiality regarding all information related to Peace Corps staff, 

Volunteers and Peace Corps/Sierra Leone operations. 

 Any Inherently Governmental Functions (IGFs) such as Supervisor or Receiving Officer 

6. Core Expectations for all Peace Corps Staff Worldwide   

As members of the staff of the Peace Corps working toward fulfilling the Peace Corps mission 

and three goals, we commit ourselves to:   

1. Represent and promote the Peace Corps’ mission and three goals.   

2. Create a framework for a safe, meaningful and effective experience for Peace Corps 

Volunteers/trainees and staff.   

3. Engage with all Peace Corps partners in a spirit of cooperation and learning.   



4. Strengthen a culture of performance improvement by collecting, analyzing, and sharing 

information for effective decision-making.   

5. Perform with diligence, strive for excellence, and maintain a healthy balance between 

professional and personal life.   

6. Adapt in a timely manner to meet changing needs and conditions.   

7. Respect the diversity of beliefs, cultures, and lifestyles of the Volunteers/trainees, staff, 

counterparts, and communities we serve.   

8. Collaborate with fellow staff and Volunteers/trainees to create an atmosphere of inclusion, 

mutual learning, open communication, accountability and trust.   

9. Ensure that Peace Corps’ management of its human, material, and financial resources is 

efficient, cost-effective, and socially and environmentally sustainable.   

10. Consistently follow and implement Peace Corps policies in both letter and spirit. 

 

7. Inherently Governmental Functions  

 May be designated as a receiving officer if assigned by the Country Director and with the 

approval of the Regional Director.  Responsibilities as a receiving officer include 

accurate review of goods or services, their accompanying invoices, and the purchase 

order/contract to ensure that the specifications, quality, amounts, price, timeliness, etc. of 

the goods are consistent with the terms and conditions of the contract/purchase order after 

successful completion of the requisite training to perform receiving duties.  (See MS 511, 

the Personal Property Management Handbook and OFMH 19)  

 

Logistics & Level of Effort & Duty Station 

Performs duties during a 40 hour work week. Events may require occasional work in the evenings and on 

weekends and holidays. You may also be required to travel up country. Duty station is the Freetown 

Office.  

 

TO APPLY FOR THIS POSITION: 

Submit the following before the deadline to SL01-pcjobs@peacecorps.gov   

OR To: DMO at Peace Corps, 34 Old Railway Line, Signal Hill, Freetown  

 Letter of Interest including the Job Title 

 Your CV clearly demonstrating the Minimum Requirements stated above 

 3 professional references with current contact information 

 A copy of a Government-issued identification card 

 Copies of all certificates related to the qualifications for the position  
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