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U.S. Department of Justice

INTERPOL Washington

U.S. National Central Bureau

Washington D.C. 20530

December 9, 2010

FOIA # 2011- 027

This responds to your request dated November 13, 2010, to INTERPOL Washington,
U.S. National Central Bureau (USNCB) pursuant to the Freedom of Information Act (FOIA).
You requested the job description for the Liaison Program Manager and the guidelines for the
USNCB Liaison Program. Please refer to the above FOIA number assigned to your request in
any additional correspondence.

The position description for the Liaison Program Manager is enclosed. This document
contains deletions pursuant to Title 5, United States Code, Section 552 (b)(6) of the FOIA.
Exemption (b)(6) concerns material the release of which would constitute a clearly unwarranted
invasion of personal privacy of third parties. This information is being provided to you free of
charge. Please be advised that the Liaison Program Manager position is currently vacant. The
decision on whether to fill the position as described, change it, or discontinue it has not been
determined.

Information concerning the guidelines for the USNCB Liaison Program can be found in
the position description for the Liaison Program Manager and on Interpol's website,
www.interpol.int.

If you are not satisfied with the USNCB’s action on your request, you may appeal by
writing to:

Co-Director

Office of Information Policy
U.S. Department of Justice
Suite 11050

1425 New York Avenue, NW
Washington, DC 20530-0001



You must make your appeal in writing and it must be received by the Office of
Information Policy within 60-days of the date of the letter denying your request. Both the letter
and the envelope should be clearly marked “Freedom of Information Act Appeal.”

If you have any questions concerning this request, please contact Allison Tanaka at
(202) 353-0803.

Sincerely,

Timothy A. Williams
Director

L RS 2

By:  Kevin R. Smith
General Counsel
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INTERPOL-USNCB
Liaison Program Manager
GS-(343 or 301)-13/14

Z. Introduction:

The United States Nationali Central Bureau (USNCB) of the
nternational Criminal Police Organization - INTERPOL, is an
intergovernmental crganlization which ensures and promotes the
wldest possible mutual zssistance among all international
criminal police authorities 1n order to effectively combat
ordinary criminal law ocifences. The USNCB is organizationally
located within the Cffice of the Deputy Attorney General in the
Department of Justice and :s comprised of personnel from the
Departments of Justice zncd Treasury and other participating law
enforcement agencies. Thls position 1is located in the Office of

~he Chief, INTERPCL-""ENCZ.

The .ncumbent serwes :s Cr.ncilpal lialson to the General
Secretarilat of INTERFZL znc ts 177 member countries. The
.ncumbent supervises .Z. 3zttendance and participation at
international conferences, o 1lnclude formation of delegations
and maintaining liaiscn with U.S. agenciec zr attondecez. Tha
incumbent also serves as supervisor of the public affairs and
research functions as well as functions necessary to coordinate
naticnal and interrnat:izrnal :zonferences and, &s such, operforms
those functions with <ne -zliowing major duties:

II. Major Duties ana Responsibilities

Directs the research and development of position papers and
briefing materials which critically analyze the value and impact

2f Droposed prcolects, :CTUlviTies, sStrategles, and working methods
~wnich have been rcrcougnt Zzrth py the General Zecretariat’s
permanent bureaucracy, 3nd ralses new lissues which could have an

-mpact on the organi:zaticn, Oor should be considered. The
-nformation is used by the U.S. Delegate for the Americas on
interpol’s Executive Commilttee in deliberations at Executive
Committee Meetings with a view to raising concerns, new ideas,
acring as a watchdog, and approving or rejecting initiatives.
Information of this kind 1s also prepared for the Department in
order to keep abreast of Interpol’s most recent initiatives,
successes and problems. It is also used to obtain concurrence on
the value of programs and/or feedback on the possible impact of
these initiatives on Departmental programs.

Directs the dissemination of information, explains and provides
advice on the actual/possible relationship between the ICPO-
Interpol and the Department, other government departments, police



services and law enforcement agenciles throughout the world.
Toplcs include Interpol’s policies, procedures, working methods
and decision and relations with other international
crganizations. This information 1s used by U.S. law enforcement
Z0 help them better understand the working methods and
information services avallable through the USNCB and how these
zan pe integrated in thelr work.

Directs, proposes, develops and disseminates memoranda which
propose or announce new or changed standards, procedures and
Juidelines to Department policy offices and U.S. law enforcement
organizations. The information 1s used to advertise Interpol’s
mOST recent initiatives in order to secure the involvement of the
U.S. law enforcement and/or obtain feedback.

Supervises the dissemination of information derived from
inquiries and complex requests for information, problems and
recommendations/soluticns received from the General Secretariat
in Lyon, Ffrance and the .~ 7 National Central Bureaus of Interpol.
Zets priorities wnhere -ne creparation of a response is delegated,
provides advice ana juldance as o the appropriate depth and
extent of information required, provides clarification or
additional details which describes the source country’s legal,
political, geogravhic, economic and lingquistic background where

relevant.

Provides authoritat:ve explanations and descriptions o U.S. law
enforcement organizations the administration, structure and
reporting relationships cf and within the Interpol Organization
(General Secretariat, General Assembly, Supervisory Board for the
Internal Control of Interpol’s Archives, Naticnal Central
Bureaus, Standing Committee on Information Technology, system of
advisors, telecommunications network, computer systems and
software). This informaticn 1s used to learn about, understand
and ciarify the services and systems offered by the USNCEB to
clients and to teach them now £O use same.

Jerpbal fluency in fFrench or Spanish is desired, but not required,
as 1t 1s periodically necessary to converse with a non-English
speaking country in an official Interpol organizationally
recognized language.

Prepares delegates for attendance at Interpol’s events worldwide
by communicating verbally and in writing to them and explaining
the aim, purpose, working languages, agenda, protocol, visa and
passport regquirements, travel logistics and facilities as well as
apprising them of initiatives related to the event so they are
able to travel, well prepared, and have an informed perspective

of the Organization.



Supervises the creaticn and dissemination, by telephone, e-mail,
in correspondence, etc., of information packages or given areas
of Interpol activity to address specific demands received from
law enforcement clients and the public.

Supervises the disseminaticon of Interpol’s specialized
publications (analytical criminal intelligence projects,
nandbooks, manuals, CD-ROMs) to target audiences within U.S. law
enforcement. Provides authoritative explanations of the purpose
and background of the material, and transmits client feedback
obtained orally or in writing to the responsible offices at the
General Secretariat. The information is used to inform the U.S.
law enforcement community of international trends in crime and
criminals and as a tool in support of criminal investigations or
training. The General Secretariat uses the feedback to evaluate
and improve the quality cf materials and studies.

Directs the disseminatzcn I Interpol’s serial publications to
the U.S. law enforcement community and specific private sector
zudiences. These —rade cublications are used by clients as
reference material .n maintaining an awareness of trends and
activities within the internaticnal criminal police community,
international crime statistics, and literature.

Directs the distribution of reports and minutes of Interpol
meetings to participants and Liaison Officers. This information
highlights developments of interest or having a particular impact
on the policy office, Bureau or the Liaison Officer’s geographic
area of responsibility.

Contributes to the development of Interpol’s and the Bureau’s
strategic priorities and work plans through consultation with
U.S. stakeholders/customers on the provision and delivery of
‘nterpol’s service zand submission of recommendations. The
responsibility 1s shared with Bureau management, the General
Secretariat and Bureau staff in various member countries.

FACTOR 1. KNOWLEDGE REQUIRED

. Verbal fluency in French or Spanish desired, but not
required, to be able to converse with non-English
speaking countries when needed.

. Extensive knowledge of the administration, structure
and reporting relationships of and within the Interpol
Organization (General Secretariat, General Assembly,
Supervisory Board for the Internal Control of
Interpol’s Archives, National Central Bureaus, Sub-
Regional Bureaus, Standing Committee on Information
Technology, system of advisors).



Broad knowledge of external relations with other
internaticnal organizations, their mandates, and
cooperation agreements with Interpol in order to
maximize contacts and common working practices and
goals, as well as to effectively explain and provide
the advice to clients on the respective relationships
between the varlicus services where they are
interccnnected in order to avoid duplication and
maximize resources.

Broad knowledge of protocol in an international setting
where there .s a requlrement to meet and work with
delegates of various rank and a multitude of cultural
and linguistic differences.

Presentation 3k1.ls to make presentations appropriate
to tarcet :zuaiences of various levels of knowledge on
Interpol crTgram Lnitiatives and projects to advertise
the working methcas and information services available
througn the SNCE and how these can be integrated into
work to Zacilitate investigations and leads.

Knowledge cf theories and nrinciples of project
management -2 lead/participate in Bureau, Departmental
and interdepartmental project teams and working groups
and to i1nit.ate, Zrganize and coordinate related
meetings and sgendas, define key activities, establish
project rarameters and time frames and provide
leadership where necessary to ensure objectives are
achieved. ’

Knowledge of the theories and principles of research,
ahalysis, Zormulation and development [o identify
informat.on sources, coordinate ntra and inter-
departmentai Zznsultations, analyze and develop
positions, cptions, proposals, actions plans and
strategies and to advise cfficials on Interpol issues.

Knowledge of methods and techniques for preparing
discussion papers and disseminating these tc
stakeholders to ensure the views/opinions/priorities of
all interested parties are reflected in the position
development process, and that these views/concerns are
reflected in pelicy advice and recommendations put
forward for approval by the Head of the Bureau.

Knowledge of techniques for establishing and
maintaining networks of key contacts and expert
advisors to ensure that USNCB policy initiatives are



consistent with the domestic policy framework, and that
appropriate consultation takes place with bilateral
partners i1n moving forward the global and bilateral
Interpol agenda both internationally and domestically.

Knowledge cf planning prioritizing techniques to
organize the staff’s workload.

Knowledge of the structures, responsibilities and
functions c¢f the participating Federal law enforcement
agencles ie.g., ©fBI, DEA, BATF, etc.), as a whole and
their component parts, mandate, programs and corporate
objectives to administer and implement aspects of
Interpol’s program tailored to their specific roles.
Distribute :nformation, farm out work, and seek
information from various subject matter experts. An
appreciation ¢f how and where decisions are made in the
organizaticn, ~otU cnly where the authority for decision
making rests, .n crder to locate information and
persons wWno ire sources o¢f expertise. Also to respond
to the variety L requests for information received.

47}

Knowledge of the role, objectives, goals and priorities
nf the work unit as these inter-relste to Aand sunnort
the achievement of the mandate of the Interpol and
Liaison Officer program with respect to Interpol
issues.

Knowledge < other organizations with a role/interest
in Interpol lssues and contacts and points of reference
within these, including Sol Gen, C&I, DFAIT, Justice,
Customs, and to crganize meetings, ensure consultation
in the development of USNCB policy.

Knowledge -f the roles, responsibilities and programs
of certain agencres within the private sector who have
a stake cr particular interest in the services offered
by the Interpol program to develop and improve
cooperation consistent with their objectives and ours.

Knowledge of Interpol’s Constitution, General
Regulations, Staff Rules, Rules on the Deletion of
Information held in Interpol’s archives and Legal
Guidelines {(co-operation with a State which is not a
member of the ICPO-Interpol; co-operation in
administrative matters; human rights and the legal
framework of Interpol’s activity; regionalization in
Interpol, the legal nature of the ICPO-Interpol
relatiocns with the United Nations Organization and with
its specialized agencies; status of the officials of



the ICPO-Interpol; the General Assembly, the
Organization’s budget: co-operation with member
countries sanctioned under Article 52 of the General
Regulations, etc.) To communicate to clients the
official position of the Organization on various issues
and procedures and to take these into account when
formulating recommendations.

FACTOR 2. SUPERVISORY CONTROLS

The incumbent reports directly to the Deputy Chief, INTERPOL-
USNCB. The incumbent 1s delegated complete responsibility and
authority to plan, schedule and carry out major projects. The
employvee exercises discretion and Jjudgment in conducting studies.
Tindings and recommendations are normally accepted without
zignificant change. The :rncumbent determines the methods to be
used; the nature <I the Ifinished product; and keeps the Deputy
Chief apprised of work rrogress and any major or unusual problems
that arise during the course cof assignments.

FACTOR 3. GUIDELINIS

Guidelines consist of the Interpol Constitution, General
Regulations, Staff Rules, Legal Guide, Resolutions, related
policy documents, specimens of the working documents and their
instructions and co-operation procedures.

FACTOR 4. COMPLEXITY

The employee plans, organizes and carries duties and assignments
through to completion. The work to be accomplished and projects
aqndertaken are highly visible and variable and require extensive
capability. Activities and projects will frequently involve
several Departmental organizations, other government agencies,
international law enforcement organizations, and elements of the
private sector. Incumbent must demonstrate good judgment
inasmuch as he or she is expected to work without specific

instructions.
FACTOR 5. SCOPE AND EFFECT

Fach activity assigned is critical to the operation of the USNCE,
other government agencies, international law enforcement
organizations, and elements of the private sector. Failure to
complete work assignments/projects in a timely manner will
significantly and adversely impact upon the USNCB, resulting in
substantial cost to the government and/or serious disruption to



cperational projects assigned.
FACTOR 6. CONTACTS

Incumbent is required to make personal contact with senior
cfficials and managers in the Departments of Justice and Treasury
and throughout domestic and international law enforcement, their
a2ffices, divisions, and bureaus; senior executives of other
national and international government agencies; senior Interpol
representatives worldwide: and senior executives cof private firms
and companies.

FACTOR 7. PURPOSE OF CONTACTS

Establishes and cultivates a network of contacts among the
departments and agencies in the U.S5. most likely to support and
advance Interpol’s activities and interests. Establishes and
cultivates a network cf key contacts among the General
Secretariat staff and -n Bureaus worldwide to ensure that U.S.
requests and concerns sre addressed.

FACTOR 8. PHYSICAL DEMANDS

o -

Availability to travel 1s necessary. There is neo special
phys;cal exertion required in the conduct of the position.

FACTOR 9. WORK ENVIRONMENT

The work is performed in an office environment.
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