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VACANCY ANNOUNCEMENT


         ANNOUNCEMENT NUMBER – 
OPEN TO:

All Interested Candidates
POSITION:
Program Management Specialist, FSN–4005-09

Depending on qualifications and experience,


incumbent may be hired at a trainee grade.

OPENING DATE:
September 15, 2008
CLOSING DATE:
September 30, 2008
WORK HOURS:
Full-time; 40 hours/week

The United States Agency for International Development (USAID) in Bangladesh is seeking applications for the position of Program Management Specialist in the Office of Economic Growth (EG).

BASIC FUNCTION: 
The incumbent serves as Program Coordinator in charge of special projects for the Economic Growth (EG) Office which has the most diverse portfolio in the Bangladesh Mission.   S/he works independently to provide program management support to the EG Office Director and Deputy Director.  The incumbent provides support to the EG Office in the areas of routine management, compilation of reports and/or presentations required by USAID/Washington, other offices in USAID/Bangladesh and the Government 


 of Bangladesh; office administration, as well as data and systems development and management.    
MAJOR DUTIES AND RESPONSIBILITIES:

Under the direction of the EG Office Director and/or Deputy Director, the incumbent works independently to accomplish the following:

Data Management, Reporting and Communication 

Program Reporting:   Working closely with the Economic Growth staff, the incumbent takes the lead in preparing the (i) Operational Plan; (ii) Annual Report for the Economic Growth Program Area, (iii) semi-annual program review documents and (iv) any other programmatic, financial or administrative reports as requested by the Director or Deputy Director of the EG office. 

Data and information management:  Working independently, the incumbent designs and manages a new e-filing system on the Mission’s public drive that meets the needs of the EG office. S/he recommends innovative solutions in data collection, management and analysis.  S/he proposes improvements in existing information systems, designs new systems and manages other information requirements as appropriate related to staff and TDY field trips, monitoring and evaluation, and partner programs and activities. 
Communication: Working closely with technical staff, independently writes Success Stories in the required format and obtains necessary clearances; periodically prepares EG News Bulletins to report on EG activities and achievements.
Programmatic Support:  Provides programmatic backup support, including providing partners and clients with information necessary for the smooth operation of their projects. Required to provide program assistance as appropriate. 
Management and Administration 

Administrative Support:  Under the direction of the EG Director and Deputy Director, the incumbent provides administrative back-up as needed to the EG office Administrative Assistant.  In the absence of the Administrative Assistant, s/he is responsible for carrying out select duties of the Administrative Assistant, including Point of Contact responsibilities and document tracking, preparing Where-About Notices and Time and Attendance for Direct Hires and FSNs, travel and logistic support and other administrative and logistic support as assigned by the Director and Deputy Director.  
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The incumbent is responsible for operating USAID information systems and information security to a level of “Separation of Duties”, “Individual Accountability” and “Need to Know” as defined in ADS 545.3.2.1 and also below:

Separation of Duties - That an individual does not have the authority to complete an entire process (multiple independent actions), such that each action acts as a "check" on other actions within the process.  This "compartmentalizes" the independent actions, and decreases an individual's ability to perform multiple actions or to complete the entire process, which may result in a security breach.

Individual Accountability - That an individual is solely responsible for his or her actions. He or she may be required to explain and defend those actions to organizational authorities that can impose penalties against misuse or abuse of authorized actions.

 

Need to Know - That an individual, in the performance of his or her duties, has the requirement to access specific information, which would otherwise not be accessible to him or her.  He or she must protect the information, using safeguards appropriate to its sensitivity level, to ensure that other individuals who do not have an access requirement or authorization do not access it.

QUALIFICATIONS REQUIRED: 

1. Education:  A university degree (defined as 3 years full-time post secondary study) in economics, journalism, social science, business science or related area is required. 

2. Prior Work Experience:  No formal prior work experience is required.  At least two years experience in management is desired but intensive writing and research experience and skills can serve as a substitute for formal work experience.  General familiarity with development programming in Bangladesh or related work is desired.

3. Language Proficiency: Level IV (fluent knowledge) English proficiency is required.  Fluent in native language “Bangla” proficiency is required.
4. Knowledge: Knowledge of US Government (USG) and local processes and procedures is preferred. General familiarity with USAID’s program in Dhaka would be helpful.
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5. Skills and Abilities:  Excellent skills in oral and written English and Bangla communication are required. Proficiency in word processing and spreadsheet applications, including typing skills in English, is required. The ability to draft complex documents is necessary. The incumbent must have professional poise, maturity and self-confidence to make pragmatic judgments and to work independently.
HOW TO APPLY:  Interested candidates are requested to submit the completed "Application for Employment as a Foreign Service National” Form stating their level of education, experience, etc. that describes key experiences and perspectives which demonstrates how they qualify for this position to USAID, Human Resources Section, Room 64, Executive Office, American Embassy, Dhaka, no later than close of business September 30, 2008.  

Blank application forms are available at South barrier (near the Vatican Embassy) and in the USAID Human Resources Section, Ext. 2502/2503/2504.  A copy is also attached at the bottom of this message for your convenience. 

Only complete and up-to-date application will be accepted.  Inaccuracies, omissions or false statements may be cause for disqualification or termination of employment.  Information given on the application may be verified at any time. 

SELECTION PROCESS:  After an initial application screening, the best-qualified applicants will be invited to a testing process, which will include 
written examinations and oral interviews.  The probationary period for this position is one year. 

SELECTION CRITERIA: 
Applications will be evaluated and scored utilizing the criteria below.  The total possible is 100 points. 

Education:  15% 

The extent to which the applicant meets or exceeds the required level of education, as described above.
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Experience:  35% 

The extent to which the applicant's relevant experience and technical expertise meets or exceeds the requisite levels of professional experience as described above.
Knowledge:  25% 

The extent to which the applicant’s knowledge of the US Government and host country processes and procedures meets or exceeds the requisite levels as described above.
Skills and Abilities:  25% 

The extent to which the applicant's skills and abilities meets or exceeds the requirements as described above.

ADDITIONAL SELECTION CRITERIA:  The Mission will consider issues such as conflict of interest, nepotism, budget implications, etc., in determining successful candidacy.

NOTE:  Employees in probationary status are not eligible to apply.  Members of the same family (father, mother, spouse, child, brother, sister, uncle, aunt, first cousin, niece, nephew, grandparent or grandchild, in-laws or step-relatives) will not be employed at the same time in the same agency unless it is in the best interests of the Mission and approved by the Director of the agency involved.  In no case will family members be employed in the same working unit of an agency.  They may be employed in different agencies.[image: image2.png]
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