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VACANCY ANNOUNCEMENT 
ANNOUNCEMENT NUMBER - 
OPEN TO:   Eligible Family Members (EFMs) & All Interested U.S. 

                   Citizens. 
POSITION:   Technical Writer, GS-10 

                   Salary Scale:  $43,824 - $56,973 annually.



 Depending on qualifications and experience,


           incumbent may be hired at a lower grade.
OPENING DATE:   November 10, 2008
CLOSING DATE:   November 25, 2008 
WORK HOURS:  FULL-TIME; 40 HOURS – BASIC WORKWEEK 

NOTE:  All applicants who are not Family Members of U.S. Government Employees officially assigned to the Mission under Chief of Mission authority must be residing in country and have the required work and/or residency permits to be eligible for consideration.  An EFM does not have to be residing in country to be considered. 


USAID/Bangladesh is seeking applications from eligible family members of USG Employees and from other local resident American citizens to work 40 hours/week as Technical Writer in the Executive Office, USAID/Bangladesh under the supervision of the Supervisory Executive Officer.  The starting step within the grade GS-10 will be based on individual's education, experience and prior salary history. 

BASIC FUNCTION:   
The incumbent shall function as the Technical Writer at the United States Agency for International Development (USAID)/Bangladesh.  S/he will be responsible for completing special writing projects.  S/he will research, write, review, edit and revise Mission Orders (MOs) independently.  S/he will be required to use existing resources including USAID’s Automated Directives System (ADS), current MOs, regulations, and other procedural and policy documentation in order to determine revisions needed to work within the established legal and regulatory parameters.  S/he will maintain a library for all final MOs and ensure easy accessibility by all staff both in hard copy and electronically.

REPORTING:

The contractor shall be supervised by the Supervisory Executive Officer and will work in conjunction with various team members in the USAID/Bangladesh Mission.

MAJOR DUTIES AND RESPONSIBILITIES:

· Develop an action plan detailing the number of new or revised Mission Orders to be completed to address weaknesses identified in the 2008 Federal Managers’ Financial Integrity Act (FMFIA) report. 
· Independently research, write, review and edit Mission Orders (MOs), administrative directives, office procedures, and other guides for day-to-day operations of the USAID/Bangladesh Mission. The Contractor is required to use existing resources including the Automated Directive System (ADS), current MOs, regulations, and other procedural and policy documentation in order to determine revisions needed to work within the established legal and regulatory parameters. 


· The incumbent will work closely with and consult subject matter and other experts regarding MOs to ensure that revised directives and other documents contain clear, comprehensive and understandable information in an effective presentation consistent with regulatory guidelines.  S/he is expected to proactively consolidate and finalize information for various MOs in accordance with established MO procedures, taking initiative to troubleshoot problems and prevent delays, with a commitment to achieve final revised products at the conclusion of the contract.  

· As each MO is completed, circulate a draft for additional input and clearance, tracking and following up as necessary until final clearance is obtained.

· By the conclusion of the contract, the contractor will ensure that revised MOs, as identified and approved in the action plan, and administrative directives are in final form.  Ensure a library of these final MOs is established and easily accessible by all staff, both in hard copy and electronically.  For additional procedural documents prepared as requested, execute clearance by relevant office and/or division directors and ensure these resources are available and easily accessible to relevant staff in hard copy and electronically.

QUALIFICATIONS REQUIRED: 
· Education:  
Bachelor’s Degree required, preferably in a field related to English Language or writing, business, management or related field.

· Skills and Abilities: 

Ability to independently research topics and draft policies based on current Agency regulations and guidance.

Knowledge of grammar, spelling, punctuation, format, style and sentence structure in order to edit directives, technical papers and other documents. 



Knowledge of proofreading and editing methods including editing symbols in order to proofread all correspondence and edit for preparation of draft or final responses. 

Excellent demonstrated ability in oral and written communication; advanced skill in word processing applications.

Excellent writing skills.

· Experience: 

Experience in reviewing, researching and working closely with technical specialists in preparing briefing papers, manuals, handbooks, and/or other directives for release.

Ability to consolidate and finalize information in accordance with established formats.

· Language Proficiency:

Fluency in spoken and written English required.

· Additional qualifications required: 

U. S. Citizenship or Green Card Holder over the age of 18.

Candidate must be able to obtain and maintain the appropriate level of security clearance.

· Period of Service:  The period of the contract is to obtain the services of a Technical Writer for a six-month period, commencing on or about January 2009 to June 2009 to complete special technical writing projects. 
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SELECTION CRITERIA: 
Applications will be evaluated and scored utilizing the criteria below. The total possible point is 100 points. 

Education:  15% 

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

Skills and Abilities:  35% 

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

Experience:  50% 

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

TO APPLY: 
Interested candidates are requested to submit the following: 
1. Application stating their interest along with updated Optional Form 612 (Application for Federal Employment) and a current resume/curriculum vitae that provides the same information as an OF-612.  Please click on hyperlink below to find an OF-612 form. 
http://www.usaid.gov/forms/


SUBMIT APPLICATION TO: 
USAID Human Resources Section

Executive Office

USAID/Bangladesh 

Attention:  Supervisory Executive Officer 

Address:  Embassy of the United States of America, 

      Madani Avenue, Baridhara, Dhaka - 1212 

POINT OF CONTACT: 
Shefali Saha/Sobhan Khan/Nafeesa Hussain
Human Resources Section

Executive Office

Telephone: 885-5500, Ext. 2502/2503 

FAX:  880-2-8823648 
DEFINITIONS: 
1.  EFM: US Citizen spouse or US citizen child who is at least age 18, and who, in either case, is on the travel orders of A U.S. citizen foreign or civil service employee or military service member permanently assigned to or 

stationed at a US Foreign Service post or establishment abroad and under Chief of Mission Authority. 
2.  Member of Household (MOH): Foreign born spouses, dependent children, unmarried partners, parents, other relatives, or adult children who fall outside the department’s current legal and statutory definition of EFM. 

USAID IS AN EQUAL OPPORTUNITY EMPLOYER 
Cleared by:   Supvy EXO/PThomas, singed on 11/06/08
EXO/HR
10/28/08
HUMAN RESOURCES OFFICE
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