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VACANCY ANNOUNCEMENT


ANNOUNCEMENT NUMBER -  

OPEN TO:

Eligible Family Members (EFMs) & All Interested U.S.

Citizens or Green Card Holder over the age of 18.

POSITION:
Personal Services Contract
Program Coordinator for HIV/AIDS & ARH,
GS–12 equivalent
OPENING DATE:

May 2, 2004
CLOSING DATE:

May 22, 2004 




WORK HOURS:

Full-time; 80 hours/PAY PERIOD

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 Program Coordinator for HIV/AIDS and Adolescent Reproductive Health (ARH) in the Population, Health and Nutrition Health (PHN) Team, under the supervision by the HIV/AIDS Project Management Specialist, of PHN Team.  The position has been classified at the GS-12 


equivalent level, the actual grade level and step within the grade level will be based on individual's education, experience and prior salary history.  

The period of performance will be two year with the possibility of extension, subject to availability of funds, satisfactory performance and continuing need for the services. Women and minorities are encouraged to apply.

BASIC FUNCTION:  The incumbent shall function as a PHN Team activity manager, coordinator/liaison and HIV/AIDS and Adolescent Reproductive Health (ARH) specialist.  The Program Coordinator will be responsible for assisting in the development, oversight, management (staff, financial, and technical resources), and evaluation of the HIV/AIDS and ARH activities. These include the Field Support funded IMPACT Project, Health Communication Partnership and others.

S/he will support these activities by reviewing and analyzing data, developing strategies, analytical models and methodologies, and providing assistance and advice on health development issues.  S/he will also help to design, implement, monitor, and assess programs to support these activities and coordinate activities with other USAID programs, the Government of Bangladesh and other donors. S/he will work in close collaboration with the FSN Project Management Specialist for HIV/AIDS and ARH activities.  S/he will work closely with other Mission Offices (Acquisition & Assistance, Program, and Financial Management) in ensuring that the activities run smoothly. 

MAJOR DUTIES AND RESPONSIBILITIES:

More specifically, duties include but are not limited to:
· Managing various USAID/Bangladesh resources in population and health and elements of the NIPHP which deal with HIV/AIDS prevention, care and treatment, and adolescent reproductive health.

· Financial and progress reporting related to the conduct and performance of PHN activities for which s/he is manager. 

· Help plan, monitor and evaluate activities in the areas noted above, including activities with NGOs and Government, to attain the Mission’s intermediate results related to HIV/AIDS and adolescent reproductive health activities.


· Assist implementing agencies to identify and solve problems related to the implementation of these activities.

· Advise the PHN Team, and particularly the Project Management Specialist for HIV/AIDS and Adolescent Reproductive Health on the formulation and revision of Mission strategy in the areas noted above and for PHN in general.

· Advise the PHN Deputy Team Leader, Team Leader and other Program Coordinators on the status of assigned activities, coordination issues and potential programs.

· Negotiate with GOB and NGO partners to determine the recommended use and amount of USAID financial resources required for activities (as above) and monitor expenditures.

· Ensure, in collaboration with Cognizant Technical Officers and other relevant Mission staff, that all required documentation, including procurement documentation, related to these activities is correctly prepared and submitted in a timely manner.

· Performs other related work as assigned by the Project Management Specialist for HIV/AIDS and Adolescent Reproductive Health, PHN Deputy Team Leader or Team Leader.
· The contractor is expected to make regular field trips to in-country sites.
QUALIFICATIONS: 

a)
Education:  


· Masters in Public Health is required
b)
Experience:

· At least five years professional international experience is required
· Experience in managing or implementing HIV/AIDS Programs

· Experience in managing or implementing Adolescent Reproductive Health Programs 

· Experience working in Bangladesh and/or South Asian Countries is desired

· Experience managing staff, financial, and technical resources is desired



· Experience working with NGOs and government officials is desired

c) Skills & Abilities:
· Basic familiarity with word processing and spreadsheet programs
· Strong written an oral communications and interpersonal skills
selection criteria:


Applications will be evaluated and scored utilizing the criteria below. 


The total possible is 100 points. 

A. Education: 30%

The extent to which the applicant meets or exceeds the required level of education, as set out in a above.

B. Experience: 60%

The extent to which the applicant’s relevant experience and technical expertise meets or exceeds the requisite levels of professional experience as set out in b above. 

C. Skills/Abilities: 10%


The extent to which the applicant’s application and submittals that 


his/her skills and abilities meets or exceeds the requirements as set out 


in c above. 1
OTHER POSITION ELEMENT:
Ability to receive Employment Authorization security clearance


TO APPLY:
Please send a completed and signed Standard Form 171 or Optional Form 612 with a resume containing the following information: 

1. Personal Information: Full name, mailing address (with Zip Code) day and evening phone numbers, social security number, country of citizenship, highest federal civilian grade held (also give job series and dates held); 

2. Education: Colleges and universities attended, name city and state (Zip code if known) majors, type and year of any degrees received (if no degree, show total credits earned and indicate whether semester or quarter hours); 

3. Work Experience: Give the following information for your paid and non paid work experience related to the job for which your are applying (do not send job descriptions); job title (include series and grade if federal job), duties, and accomplishments, employers name and address, supervisor's name and phone number, starting and ending dates (month and year), hours per week, salary. Indicate if we may contact your current supervisor; 

4. Other Qualifications: job-related training courses (title & year), job related skills; for example, other languages, typing speed, job related certificates (current only), job-related honors, awards, and special accomplishments, for examples, publications, memberships in professional or honor societies, leadership, activities, public speaking, and performance awards (give dates but do not send documents unless requested); 

5. Names, contact numbers, and addresses of three professional references; 

6. A written statement certifying the date and length of time for which the candidate is available for the position; 

7. To ensure consideration of applications for the intended position, please reference the position title on your application, and the subject line in any cover letter.

Failure to address the ranking factors may result in your not receiving credit for all of your pertinent experience, education, training and/or awards. USAID/Bangladesh reserves the right to interview top ranked applicants.



FORMS

Standard Form 171 or Optional Form 612 is available at the USAID website, http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/forms.  html or internet http://fillform.gsa.gov, or at Federal offices.
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SUBMIT APPLICATION TO: 

USAID Regional Acquisition and Assistance Office 

Attention:  Regional Contracting Officer

Address:    Embassy of the United States of America, 

        Madani Avenue, Baridhara, Dhaka – 1212

POINT OF CONTACT:
Acquisition & Assistance Specialist 

Regional Acquisition and Assistance Office, USAID
Telephone: 885-5500, Ext. 2335
FAX: 881-5050
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.

AN EQUAL OPPORTUNITY EMPLOYER




HUMAN RESOURCES OFFICE


U.S. EMBASSY DHAKA
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