Position Vacancy Announcement

The United States Agency for International Development/Bangladesh (USAID) invites applications from Bangladeshi nationals for the position of Acquisition and Assistance Specialist for the USAID Regional Acquisition and Assistance (RAA) Office.

This is one of two Mid-Level Acquisition and Assistance (A&A)  Specialist positions in the Regional Acquisition and Assistance Office, USAID/Bangladesh.  The A&A Specialist will be supervised by the Senior A&A Specialist responsible for supporting Strategic Objective (SO) Teams for SO-1 and SO-9, as well as Operating Expenses funded U.S. Personal Services Contractors (USPSC) and occasional Purchase Orders.  The incumbent will assist and backstop the Senior A&A Specialist whole range of procurement support to the SO-1 and SO-9 Teams, from inception of an award (i.e., Contracts, Grants, Cooperative Agreements instruments), through soliciting, negotiating and contracting an award, administering an award, to final close-out of an award.

Required Qualifications:

Applicant should be Bangladeshi national and must be able to pass security clearance and health screening for fitness to work.  Women and minorities are encouraged to apply.

1.  Education:  A Bachelor’s Degree or host-country equivalent.  In absence of a Bachelor’s Degree, four years of progressively responsible, job-related, professional level experience may be substituted.  
2.  Language Proficiency:  At this level an employee is required to possess a high degree of proficiency in both written and spoken English and Bangla, including the ability to translate the host country language into precise and correct English, and English into the applicable foreign language.  On occasion, an employee at this level might be expected to act as an interpreter in situations where considerable importance attaches to proper word meaning.

3.  Prior Work Experience:   Four years of progressively responsible experience in procurement or a closely related field.  At least two years of this experience should have been with an U.S. Government Agency.
4.  Knowledge:   A thorough knowledge of Federal and USAID acquisition and assistance regulations and procedures, as well as a good understanding of the USAID Missions’ program goals, priorities and portfolio is required.  General knowledge of U.S. and host-country acquisition and business procedures, U.S. and local market conditions, costs and pricing structures, and negotiation methods and techniques is also required.

Knowledge of local labor, tax and procurement laws is highly desirable, as is knowledge of the capability and reliability of U.S. and local suppliers and contractors and NGOs.

5.  Skills and Abilities:  Ability to organize and manage acquisition functions effectively.  Ability to apply regulations and procedures to individual situations.  Ability to establish and maintain effective working relations with counterpart levels of USAID, host –government officials and local supply sources.  Ability to analyze cost/price data.  Ability to work under pressure.  Good oral and written communication skills.  This position also requires good computer skills in order to effectively use applications, such as ProDocs, FedBizOpps, FedGrants, Contractor Performance System, and other job-related applications (Microsoft Word, Microsoft Excel etc.).

Interested applicants must submit a resume along with a one page cover letter stating level of education and experiences that describe knowledge, skills and abilities, which demonstrate how they qualify for this position.  Please submit to the Human Resources Section, GPO Box 2593, Ramna, Dhaka-1000, no later than July 05, 2004.  Applications received after the date specified will not be considered. Only short-listed candidates will be notified. 
