USAID/Bangladesh is seeking applications from eligible family members of direct hire USG Employees and from other local resident American citizens to work 40 hours/week for 6 months as a Democracy and Governance Specialist in the Office of Democracy, Governance, and Education (DG-ED), under the direct supervision of the Director, DG-ED.  The Specialist will have both programmatic and administrative responsibilities.  Strong writing skills are required as is experience related to any area of democracy and governance programming (e.g., human rights, local government, advocacy, justice, elections, transparency and accountability, political processes, etc.).  Prior experience with USAID’s development programming and monitoring processes or those of a USAID-funded contractor or grantee is required. 

The position is classified at the GS 10-12 level, the actual step and grade level will be based on the successful candidate’s prior experience and salary history.  Women, the handicapped, and minorities are encouraged to apply.  A complete position description is available from Wadood Abdul of the DG-ED Office.  Interested candidates are requested to submit a letter of application stating their interest along with a resume to the Contracting Office, ATTN:  Joseph McGee, no later than COB July 30, 2003. 
1.  Position Title: Democracy and Governance Specialist

2. Organizational Location of Position: The Democracy, Governance and Education Office

3. Summary:
USAID/Bangladesh requires the services of a locally hired U.S. citizen or resident alien Personal Services Contractor (PSC) as a Democracy and Governance Specialist, working as a member of the Democracy, Governance and Education (DG-ED) Office for 6 months.   The PSC will have both programmatic and administrative responsibilities.  Strong writing skills are required.  Experience related to any area of democracy and governance programming (e.g., human rights, local government, advocacy, justice, elections, transparency and accountability, political processes, etc.) is required.  Prior experience with USAID’s development programming and monitoring processes or those of a USAID-funded contractor or grantee is required. 

4. Background:
The DG-ED Office is responsible for developing and managing USAID/Bangladesh's democracy, governance and education assistance portfolio. 

The Strategic Objective No. 9 (SO 9) aims to “Strengthen Institutions of Democracy.”  It contains three Intermediate Results (IRs), dealing with national policy on local government, the interface between political parties and civil society, and human rights.  The other strategic objective in the office, SO 10, is “Improved Performance at Early Childhood and Primary Education Levels through Innovative Learning Models.”  Its three IRs deal with mass media, learning tools, and capacity building of selected institutions.   It was approved in December 2002 and is not yet fully operational.  

The Mission has around $60 million in Development Assistance (DA) and Economic Support Funds (ESF) per year.  The budget for the DG and education program varies considerably from year to year.  Over the past several years it has included around $3 million to $5 million in DA and another $400 thousand to two million from other specialized sources such as ESF or other regional funds.  The budget for education SO is $1-2 million in DA and another $1 million in ESF.   

5.  Duties and Responsibilities:

The Democracy and Governance Specialist has a range of DG program responsibilities, which are shared with other members of the DG Office and may be redistributed among team members from time to time.  She/he will also have a number of unique writing and administrative responsibilities, largely assigned by the Director, Democracy, Governance and Education Office. These include the following:

1) The incumbent will participate with other team members in documentation, reporting, and evaluation of the program, in budget preparation and analysis, and in developing program strategies to address democracy issues in Bangladesh. 

2) Maintain contact with USAID partner organizations, donors and other groups promoting democracy and governance.  Represent USAID on donor coordination body dealing with DG issues.  Represent Mission policy and positions in meetings with NGOs and other donors.

3) Participate with the DG-ED Office in identifying goals and objectives for USAID support to democratic development in Bangladesh, and the program strategies for achieving those objectives.

4) The incumbent is expected to keep abreast of current issues related to democracy, human rights, and gender issues in Bangladesh.  He/she will increasingly become knowledgeable about a range of democracy and governance topics and policy issues.

5) Monitor USAID-supported activities.  Make field visits to existing DG programs supported by USAID and review performance monitoring data provided by contractors and grantees to evaluate progress towards the achievement of Strategic Objectives.

6) Draft/edit routine correspondence, requests for information from Washington, reports, meeting minutes, documentation, and program descriptions for the DG program.  Facilitate some team meetings and follow-up decisions and pending actions between team meetings.  Handle other routine administrative responsibilities assigned by the Office Director.

6.  Supervision/Oversight of Others:

No direct supervision of other team members is expected.  The PSC may give feedback and assist the Office Director in drafting personnel evaluations of other team members.

7.  Experience, Education, and Skills Required for the Position:  

Education:

The Democracy and Governance Specialist must have a university degree, and preferably a Master’s level degree in social science, law, public administration, or another field related to the Democracy and Governance Program.

Essential Skills and Abilities:

· Very strong English writing skills are required.  Must be able to write routine correspondence, documentation, minutes, etc., quickly and concisely.  Must be able to write reports and analyses thoughtfully and clearly.
· Good interpersonal skills and an ability to cooperate and work well as a team member.  
· Flexibility and ability to adapt to a variety of field situations.  Able to carefully listen and observe in cross-cultural or field settings.
· Basic computer proficiency, including word processing, is required.  Familiarity with Microsoft Word, Excel (spreadsheet), and e-mail is preferred.
Knowledge/Expertise/Experience:
· Experience related to any area of democracy and governance programming is required.  (E.g., elections, human rights, local government, political processes, child labor, advocacy, rule of law, administrative reform, etc.)
· Prior experience with USAID’s development programming and monitoring processes or those of a USAID-funded contractor or grantee is required. 
· Experience with USAID agency/mission organization, procedures, and operations systems is not essential, but carries considerable weight in selecting the candidate, whether or not the experience has been related to democracy programs.  (E.g., development approaches; procedures for programming funds, defining objectives, and monitoring results; and procedures for awarding grants and contracts).
· Familiarity with government, NGO, or donor social/economic development programs in Bangladesh or other developing countries is strongly preferred.
10.  Other Considerations:

Citizenship: This position is open to an U.S. Citizen or Permanent Resident

living in Bangladesh.  Other factors being equal, preference will be given to

dependents of U.S. Government Employees assigned to Bangladesh. 

Medical/Security Clearances: The person selected must be able to obtain any required agency security and medical clearances.  

Length of Contract: The initial contract will be for six months.  It may be extended.

Available Guidelines: Automated Directives Systems (ADS), USAID Mission Orders.

Exercise of Judgement: In a variety of contacts with USAID partners, grantees, and contractors, the exercise of good judgement is required in applying appropriate agency policies and supporting the achievement of program objectives.  Particularly in dealing with sub-grantees under cooperative agreements with prime recipient/s, such as during field trips, independent judgement is required in balancing the need to give advice and support to sub-grantees with the need to respect the direct relationship and between prime recipient/s and the sub-grantees.

Authority to Make Commitments: The PSC will not have the authority to make commitments independently of the Office Director. However, as she/he becomes familiar with the DG-ED program, she/he will increasingly be able to represent Mission policy and positions in meetings with NGOs and other donors. 

Nature, Level, and Purpose of Contacts: The most frequent contacts for the PSC will occur within the DG-ED Office and with senior USAID/Bangladesh and US Embassy political officers.  Frequent contacts will occur with DG-ED grantees and contractors.  Some contact with other donors and NGOs will occur.

