Position Vacancy Announcement

The United States Agency for International Development (USAID) Bangladesh invites applications from Bangladeshi nationals for the position of Program Assistant for the Office of Economic Growth, Food and Environment (EGFE).
The Program Assistant performs a variety of program support functions for senior professionals engaged in the development, execution, and evaluation of activities managed by the Office of EGFE, USAID/Bangladesh. These functions include supporting the senior professionals in maintaining liaison with partner organizations and the related ministries in the Government of Bangladesh, data collection and presentation, assisting in monitoring and reporting on program/activity progress and status, drafting and processing of documents in accordance with well-defined agency instructions and procedures, and preparation of various other supporting materials as required by EGFE.  The Program Assistant provides logistic and administrative support to senior professional staff of EGFE.
Required Qualifications:

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

1.  Education:  4 -year Bachelor's degree in a subject which provides knowledge and skills to understand and analyze project management issues.
 
2.  Language Proficiency:  English written and speaking ability is required.  Fluent written and spoken Bangla is also required.  
3.  Prior Work Experience:   At least two years experience in a development organization as assistant to senior project officers/managers is required. Experience in the environment sector is considered desirable.
4.  Knowledge:   Position requires basic knowledge of the sector, host country government procedures and culture, the nature and goal of the Mission's development assistance to Bangladesh, and a very good working knowledge of the assigned project/activities. Knowledge of gender development principles and demonstrated experience in their application is required.
5.  Skills and Abilities:  Very good computer skills, specifically in common MS Office software such as Word, Power Point, Excel and Access, with good typing fluency. Ability to communicate effectively both in written and oral form, and maintain contacts with counterpart personnel to obtain factual information, and organize and present data.
In addition, the incumbent must have good interpersonal skills, the ability to work in a cross-cultural team environment, and the ability to assess problems and develop realistic and timely solutions.
Interested applicants must submit a resume along with a one page cover letter stating level of education and experience that describes incumbent’s suitability for this position.  Please submit to the Human Resources Section, GPO Box 2593, Ramna, Dhaka-1000, no later than November 22, 2004.  Only short-listed candidates will be notified. 
