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	U.S. Department of State

INTERAGENCY POST EMPLOYEE POSITION DESCRIPTION

	Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2)

	1. POST

KIGALI, RWANDA
	2. AGENCY

USAID
	3a. POSITION NO.

                      C70028

	3b. SUBJECT TO IDENTICAL POSITIONS? AGENCIES MAY SHOW THE NUMBER OF SUCH POSITIONS AUTHORIZED AND/OR ESTABLISHED AFTER THE “YES” BLOCK.               ( Yes              ( No

	4. REASON FOR SUBMISSION

( a. Re-description of duties: This position replaces

	Positions No.
	
	,
	
	(Title)
	
	(Series)
	
	(Grade)

	( b. New Position
	
	
	
	
	
	
	
	

	(c. Other (Explain)
	Update of Duties and Responsibilities

	5. CLASSIFICATION ACTION
	Position Title and Series Code
	Grade
	Initials
	Date

(mm-dd-yyyy)

	a. Post Classification Authority


	A.I.D Development Assistance Specialist

(Maternal, Newborn and Child Health), FSN – 4005

	
	
	

	b. Other


	
	
	
	

	c. Proposed by Initiating Office


	
	
	
	

	6. POST TITLE POSITION (if different from official title)
Maternal, Newborn and Child Health Specialist

	7. NAME OF EMPLOYEE



	8. OFFICE/SECTION

USAID/Rwanda
	a. First Subdivision

Health Office

	b. Second Subdivision

Health Service Delivery Team
	c. Third Subdivision



	9. This is a complete and accurate description of the duties and responsibilities of my position.


	10. This is a complete and accurate description of the duties and responsibilities of this position.



	
	
	
	
	
	
	
	
	
	

	
	Typed Name and Signature of Employee
	
	Date (mm-dd-yyy)
	
	
	 Name and Signature of Direct Supervisor
	
	Date (mm-dd-yyyy)
	

	11. This is a complete and accurate description of the duties and responsibilities of this position.  There is a valid management need for this position.


	12. I have satisfied myself that is an accurate description of this position, and I certify that it has been classified in accordance with appropriate 3 FAH-2 standards.



	
	
	
	
	
	
	
	
	
	

	
	Name and Signature of Section Chief or Agency Head
	
	Date (mm-dd-yyy)
	
	
	Typed Name and Signature of Human Resources Officer
	
	Date (mm-dd-yyyy)
	

	13. BASIC FUNCTION OF POSITION

The Maternal, Newborn and Child Health (MNCH) Specialist is a senior health expert who plays a lead role in managing the Maternal Health portfolio, including Safe Motherhood and Child Survival (newborn and child health).   The primary responsibility of the MNCH Specialist is to support the Health and USG teams in their efforts to achieve ambitious development objectives for health as defined within the Global Health Initiative for Rwanda.   This position works with other members of USAID’s Health Service Delivery team who provide oversight for HIV/AIDS, Malaria, Reproductive Health and Family Planning as well as Nutrition services, to ensure effective integration of MNCH and these programs at community and facility service delivery points supported by USAID.   The MNCH Specialist reports directly to the Health Service Delivery Team Leader.   Additionally, the MNCH Specialist will work with other health teams, namely the Health and Social Welfare Promotion (HSWP) and the Health System Strengthening (HSS) teams, as well as the wider non-health mission teams.   S/he will be responsible for accurate planning, implementation, management, monitoring, results reporting, and performance improvement of USAID’s MNCH activities within the decentralized health care system.   Additionally, this Specialist will also work with other USG agencies, mid-level to senior leadership of the Government of Rwanda (GoR), other development partners, local and international NGOs, and other stakeholders in MNCH in Rwanda.

	14. MAJOR DUTIES AND RESPONSIBILITIES 

A.  Planning and Development                                                                                                                     35% of time

•
    As an expert and advisor in Maternal, Newborn and Child Health (MNCH), Job Holder takes an active role in developing specific Agency program goals and objectives. Incumbent provides programmatic leadership for USAID/Rwanda’s MNCH interventions utilizing innovative, effective, appropriate, and sustainable development strategies. Incumbent prepares directives, memoranda, policy statements and proposals to introduce new initiatives and to recommend effective operations consistent with strategic objectives of USAID’s health program in Rwanda. The annual USAID budget for MNCH programs in Rwanda in fiscal year 2011 is close to $9 million.

•
Job holder provides technical direction for solicitations that result in a grant, contract and/or cooperative agreement for MNCH programs that are scientifically sound and incorporate USG policies and lessons learned.  Incumbent works with the Agency grants and contracts office, as well as partner representatives, to ensure that most current MNCH protocols are included in the signed grant, contract or cooperative agreement.  Ensure that gender considerations are incorporated into all activities.

•
Job holder gives technical advice and monitors implementation of activities of each partner organization on a regular basis to ensure consistency with USAID and Global Health Initiative (GHI) guidance and host country technical policies. Participates with partners in the development of work plans for implementation of activities, and ensures that all study protocols meet human subject requirements and pass through ethical review with the appropriate agency authority. S/he conducts regular site visits and meetings with representatives of implementing partners to review progress. Job holder draws attention to inadequate medical facilities and/or staffing.    

•
Working closely with senior and mid-level host government staff, implementing partners, and donor partners, incumbent manages all programs under her/his purview to assure that the specific objectives are achieved and/or appropriate remedial activities are instituted. In liaison with the Monitoring and Evaluation Specialist, s/he develops program evaluation strategies, methodologies and indicators for monitoring MNCH programs in accordance with standard guidelines and protocols. Position ensures that appropriate data management systems to monitor health objectives and indicators for MNCH programs are in place and takes responsibility for the management of these systems within MNCH technical area. S/he provides advice and recommendations to the health team in interpreting data on health objectives and indicators related to MNCH.

•
Job holder stays abreast of developments in the field of MNCH interventions within the region and globally, and integrates these developments into USAID and USG/Rwanda programming as appropriate.  S/he provides updated technical information to partners as it becomes available. Position holder provides practical on-the-job training for various target audiences on how to implement, monitor and evaluate MNCH programs, use monitoring and evaluation data, and report progress to key stakeholders. Job holder responds to requests from NGOs, health care organizations and medical professionals for information and technical assistance on   implementation strategies for MNCH programs.

•
In collaboration with other Health Office members, supports planning and development of government-to-government district health services.  Provides support to planning efforts through drafting of key documents, participation in discussions with the GOR, and provision of technical inputs, especially as related to MNCH activities.  
•
Incumbent works with other Health Team members to ensure integration of MNCH in all health activities, as appropriate, in the planning and design phase.

B.  Administrative and Financial Management                                                                                          25% of time

•
Incumbent ensures that program implementation is in compliance with USAID policies and regulations governing assistance and acquisition mechanisms. S/he will draft correspondence, cables, and activity implementation documents (including scopes of work and budgets) required for MNCH interventions.

•
Incumbent is responsible for providing oversight and monitoring the budgets allocated to MNCH implementing partners within the job holder's portfolio. This includes reviewing budget requests for appropriateness, monitoring use of funds for adherence to proposed activities; quarterly pipeline reviews/budget status reports, following up on irregular findings, providing advice for realignments of budgets, and calculating accruals.

•
Job holder prepares regular and ad hoc progress reports on MNCH activities. Readers of these reports include Agency and post management, other USG agency officials, and USAID Washington, and are ultimately used in reports to the U.S. Congress. Reporting responsibilities are monthly, quarterly and annually.

•
Incumbent maintains files and records specific to the activities/programs for which incumbent is responsible. Incumbent is responsible for data integrity and security of information in the reporting databases that does or may relate to MNCH (particularly as related to named individuals).  Other program files include reports, meeting summaries and minutes, copies of all grants/cooperative agreements/contracts, research determinations, panels, and awards. Whenever possible, these records will be filed electronically and entered into the reference system.

•
Prepares and presents briefings for Congressional and Executive delegations, industry leaders and other high-level visitors; participates in making arrangements for visits and serve as spokesperson as required. Serves as control officer for site visits for Agency and inter-Agency senior-level officials.

C.  Program Coordination and Implementation                                                                                         40% of time                                                                                                    
•
As an expert and advisor on matters pertaining to MNCH, incumbent represents USAID/Rwanda at technical, policy and strategic planning meetings, including meetings with collaborators and donor agencies. Briefs senior agency officials, USAID Mission teams and interested officials of other USG agencies as appropriate on the results of such meetings and prepares written reports for submission to other interested parties. Work with other USAID/Rwanda teams, implementing partners, and health staff at the central, provincial, district, and community levels to oversee USAID-funded strengthening of capacity in MNCH service provision and community response.

•
Incumbent represents USAID in discussing and developing financial commitment targets for MNCH programs at administrative and strategic planning meetings. Play a lead role in the MCH Technical Working Group and its subgroups; participate with other stakeholders in the development of national maternal and child health (MCH), malaria and family planning strategies; review related partner work plans; coordinate USAID MNCH activities with GoR and other partners; work very closely with the Reproductive Health and Family Planning Specialist to ensure complementarity in planning and implementation; make sure that the broad MNCH portfolio is well covered; and ensure integration of health and harmonization of interventions with other partners towards the realization of the Rwanda national health goals.

•
As necessary, ensure appropriate coordination between the Health Office, USAID/Washington Global Health and Africa Bureaus, USAID contractors and grantees, and other partners for efficient and effective programming.     



	MAJOR DUTIES AND RESPONSIBILITIES  -  (cont'd)

•
Incumbent provides management and technical leadership in the management of institutional capacity strengthening interventions with the Ministry of Health, local NGOs, and other Rwandan institutions via USAID/Rwanda contractors and grantees, to enable these partners to more effectively plan and execute health sector programs in MNCH.

•
Incumbent integrates MNCH program with PMI, PEPFAR, RH/FP and Nutrition activities from the planning phase to implementation at all service delivery levels to the fullest extent possible. Work closely with colleagues in other USAID strategic objectives and with other USG colleagues to develop and sustain a comprehensive package of services that address clinical and community needs of people living with HIV/AIDS.

•
Incumbent leads site assessments of MNCH programs carried out by implementing partners of the USAID. Prepares regular and frequent oral and written reports to chiefs of party/country directors, the Health Team and other interested parties on the progress of MNCH program activities.

•
Incumbent serves as the activity manager and/or Contracting/Agreement Officer Representative of specific bilateral and/or USAID/Washington-funded activities in the health portfolio.  Provides technical and administrative management and oversight for all activities, ensures regular monitoring of activities, and reviews and provides feedback to implementing partners on all reports and deliverables (technical and financial/administrative).  
•
Incumbent serves as a backstop for the Reproductive and Family Planning program

D. Other Duties 
•
Incumbent will be expected to perform other duties as assigned.




	15. QUALIFICATIONS  REQUIRED  FOR EFFECTIVE PERFORMANCE



	a. Education:    Master’s degree or equivalent in public health (MPH-CES), a degree in medicine (MD) or post-graduate nursing is a requirement, with formal training in at least two of the following disciplines: reproductive health, maternal health, child health, and/or malaria.


	b. Prior Work Experience:    A minimum of five years of progressively responsible experience managing regional and/or national level health programs in any of the technical areas: maternal and child health, reproductive health and family planning, and malaria. At least four years of experience designing and managing decentralized public sector programs in the developing world.


	c. Post Entry Training:   Completion of professional certification seminars focusing on MNCH is desirable.  Agency-specific leadership development training, and COR/AOR or project management of grants/cooperative agreements training. Technical updates focusing on maternal health, child survival, and malaria, but including other health team priorities such as reproductive health and family planning, HIV/AIDS and specifically relating to PMTCT and pediatric HIV management,  and health care financing. Computer and other information technology skills training.


	d. Language Proficiency:     

•
Level IV (fluent) ability in written and spoken English required. 

•
Level IV (fluency-speaking/reading/writing) in Kinyarwanda is required.



	e. Job Knowledge:  
•
Comprehensive knowledge of current MNCH issues, and interventions, including behavior change communication for MNCH

•
An in-depth understanding of MNCH programs, policies, regulations and precedents applicable to development and administration of national/international public health programs

•
Detailed knowledge of the Rwandan health care system and structures, including familiarity with MOH policies, program priorities and regulations

•
Working knowledge of techniques to plan, organize and direct multidisciplinary project teams and activities

•
Demonstrated understanding of overall administrative requirements, budgeting and fiscal management of contracts/cooperative agreements/grants


	f. Skills and Abilities:    
•
Demonstrated managerial, administrative, analytical and decision-making abilities

•
Ability to readily analyze, understand, and discuss new program design, management, and implementation approaches

•
Demonstrated ability to identify priority actions, generate and complete work plans within short time frames. 

•
Strong oral and written skills, and ability to clearly communicate new program and technical concepts to technical and non-technical counterparts

•
Strong interpersonal communication and negotiation skills in achieving results with a wide range of program partners

•
Strong computer literacy and aptitude to rapidly acquire and apply additional skills.  Ability to rapidly create text, spreadsheets and other types of documents to meet specific program and reporting needs


	16. POSITION ELEMENTS:



	a. Supervision Received:    The Maternal/Child Health Specialist is supervised by the Health Service Delivery Team Leader. Performance will be evaluated on the basis of specific work objectives/benchmarks pre-determined with the Health Service Delivery Team Leader and members.


	b. Supervision Exercised:   Not applicable    


	c. Available Guidelines:    Mission Orders, Automated Directives Systems (ADS), Strategic Plan and other technical directives from Global Health Bureau's Center for Population, Health and Nutrition and Africa Bureau..


	d. Exercise of Judgment:    Incumbent must exercise wide and independent judgment to interpret and enforce USAID rules and regulations.  Must be able to negotiate sensitive issues with GOR officials and other partners, to analyze and solve difficult problems related to program formulation and implementation.  Must be able to review and appraise quality of reports and evaluations, and technical services procured by USAID. Must be able to provide rapid independent analysis of problems, issues, and opportunities as they arise, and make recommendations to senior management..


	e. Authority to Make Commitments:   Exercises delegations of authority granted to FSN senior technical staff, as described in Mission Orders.  No authority to commit USG funds. 


	f. Nature, Level, and Purpose of Contacts:    Must provide consistent and credible representation of USAID to high level MOH, donor, and other partner contacts and coordination bodies for technical, policy and program management issues. Will have frequent contacts with high level officials of MOH and other partners to define and/or reorient strategies, discuss health policy, and translate policy into program action. Negotiates with MOH and other partners at National Program Director and Minister level on design, implementation, and monitoring of Mission funded activities. Represents USAID to multi-lateral donor coordination bodies and in defining donor technical, policy and program agenda with MOH and other Ministries. Interacts on a regular basis with a wide range of PVOs/NGOs and other development organizations as USAID representative.
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