USAID | NIGERIA

FROM THE AMERICAN PEOPLE

ISSUANCE DATE: September 10, 2015

DEADLINE FOR RECEIPT OF QUESTIONS: September 25, 2015

CLOSING DATE FOR SUBMISSION OF APPLICATIONS: October 9, 2015
CLOSING TIME FOR SUBMISSION OF APPLICATIONS: 16:00 PM (Nigeria Time)

SUBJECT:  Solicitation SOL-620-15-000010 for Resident Hire Personal Service Contractor
Development Outreach and Communications Specialist, USAID/Nigeria

To All Interested Applicants:

The United States Government, represented by the U.S. Agency for International Development
(USAID), is seeking applications from qualified United States (US) citizens, to provide
personal services as described in the attachment.

This is a Resident-Hire position. Resident Hire Personal Services Contractor (“PSC’) means
persons who are U.S. citizens who are lawfully admitted permanent residents of the United
States who at the time of hiring as a PSC, reside in the Cooperating Country i.e. Nigeria: (1) As
a spouse or dependent of a U.S. citizen employed by a U.S. Government Agency or under any
U.S. Government-financed contract or agreement, or (2) For reasons other than for
employment with a U.S. Government Agency or under any U.S. Government-financed contract
or agreement.

Submissions shall be in accordance with the attached information, and delivered to
USAID/Nigeria by the time specified. Email submissions only shall be sent to Ndidi Uche,
Acquisition & Assistance Specialist at email: nuche@usaid.gov _with a copy to
abujasolicitations@usaid.gov. Please quote the number and position title of this solicitation on the
subject line of your e-mail submission.

To ensure delivery by the due date, it is recommended that applications be sent in as email
attachments, if possible. Applicants should retain for their record copies of all enclosures which
accompany their applications. Please note that USAID/Nigeria does not accept responsibility for
delays in transmission or receipt of any application. Applications received after the closing date
and time specified will not be considered.

Receipt of an application in response to this solicitation does not constitute an award commitment.
Additionally, it does not commit the U.S. Government to reimburse any costs incurred in the
preparation and submission of the application. Any submission is at the sole risk of the applicant.
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Any questions regarding this solicitation should be directed to Ndidi Uche, Acquisition and
Assistance Specialist via e-mail at nuche@usaid.gov with a copy to abujasolicitations@usaid.gov
no later than 16:00 PM (Local Nigeria time) on September 25, 2015.

USAID reserves the right to award, or not to award the contract herein contemplated, subject to
availability of funds.

Sincerely,
/[Signed//
Geoffry Lohsl
Director, Office of Acquisition

and Assistance
USAID/Nigeria

Attachment: Solicitation SOL-620-15-000010
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SOLICITATION INFORMATION

1. SOLICITATION NUMBER:  Solicitation SOL-620-15-000010
2. ISSUANCE DATE: September 10, 2015

3. DATELINE FOR QUESTIONS: September 25, 2015

4. CLOSING DATE: October 9, 2015

5. POSITION TITLE: Development Outreach and Communications
Specialist (Resident Hire Position)

MARKET VALUE: Position is classified at a GS-12 equivalent with an
annual salary range of $72,391 to $94,108. The actual
salary will be negotiated based on qualifications and
previous salary history of the successful candidate.

6. WHO MAY APPLY: Applicants must be US
Citizens (Nigeria Residents) only

7.  PERIOD OF PERFORMANCE: One-year base award with four one-year option
periods, for a total of five-year maximum period; based
on satisfactory performance, continued relevance of the
position and funds availability. Level of effort is full time
(40 hours per week).

8. PLACE OF PERFORMANCE: Abuja, Federal Republic of Nigeria

9. SUPERVISION: The Contractor will report to the USAID/Nigeria
Supervisory Development Outreach and Communications
Specialist

10. SECURITY ACCESS: Employment Authorization

11. POSITION DESCRIPTION/BACKGROUND:

The USAID foreign assistance program in Nigeria provides on average roughly $400 million to
support development activities in the assistance areas of Peace and Security, Governing Justly and
Democratically, Investing in People (Health and Education) and Economic Growth.

The Program Office coordinates strategic planning, program and activity design, portfolio
planning and reviews, budget management, analysis, monitoring, evaluation, clearances and
approvals, authorizations, and obligation of resources with the Government of Nigeria.

The Program Office also recommends changes to Mission policies, interprets and assures
compliance with USAID policy as set out in the Automated Directives System, particularly the
200 series, responds to queries about the USAID/Nigeria program. Other responsibilities include
managing the development outreach and communication function which entails preparing and
reviewing briefing documents, speeches, press releases, other outreach materials, and maintaining

1



Solicitation SOL-620-15-000010
Resident Hire USPSC DOC Specialist

the Mission website. Outreach about the foreign assistance program reaches audiences in Nigeria,
the United States and elsewhere around the world.

Regular customers include the Ambassador, Deputy Chief of Mission, the USAID/Nigeria
Mission Director and Deputy Director, technical offices and support teams, staff of the
Africa Bureau in USAID/Washington, Government of Nigeria officials based in the National
Planning Commission, personnel in other government ministries, staff of other US
government agencies, Nigerian beneficiaries of foreign assistance programs, staff of donor
agencies and other implementing partners, and members of the public in Nigeria and the United
States.

12. BASIC FUNCTION:

The Development Outreach & Communications (DOC) Specialist plays a critical role in assisting
the Mission to present itself and its programs in a manner which fulfills the goal of demonstrating
to Nigerians the benefits of peace and stability, as well as to keep the U.S. public and policy
makers informed of the program they support.

The DOC Specialist supports USAID/Nigeria in the achievement of its objectives by managing
the production and dissemination of public information about the Mission’s activities for
Nigerian and American consumption. High visibility is crucial to the success of the program,
and maximum exposure of the Mission’s activities to the public is imperative. The Mission is
highly scrutinized by senior administration policy makers, Congress and the media (local and
international). Information on USAID project activities is often requested by senior official
visitors and other individuals with influence in the area of regional politics and development.

USAID/Nigeria shares its messages with its various audiences in five ways:

e via story placements with local and international television, radio, print &
electronic media;

e via web-based communications;

e viaits outreach programs, including public affairs campaigns, goodwill
ambassador program, and other public diplomacy events aimed at reaching both
Nigerian and international public and media conveying USAID objectives;

e via public information materials prepared for general audiences and visitors; and

e via program information prepared for inter-agency audiences.

The Mission’s Development Outreach (DO) and Public Information (PI) activities need to
expand beyond the management of public events in Nigeria and on press relations with the
local media and focus increasingly on program information services to Mission technical teams
and the production of public information materials for use within the Mission and with outside
stakeholders, including inter-agency counterparts. Similarly, the Mission website can and
should be the source of a significant amount of public information on the Mission and our
programs but additional efforts are required to maintain up-to-date and reader-friendly content
on the website and on other web-based communications systems, including social networking.
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13. DUTIES AND RESPONSIBILITIES:
1. Public Information, Press and Public Relations 40%

a.
b.
C.

Manage Development Outreach and Public Information activities of the Mission;
Provide oversight and direction to the preparation of DO/PI strategies and activities;

Supervise preparation of Mission-wide and program-specific briefing materials,
brochures and other hand-outs for public distribution, and talking points for public
events;

Supervise preparation of program content for the Mission website;

Review, edit and approve for Front Office authorization all weekly reports to
Washington;

Supervise and coordinate preparation of Mission input to Interagency Policy
Committee (IPC) action tracking reports;

Manage and maximize interoperability of program performance reporting (Success
Stories; project photographs; etc.) on the website and Geo-MIS system;

Coordinate Mission submissions to the Development Experience Clearinghouse
(DEC);

Under the direction of the Supervisory DOC and senior management, and in
consultation with the Public Diplomacy staffs of US Embassy, develop Mission’s
public affairs strategic plan for public information materials and activities, and the use
of press including international and local television, radio and print. This plan will
require the DOC Specialist to determine key messages, tactics and strategies, duties,
responsibilities and schedule for implementation, with measurable goals and
milestones. The DOC Specialist will be responsible for measurement and reporting
of success and results tracking for the campaigns assigned.

Represent the Mission as primary contact, both inter-Agency and externally, on a
number of public affairs issues. Regularly serve, in coordination with US Embassy,
as Mission spokesperson.

Establish and maintain relations with local and international media. Manage media
database, clippings, archives and other public relations tools.

Expand opportunities for Mission exposure in television, radio, print media, web-
based communication, social networking and speaking engagements.

. Write, edit and obtain approval for information materials such as project summaries,

brochures, fact sheets, press guidance, press releases and feature articles for
placement in newspapers, periodicals, and other mass media channels, and maintain
electronic program information files for easy access in response to queries from the
public and press. Ensure that all pertinent materials are translated into English.

Supervise organization of special press briefings, press events or roundtables and
visits by journalists to USAID activities. Prepare USAID experts (project managers,
team leaders, senior management) to face media interviews and assist them with
speechwriting and speaking techniques.

Supervise organization of public events to showcase Mission activities (including
signing ceremonies, project inaugurations and completions, and cultural and
anniversary events), coordinating the roles of Mission technical and administrative
personnel and partner agencies preparing for the events. Responsible for ensuring the
event is covered by the media (as appropriate) and documented for the Mission’s
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archives.

p. Manage preparation of briefing materials, press packets, talking points and speeches
for U.S. officials participating in media and public events.

g. Review local and international press coverage of USAID activities and keep Mission,
Embassy staffs, and USAID Washington informed of such coverage. Oversee the
collection of press clippings.

r. Coordinate response to requests for information about USAID’s program from the
general public, donor organizations and implementing partners.

s. Complete other special projects as assigned, such as producing a multimedia
presentation, Mission documentary, or in-house workshop on effective public
speaking.

2. Oversight Role: 30%

(a) Provide oversight to Mission staff and appropriate contractors for completion
of specific tasks such as, assembly of briefing materials, and organizing
events.

(b)  Provide strategic direction for web-based communication and other electronic
media (e.g., social networking) that supports USAID messages and initiatives.
Write, edit and/or proofread Web materials as necessary.

(© The incumbent has overall responsibility for the Mission’s website and other web-
based communications.

3. Media Team: 20%

@ As a Media Team member, work with Strategic Objective representatives to
schedule and plan events, identify professional technical publications to target
technical pieces, help draft pieces, and create other SO specific promotional
material such as brochures, pamphlets, posters, video shorts, etc.

(b) Work closely with teams to incorporate strategic messages into all relevant
communications.

4. CODELS and Other Official Visits: 10%

(@)  Serve as the Public Affairs representative on the coordinating team managing all
press and public outreach-related activities including press releases, ceremonies,
speaking engagements, interviews, and press conferences.

(b)  Oversee preparation of visitor’s press book, maintaining one copy for the
Mission and distributing to visitors as appropriate.

15. POSITION ELEMENTS:

a. Supervision Received: The DOC Specialist works under the general supervision of the
USAID/Nigeria Supervisory DOC or other supervisor as designated by the Supervisory
Program Officer who serves as Chief of the Program Office. The Supervisor sets the
overall assignment objectives, program emphasis, and resources available. The DOC
Specialist, in consultation with the Supervisor, is responsible for establishing an annual
work plan and updating necessary tasks based on regular reviews (generally weekly) of
upcoming priorities. The DOC Specialist, having developed expertise in carrying out the
communications program, has continuing responsibility for independently planning and
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executing the various phases or stages of the plans, coordinating efforts with program
specialists and the US Embassy Public Affairs Section (PAS), and making contact with
media and specialized group representatives. The DOC Specialist resolves mostly routine
problems of scheduling, event planning, or preparation of materials and defers to the
Supervisory DOC for problems that need to be resolved at a higher level. S/he is expected
to participate in formulating policy and procedures and may often be asked to draft
guidelines and checklists. Questions on policy regarding outreach communications at post
are referred to the Supervisory Program Officer and/or the PAO.

The DOC Specialist will review completed work for adherence to established policy, and
meeting the expected goals of the communication plan.

Supervision Exercised: Formal supervision of other Program Office staff is not expected.

Available Guidelines: The DOC Specialist must remain familiar with the USAID ADS,
AIDAR, Federal Acquisition Regulations (FAR), Handbooks, Mission Orders,
USAID/Washington Bureau and LPA outreach guidance, and established USAID/Nigeria
and Program Office procedures and regulations; and, media and communications papers
prepared by USAID/Washington and the Department of State.

Post Entry Training: The DOC Specialist will receive on-the-job training on established
USAID procedures, regulations, and policies governing Mission interaction with the media,
IPs, other USG agencies, host country government officials etc. To successfully meet his/her
work objectives, the DOC Specialist can choose to attend USAID regional Development
Outreach and Communications Workshops, subject to course offerings and the availability of
funds. The DOC Specialist can complete online and/or classroom orientation programs
recommended by the supervisor.

Exercise of Judgment: Projects assigned to the DOC Specialist include a variety of duties
and processes requiring the exercise of extensive judgment. Judgment is required to
provide technical guidance to USAID technical teams and to IPs and other contractors and
grantees on USAID policies and procedures related to the Mission communications
strategy, and to other Mission US Direct Hire (USDH), US Personal Services Contractor
(USPSC), and Foreign Service National (FSN) staff. Independent judgment must be
exercised on a broad range of communications and media issues and when meeting with
media representatives, and with Government of Nigeria officials, NGO, and IP
counterparts. Most advice given will be with regard to helping others who prepare
communications materials to understand USAID policies, procedures, and quality
standards.

Authority to Make Commitments: The DOC Specialist may make administrative
arrangements consistent with ADS guidance and Mission policy, and take action and
establish priorities based on available guidelines and professional judgment. Guidance is
sought when needed, and superiors informed of activity status.

Nature, Level, and Purpose of Contacts: The DOC Specialist works closely with another
DOC Specialist or other supervisor as designated by the Supervisory Program Officer. The
Supervisor will oversee the DOC Specialist’s work as it relates to the USAID/Nigeria
Communication Strategy and annual work plans. The DOC Specialist coordinates closely
with USAID/Nigeria Technical Teams, Team Leaders, and Public Affairs personnel, mid-
and senior-level officials of IPs, beneficiaries, host-country citizens, host-country NGOs,

7



Solicitation SOL-620-15-000010
Resident Hire USPSC DOC Specialist

and host-country private-sector officials for the purpose of planning and executing events,
preparing outreach materials and, less directly, implementing the Mission Communications
Strategy, and fulfilling Mission outreach goals.

Time Expected to Reach Full Performance Level: 12-18 months.

16. REQUIRED MINIMUM QUALIFICATIONS REQUIRED FOR EFFECTIVE
PERFORMANCE, SELECTION CRITERIA AND EVALUATION PROCESS

a.

Education: A Bachelor’s of Arts Degree in Journalism, public relations, communications,
English, or a related field is required. An advanced degree in a related field is desirable.

Prior Work Experience: A minimum of four to six years of progressively responsible
experience in communications, public relations, or journalism, in an English-language work
environment, is required. This experience should provide assurance that the DOC Specialist
skilled in disseminating information to a variety of target audiences. Previous work with
the US Government or another international development organization is highly desirable.

Language Proficiency: (List both English and host country language(s) proficiency
requirements by level and specialization)

Fluency (Level 4) in English, both written and oral, is required. Strong American English
written communication is critical. The incumbent’s written journalistic skills will be tested.
Candidates not passing the written test will not be given further consideration. Fluency in at
least one widely spoken local language(s), both written and oral, is desirable.

Job Knowledge: The DOC Specialist must have a thorough knowledge of the principles,
methods, practices, and techniques of communication, and skill in applying such knowledge
to develop written and video information materials for dissemination through a variety of
media, in order to determine and effectively use the most appropriate means for transmitting
information, and to evaluate the effectiveness of plans developed to communicate with
targeted audiences. This includes an understanding of the use of written communication in
developing news releases, feature stories, background statements, fact sheets, media spots,
and scripts that effectively transit information about complex USAID/Nigeria
programs/projects/activities and functions.

The work requires a solid understanding of website design; an excellent knowledge of English
grammar and American word usage and spelling; a good knowledge of graphic design,
printing, and publishing processes, and the ability to oversee printers and/or publishers; a
general understanding of procurement processes; and a broad understanding of issues related
to international development.

Skills and Abilities: Work requires skill in developing and maintaining effective relationships
with professional colleagues within USAID and other US government entities, with staff of
implementing partners, media representatives, and the public affairs personnel of organized
groups, and in establishing and enhancing communication between USAID and its audiences
using media and groups. USAID/Nigeria operates in a fast-paced environment and will be
important for the incumbent to be flexible and able to work under tight deadlines. In
addition, skill in making oral presentations designed to seek cooperation of specialized
groups and media in  providing  fuller  coverage to  USAID/Nigeria
programs/projects/activities, and to encourage open communication between USAID/Nigeria
8
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and its audiences is required.

The incumbent must also have strong analytical skills to participate in analyzing the
effectiveness of communication plans once implemented, and developing recommendations to
change the nature of the USAID/Nigeria public affairs program. The work requires excellent
oral and written communications skills, including news and technical writing, editing and
research skills; strong organizational and project management skills, that may be applied
within a multi-cultural work environment; and the ability to work independently, taking
initiative once guidance is provided, and managing several activities simultaneously and
under pressure to meet deadlines.

The DOC Specialist must have strong interpersonal skills. The ability to establish and
maintain collegial relations with press and media contacts, as well as Embassy and IP
counterparts, and to exercise sound judgment in representing the USG is demanded, along
with the ability to manage interactions with high-level dignitaries and officials with maturity
and confidence. The ability to travel throughout the host country, in order to organize and
implement outreach events and visit project sites, is a requirement of the position.

Very good computer skills, including the use of MS office, MS Outlook, MS PowerPoint, and
Word are required. In addition, a basic familiarity with Web design, DreamWorks, Acrobat,
and other web site design software is highly desired.

B. SELECTION CRITERIA

Applicants who meet the basic qualifications will be evaluated based on the selection criteria
above with journalistic writing ability being the most important. Applicants who do not meet the
required minimum qualifications will be considered unqualified for the position and will not be
assessed. Past performance will be an additional factor, and negative past performance reports may
exclude a candidate from further consideration.

C. SELECTION PROCESS

(1) Applications will initially be screened for conformity with minimum requirements and
a short list of applicants developed.

(2) After the closing date for receipt of applications, a committee will be convened to
review applications and evaluate them in accordance with the evaluation criteria.
Applications from candidates which do not meet the required selection criteria will
not be scored. Only shortlisted applicants will be contacted. No response will be sent
to unsuccessful applicants.

(3) USAID reserves the right to interview only the highest ranked applicants in person or
by phone OR not to interview any candidate. Short-listed candidates will be invited to
USAID for a two-hour test and an oral interview. Please note that the testing and
interview may not take place on the same day.

As part of the selection process, finalist candidates may be interviewed either in person or by
telephone at USAID’s discretion. Reference checks will be made only for applicants considered
as finalists. If an applicant does not wish USAID to contact a current employer for a reference
check, this should be stated in the applicant’s cover letter, and USAID will delay such reference
check pending communication with the applicant. Only finalists will be contacted by USAID with

9



Solicitation SOL-620-15-000010
Resident Hire USPSC DOC Specialist

respect to their applications. The final selected candidates must obtain security and medical
clearances within a reasonable period of time (USAID will provide details regarding these
clearances to the selected candidates). A substantial delay in obtaining either required clearance
will make the applicant ineligible for selection.

17. PAST PERFORMANCE / PROFESSIONAL REFERENCE CHECKS

Applicants must provide at least three references with current contact information, preferably both
an e-mail address and a telephone number. The references will be asked to provide a general
assessment of the applicant's suitability for the position. It is the responsibility of the applicant to
ensure submitted references are available to provide a written or verbal reference in a timely
manner.

In addition to comments from references, the Selection Committee will take into account awards
or other evidence of outstanding performance in any areas related to the above selection criteria.
USAID/Nigeria reserves the right to obtain from previous employers relevant information
concerning the applicant's past performance and may consider such information in its evaluation.
18. OTHER RELEVANT INFORMATION

A. SECURITY AND MEDICAL CLEARANCE REQUIREMENTS

The applicant selected to fill this position must be able to receive a security clearance that involves
applicant's comprehensive background investigation performed by a U.S. Government Agency.

The applicant selected to fill the position must also receive medical clearance to work in

USAID/Nigeria. Details of how to obtain such clearance will be provided after selection and
acceptance of the job offer.

B. COMPENSATION

This position has been classified at GS-13 scale. The actual salary of the successful candidate will
be negotiated within that pay band depending on qualifications and previous earning history.
USAID/Nigeria Mission policy is to pay Resident hire US employees in U.S. dollars.

C. BENEFITS AND ALLOWANCES

As a matter of policy, and as appropriate, an individual meeting the requirements of a local hire
US is normally authorized the following benefits:

(1) Benefits
(@ Employee's FICA Contribution

(b) Contribution toward Health & Life Insurance --72% of Health Insurance Annual
Premium (not to exceed $20,339 for a family and $7,266 for employees without
dependents --50% of Life Insurance Annual Premium (not to exceed $500).

(c) Pay Comparability Adjustment --Annual across the board salary increase for
USG employees and USPSCs when applicable.

(d) Eligibility for Worker's Compensation

10



Solicitation SOL-620-15-000010
Resident Hire PSC DOC Specialist

(e) Vacation & Sick Leave
(2) Allowances: U.S. Resident Locally Hired is not eligible for Allowances.

D. APPLICABLEPOLICY DIRECTIVES AND REGULATION
PERTAINING TO PSCs

(1) Federal Taxes - US/PSCs are not exempted from payment of Federal Income taxes,
FICA, and Medicare.

(2) Acquisition and Assistance Policy Directives (AAPDs) or Contract
Information Bulletins (CIBs) contain changes to USAID policy and General
Provisions in USAID regulations and contracts. Those documents can be found at
this website:
http://www.usaid.gov/business/business_opportunities/cib/subject.html#psc

(3) USAID Acquisition Regulation (AIDAR) applicable to award and administration of
USPSC resident hires is contained in AIDAR Appendix D, and can be found at:
http://www.usaid.gov/policy/ads/300/aidar.pdf. This link comprises of prescribed
Contract Schedule, General Provisions as appropriate, as well as the FAR Clauses
to be incorporated in full text and by reference.

(4) Standards of Ethical Conduct for Employees of the Executive Branch can be accessed
at: http://www.gpo.gov/fdsys/pkg/CFR-2007-title5-vol3/pdf/CFR-2007-title5-vol3-
part2635.pdf or http://www.oge.gov/Laws-and-Regulations/Employee-Standards- of-
Conduct/Employee-Standards-of-Conduct/

E. LIST OF REQUIRED FORMS FOR PSCs:

Forms outlined below can be found at: http://www.usaid.gov/business/forms

(1) Contractor Employee Biographical Data Sheet (AID 1420-17)
(2) Questionnaire for National Security Positions (SF-86)*

(3) Authority for Release of Information (AID 610-14)*
(4) Foreign Residence Data (AID 6-85)*

(5) Fair Credit Reporting Act of 1970, As Amended*
(6) Notice Required by the Privacy Act of 1974*

(7) Fingerprint Cards (FD-258)*

*The above listed forms (2 through 7) shall only be completed upon the advice of the
Contracting Officer that an applicant is the successful candidate for the job.

19. INSTRUCTIONS TO APPLICANTS

A. Qualified applicants are requested to submit a one page cover letter and a recent CV
or resume containing the following information. The CV or resume must contain sufficient
relevant information to evaluate the application in accordance with the stated selection
criteria. Broad general statements that are vague or lacking specificity will not be
considered as effectively addressing particular selection criteria.

B. Applicants are also strongly encouraged to address each of the evaluation criteria above on
a separate sheet describing specifically and accurately what experience, training, education,
11
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and/or awards they have received that are relevant to the criterion. Failure to address the
minimum selection and/or quality factors may result in your not receiving credit for all
your pertinent experience, education, training, and awards.

1)

)

(3)

(4)

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

Education: High school, name, city and state, date of diploma or GED; colleges
and universities, name, city and state, majors, type and year of any degrees received.

Work Experience: provide the following information for your paid and non-paid
work experience related to the job for which you are applying (do not send job
descriptions); job title (include series and grade if federal job), duties, and
accomplishments, employer’s 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;

Other Qualifications: Other pertinent information related to the qualifications
required for the position, as noted above including job-related training courses (title
and year), job-related skills; for example, other languages, computer
software/hardware, tools, machinery, typing speed, job-related certificates and
licenses (current only), job-related honors, awards, and special accomplishments,
for example, publications, memberships in professional or honor societies,
leadership, activities, public speaking and performance awards (give dates but do
not send documents unless requested).

C. Applicants are required to provide three (3) to five (5) references with complete

contact

information including email address and telephone numbers. The Applicant’s

references must be able to provide substantive information about the applicant’s past
performance and abilities.

D. Interested applicants must submit all the materials required by the solicitation such as
(but not limited to):

(1)
(2)
(3)
(4)

()

Most current curriculum vitae (CV) or resume;

Contractor Employee Biographical Data Sheet (AID 1420-17); and

Three (3) to five (5) references who are not family members or relatives, with
telephone and email contacts.

To provide two writing samples in the application as stated in Section B (4) above.
The samples should be 350 to 1,500 words - preferably 750-1,000 words.

Written cover letter of not more than one page

E. Form AID 1420-17 must be signed and those submitted unsigned will be rejected.

F.  Applicants should retain for their record copies of all enclosures that accompany their
submissions.

G. Please reference the number of this solicitation when sending your application.

H. Any attachments provided via email must be in or compatible with Microsoft Word 2003 or
Adobe Acrobat Portable Document Format (PDF) and not “Zipped”.
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[END OF SOLICITATION]
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