DATE: September 20, 2016

FROM: Alexander Bond, A/Supervisory Executive Offic

SUBJECT: Vacant Position: USAID/Mali Development Qutreach £ommunication Specialist

REFERENCE No.: HR-PRM-001-2016-DOC

TO: All Malian Citizens and Local Residents at the time of application.

OPEN PERIOD:

GRADE LEVEL:

NUMBER OF POSITION:

The U.S. Agency for International Development Mali is seeking one individual for the position of Development
Outreach Communication Specialist for the Program Office.

BASIC FUNCTION:

This position is located in the Program Office, USAID/Mali. The Development Outreach Communication Specialist
(DOC) (Specialist) reports to the Supervisory Program Officer and/or his/her designee, and collaborates closely with
the Mission Director, Deputy Mission Director, Development Objective (DO) Team Leaders, Commu cations
and Reporting Officer and implementing partners (IPs) to develop and implement the overall Mission
communications strategy. The Specialist collaborates with the US Embassy Public Affairs Office (PAO) to
ensure that Embassy personnel are properly apprised of USAID public activities, outreach efforts and projects; and,
serves as principal liaison with the USAID/Washington Bureau of Legislative and Public Affairs (LPA) and Africa
Bureau communications lead.

MAJOR DUTIES AND RESPONSIBILITIES:
A. Communications Management and Strategic Planning - 60%

The DOC Specialist is responsible for contributing to policies and procedures for Mission communications
and outreach that clarify roles and respeonsibifities within USAID and with other Embassy sections and IPs,
including templates for various communication tools, standards for creating and finalizing DOC materials,
and guidelines for planning and managing events. The Specialist leads the development of and updates the
Mission communications strategy, identifying objectives, messages, audiences, products, and budgets, and
developing plans in coordination with USAID managers and technical teams consistent with the Mission
development strategy and the overall Embassy communications strategy. The Specmlist leads in the design
of public mformation products, ensuring that Mission communication products contain appropriate and
consistent messages that support the approved Mission communications strategy; and, provides quality control
on al]l prit and electronic public mformation mate s such as the external website, social media accounts,
organizational brochures and information packets, and briefing books produced by USAIDstaff.
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L. Media relations: The Specialist is responsible for Mission media activities; laising with the US Embassy
PAQO Press Office to generate press coverage of USAID activities in Mali. The assignment includes
arranging and preparing for press iterviews, press conferences, briefings, tours of
programs/projects/activities, and interaction with host-country and American journalists. The Specialist
tracks USAID program/project/activity milestones and events to ensure that appropriate press coverage is
provided; advises the Mission Front Office and staff on press outreach priorities, and whether coverage is
culturally and politically appropriate; oversees and produces media materials (including news releases,
briefing documents, success stories and fact sheets) designed to inform editors and reporters of technical
programs/projects/activities and their achievements; coordinates with technical offices and with the
Embassy PAO to produce and release timely, accurate, and useful written material for the host-country and
American media; and, advises and works with the PAQ to expand opportunities for coverage of USAID
efforts. The Specialist helps technical offices to define activities for coverage, participates in field viits to
assess newsworthiness, and accompanies the press to interviews and site locations for filming.

2. Publkc events and visifors: The Specialist plans and executes activities to present Mission programs to the
public and to VIP visitors, including a range of communications tools and distribution to a variety of
audiences. The Specialist prepares visits for high-level officials to highlight key USAID
programs/projects/activities and strategies; and, provides or supervises advance work planning, inchiding
scheduling, coordination with DO Teams (and other Embassy Sections as appropriate), and overseeing
the production of briefing materials and trouble-shooting during VIP visits . For project site visits or
events that mvolve the Ambassador , Deputy Chief of Mission, and/or the USAID Director or Deputy
Director, the Specialist enmsures that all event information (e.g., scene setters, talking points, speeches)
have been prepared, and meet quality standards and time requirements. The Specialist coordinates
and consults with technical offices on program/project/activity signing ceremonies or other milestone
events, including finalzing press releases and ensuring logistics are handled. The specialist is knowledgeable
on issues of protocol and public events and provides guidance to USAID leadership at events d meeting
involving high level Government representation/representatives.

B. Publicity Materials-40%

The Specialist is responsible for the production of high-quality print and electronic communications products that
translate complex messages and technical information into understandable, meaningful messages that resonate with a
variety of audiences, both host-country and American. The Specialist is responsible for translating documents - from
French into English or from English into French (and occasionally into a local language) - that pertain to a variety of
technical and administrative subject matter, each of which requires a specialized vocabulary, and inte -ets from
Bambara to English/French and vice versa. The Specialist serves as editorial director of all published and website
materials, including information brochures, special publications, and the external USAID/Mali website; : 1 advises
the work of the Program Information Management Specialist {PIMS) in producing graphic designs, writien text,
photographs and other outsourced products. The Specialist oversees and develops regular and specialized information
materials for Washington opinion leaders and audiences, in coordination with the Regional Bureau and LPA
colleagues; travels to USAID program/project/activity sites throughout the host country and the region to interview
beneficiaries and photograph programs/projects/activities for the USAID website and news releases; serves as
Mission POC for Agency Branding Graphic Standards,within USAID/Mali and among partners; prepares and
keeps current a packet of informational materials communicating Mission strategic priorities and focus areas;
acts as editor for key reports and documents, as assigned; ensures that public outreach products include people-
oriented suceess stories that "tell our story" to external and internal audiences, and are politically and culturally
appropriate; and, manages the external web site in coordination with the PIMS, ensuring that mformation is
"fresh current,and mviting to browsers.

Minimum gualifications: To be considered for this position, applicants must meet the minimum qualifications:
1. Malian eitizens or local residents at the time of application;

2. A Bachelor’s of Arts Degree in joumnalism, public relations, communications, English or a related field is
required. An advanced degree in a related field is desired.
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3. A minimum of five years of progressively responsible experience in communication, public relations, or
journalism is required. This experience should provide assurance that the DOC is skilled in disseminating
information to a variety of target audiences and through a variety of media. Previous work with 1e USG or
another international development organization is highly desirable.

4. Fluent (level 4) in both English and French and fluency in the primary local language(s), both written and
oral, is required.

5. The Specialist must have a thorough knowledge of the principles, methods, practices, and techniques of
communication, and skills in applying such knowledge to develop written 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 and social media that effectively transmit
information about complex USAID/Mali programs/projects/activities and functions. The work requires a solid
understanding of websites and social media; 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 translation services and/or publishers; a general understanding of procurement processes; and a broad
understanding of issues related to international development.

Selection Factors: To be considered for this position, applicants must meet the minimum qualifications noted

above. For applicants meeting the minimum qualifications, further consideration and selection will be based on panel
assessment of the selection factors listed below.

Applicants are required to address each of the selection criteria on a separate sheet describing specifically and
accurately what experience, training, education, and/or awards or recognition they have received relevant to each
criteria described below, and any related considerations. Be sure to include your name and the position title.

QUALIFICATIONS REQUIRED:

¥

Education (15%): 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 desired.

Prior Work Experience (30%): A minimum of five years of progressively responsible experience in
communication, public relations, or journalism is required. This experience should provide assurance that the
DOC is skilled in disseminating information to a variety of target audiences and through a variety of media.
Previous work with the USG or another international development organization is highly desirable.

Language Proficiency (15%): Fluent (level 4} in both English and French and fluency in the primary local
language(s), both written and oral, is required.

Job Knowledge (20%): The Specialist must have a thorough knowledge of the principles, methods, practices,
and techniques of communication, and skills in applying such knowledge to develop written information
materials for dissemination through a variety of media, in order to determince 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 and social media that effectively
transmit information about complex USAID/Mali programs/projects/activities and functions. The wo  requires a
solid understanding of websites and social media; 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 translation services and/or publishers; a general understanding of procurement processes; and a broad
understanding of issues related to international development.

Skills and Abilities (20%): Work requires skills in developing and maintaining effective relationships with
media representatives, and the public affairs personnel of organized groups, and in establishing an enhancing
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communication between UUSAID and its audiences using media and groups; skills in making oral presentations
designed to seek cooperation of specialized groups and media in providing fuller coverage to USAID/Mali
programs/projects/activities, and to encourage open communication between USAID/Mali and its audiences; and,
skills in analyzing the effectiveness of communication plans once implemented, and developing
recommendations to change the nature of the USAID/Mali 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 tnitiative once guidance is provided, and managing several activities
simultaneously and under pressure to meet deadlines. The Specialist must have strong interperson  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 UUSG 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 and the Intemnet are required. Excelient management and use of social media platforms,
including Facebook and Twitter, are required. Good photography and basic video making skills are also highly
preferred. In addition, a basic familiarity with Web design, DreamWorks, Acrobat, and other page making
software is highly desired.

Maximum Evaluation Score 100 points
SELECTION PROCESS:

It is essential that all candidates address the above minimum requirements in the application. Applicants must be
eligible for appointment under host government laws and regulations.

ADDITIONAL SELECTION CRITERIA:

Management will consider nepotism/conflict of interest, and budget implications in determining successful candidacy.

TO APPLY:

Interested candidates for this position must submiit the following required documents:

1. A cover letter of no more than two (2) pages describing how the incumbent’s skills and e crience fit
the requirements of the DOC position.

2. A resume or curriculum vitae relevant to the position for which the applicant is applying.

3. Copy of Diplémas, degrees, certificates, recommendation letters, etc.

4. Three (3) to five (5) professional references with complete contact information including email addresses and
telephone numbers. References should have knowledge of the candidate’s ability to perform the duties set

forth in the application and must not be family members or relatives.

5. Full mailing address with telephone, facsimile numbers and email address and should retain for their records
copies of all enclosures that accompany their submissions.

HOW THE SELECTION WILL BE MADE

The successful candidate will be selected based upon;

1. A preliminary review of the applicants submitted package to establish that minimum requirements are met.
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2. Test will include an English writing skills test, a Microsoft Office proficiency test that might include any of
the following: Word, Excel, PowerPoint, and any technical skills test that might be deemed appropriate may
be required.

3. Interviews.
4. Reference checks.
5. Security investigations.

USAID/Mali Human Resources Section will perform the preliminary review (Step 1) to eliminate those applications
that do NOT meet the minimum requirements. The TEC will review each of the applications which meet the minimum
qualifications against the established evaluation criteria to develop a shortlist of applicants to be tested and
interviewed. Applicants will be contacted for testing (Step 2) and interviews. Following the interviews (S p 3) during
which the applicant will be evaluated against the established criteria, the TEC will make a preliminary determination
of candidates to be considered for employment and forward that list to HR. HR will conduct reference checks (Step
4&5} prior to advising the TEC of the results of these checks. References may be solicited from current as well as
former supervisors in addition to the references you provide in your application package.

SUBMIT APPLICATION

The U.S Mission in Mali provides equal opportunity and fair and equitable treatment in employment to all people
without regard to race, color, religion, sex, national origin, age, disability, political affiliation, marital stai , or sexual
orientation. The Department of State also strives to achieve equal employment opportunity in all personnel operations
through continuing diversity enhancement programs.

The EEO complaint procedure is not available to individuals who believe they have been denied equal opportunity

based upon marital status or political affiliation. Individuals with such complaints should avail themselves of the
appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for relief.
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