
 
 
 

JOB VACANCY ANNOUNCEMENT 
HEALTH COMMUNICATION AND POLICY ANALYST 

US PERSONAL SERVICES CONTRACTOR (USPSC) 
LOCAL HIRE 

 
 
1.  Solicitation Number: SOL-685-14-00045 
 
2. Issuance date:     04/20/2015 
 
3. Closing date/time at USAID/Senegal:  05/11/2015 at 17:00 pm (Senegal Time) 
 
4. Position title:   HEALTH COMMUNICATION & 
    POLICY ANALYST 
  
5. Market value:     GS 12 ($60,877 - $79,138 p.a.)  

Final compensation will be negotiated within the 
listed market value based upon the candidate’s 
past salary history, work experience and 
educational background. 
 

6. Organization Location of Position:  Dakar - Senegal 
 
7. Direct Supervisor:                The incumbent reports to the Deputy Health 

Office Director 
 
8. Supervisory Control:    None 
 
9. Period of Performance:   Immediate upon receipt of security/medical 

clearances. 
(The duration of the US Personal Services 
Contract will be for Two (02) Years), with 
options of three-one year extensions up to a 
maximum of five years, subject to availability of 
funds and Washington’s approval). 

 
10. Place of Performance:    Dakar – Senegal 
 
11. Security Access:    Employment Authorization 
 
12. Area of Consideration:    US Citizens Locally hired. 
 
13. Work Schedule:     40 Hours Workweek 
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__________________________________________________________________________ 
 
Note:  Due to the number of applications we receive, only applicants who have been short listed will be 
contacted by USAID. 
 
 
I. PURPOSE AND OBJECTIVES 

USAID/Senegal requires analysis and writing support to advance USAID assistance for health 
services and health systems strengthening support in Senegal.   

II. BACKGROUND 

The primary purpose of this position is to serve as a Health Communications and Policy Analyst 
within the USAID/Senegal Health Office.  The Health Office is USAID/Senegal’s largest 
technical office, with over half the mission budget, and generates a large volume of work, 
including activity planning, document preparation and monitoring, consultant coordination, 
Embassy liaison work, and interaction with host-government, donor, and private-sector contacts, 
among other activities.  As a member of the Health team, the Health Policy Analyst will ensure 
the provision of high quality reporting, communication, and writing support services to the 
Health Office.  

This position is for a local hire Personal Services Contractor (PSC) to provide technical support 
to the Health portfolio, with specific responsibilities in the areas of reporting, communication 
and, to a lesser extent, policy analysis.  The Health Communications and Policy Analyst will be 
supervised by the Health Office Deputy Director and will provide support to the entire health 
office.   

III. ROLES AND RESPONSIBILITIES 

Under the overall direction and supervision of the Health Office Deputy Director, the incumbent 
serves as a Health Communications and Policy Analyst to support the entire Health Office.   

The incumbent’s specific responsibilities are: 

1. Support USAID Health technical advisors to draft, edit and prepare relevant documents, 
including the Annual Performance Reports (PPR), Operational and Health 
Implementation Plan (OP/HIP), Project Activity Documents (PAD), Evaluations and 
other processes.  Have the ability to coordinate these processes and produce relevant final 
documentation in a timely manner.  

2. Support USAID Health technical advisors in the development of memoranda of 
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understanding, program descriptions, implementation letters, and other types of 
documentation that describe USAID health assistance to the Government of Senegal.   

3. Lead the Health team’s review process of implementing partner quarterly and annual 
reports and assist Health technical advisors to document and track relevant milestones 
and deliverables.   

4. Provide day-to-day support to USAID Health technical advisors in conducting and/or 
documenting research, writing memos, success stories, issue briefs, case studies, weekly 
health updates, and fact sheets, creating powerpoint slide decks, responding to taskers 
and briefers from Washington and the Front Office, and all other communications 
materials that advance USAID health development objectives.   

5. Attend and provide written reports/minutes on meetings with project leadership, 
government and development partners, technical experts, bilateral and multilateral health 
donors, and other stakeholders in support of and in close collaboration with USAID 
Health technical advisors.     

6. Work in conjunction with the communications specialists (DOCs) in the USAID/Senegal 
mission. 

7. Carry out analyses to inform project design, implementation, and evaluation. 
8. Other duties as assigned. 

 
IV. REQUIRED QUALIFICATIONS AND LEVEL OF EFFORT 
 

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

• Senegal Local resident at time of hire, US mission Local employee staff, EFM and/or all 
interested candidates. 

• Master’s in public policy, public health, public administration, or relevant field  
• At least five years of experience working on public policy/development projects with 

demonstrated expertise as a health analyst and writer  
• Ability to multi-task and produce written material quickly and efficiently. 

Familiarity with U.S. government documents and analysis of government policies, 
specifically relating to health care and development assistance 
Ability to work efficiently in both a team setting and independently 

• Fluency in English is required.  Fluency in French (level III) is required. 
• Able to obtain a security clearance 

 
V. PLACE OF WORK 
 

The Health Policy Analyst will be based in the USAID Senegal Health Office at the US 
Embassy in Dakar.  
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VI. SELECTION FACTORS 
 

To be considered for this position, applicants much 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 number of the 
announcement.  

 
VII. QUALIFICATIONS REQUIRED TO BE SELECTED 
 

a. Education (10%): Master’s in public policy, public health, public administration, or 
relevant field  

 
b. Prior work experience (25%): At least five years of experience working and/or 

reporting on development projects with demonstrated expertise as a health analyst and 
writer  

 
c. Language Proficiency (15%): Level IV (fluent) English and Level III French are 

required.  
 

d. Knowledge (25%): A good working knowledge of the nature and goals of the program. 
Must have expertise in knowledge management and ability to gather and synthesize 
information from multiple sources and languages under tight deadlines. S/he must have 
the ability to conduct and document research, write memos, success stories, issue briefs, 
case studies, weekly health updates, and fact sheets, create slide decks and develop all  
other communications materials that advance USAID health development 
objectives.  Familiar with U.S. government documents and analysis of government 
policies, specifically relating to health care and development assistance. 

 
e. Skills and Abilities (25%): Must have exceptional writing, reporting and synthesis skills 

and be able to work in a fast-paced environment. S/he must be able to communicate 
effectively both orally and in writing. S/he is expected to prepare correspondence 
documents in English and/or French. Proficiency in word processing and spreadsheet 
applications (Word, Excel, Access) including typing skills in English and French are 
required. The incumbent must have professional self-confidence to work under minimal 
supervision and support the health team to provide input on taskers, briefers and all other 
needed documentation and/or reports from Washington and the Front Office. The 
incumbent must have knowledge of public health and/or development assistance in order 
to produce pertinent needed documentation. 
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Maximum Evaluation Score: 100 points 
 
VIII. POSITION ELEMENTS 

 
a. Supervision Received: The incumbent is supervised by the Deputy Health Office 

Director. The incumbent should possess skills for working under minimum supervision. 
 

b. Available Guidelines: The incumbent will need to use and build upon existing 
communication and records manuals, SOPs, relevant AID handbooks, ADS, and 
Missions Orders.  When guidance does not exist or is not documented, the incumbent will 
be responsible for researching past precedent and establishing new guidance or templates. 

 
c. Exercise of Judgment: The incumbent is expected to be familiar with the entire Health 

team portfolio and its partners as well as with other bilateral and multilateral health 
donors.  

 
d. Authority to Make Commitments: None 

 
e. Nature, Level and Purpose of Contacts: Employee will have contact with USAID 

Senegal technical and support teams, Health Program implementing partners, 
USAID/Washington and U.S Embassy personnel.  
 

f. Purpose of Contacts: The incumbent will need to establish and maintain collegial 
relations with implementing partner, press, and media contacts in order to represent and 
document the development contributions made by the USG to an external audience. 

 
g.  Supervision Exercised: None. 

 
h. Time Required to Perform Full Range of Duties after Entry into the Position: One 

year. 
 

IX. 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.  

 
X. ADDITIONAL SELECTION CRITERIA 
 

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

 
XI. TO APPLY 
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Interested candidates MUST submit a complete application package which includes:  

a. Complete an OF-612 form found directly on the following web site 
http://senegal.usaid.gov under “doing business with USAID – Job Opportunities – 
Application form”) The OF-612 must be signed and those submitted unsigned will be 
rejected 

b. A cover letter of not more than three (3) pages describing how the incumbent’s skills and 
experience fit the requirements of the position. 

c. Applicants are required to provide three (3) to five (5) professional references with 
complete contact information including email address and telephone numbers. References 
should have knowledge of the candidates ability to perform the duties set forth in the 
application and must not be family members or relatives.  

d. Include hard copies of diplomas, certificate or relevant degrees to corroborate the 
curriculum/resume.  

e. Applicants must provide their full mailing address with telephone, facsimile numbers (if 
available) and email address and should retain for their records copies of all enclosures 
that accompany their submission.  

 
All incomplete applications will be rejected 

 
XII. SUBMIT APPLICATION 
 

All the above mentioned documents are REQUIRED and must be prepared in English 
and should be addressed to: 
 
usaiddakar-hr@usaid.gov 

 Attn.:  Samuel Carter    OR Papa Babacar Niowy Senghor  
            Sup. Regional Executive Officer  Human Resources Specialist 
 USAID/Senegal    USAID/Senegal 
    

To ensure consideration of applications for the intended position, please reference the 
solicitation number in the application, and as the subject line in any cover letter and/or 
email, as well as using the address/delivery point specified in this solicitation. 
 
Email subject should be:  Health Communications and Policy Analyst Position 

XIII. CLOSING DATE FOR THIS POSTION:  May 11, 2015 
 

The US Mission in Senegal 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 status, or sexual orientation.  
 

 
Applications must be received by the closing date and time at the address specified in the 
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cover letter or they will not be considered eligible for evaluation or award, unless the 
Contracting Officer determines that the documents were mishandled by the receiving 
agency or there is acceptable evidence to establish that it was received by the 
Government installation prior to the time and date specified in the solicitation. You are 
directed to Federal Acquisition Regulation, Part 15.208 “Submission, modification, 
revision, and withdrawal of proposals” for further information. 

 
The position will be filled subject to availability of funds. 

 
List of REQUIRED Forms  
 
Qualified individuals are requested to submit a U.S. Government Standard Form Optional Form 
(OF) 612.  OF 612 is available at the USAID web site, on www.usaid.gov/forms.  Applicants are 
required to sign the certification at the end of the OF-612. Applications that are received without 
a signature will not be considered for the position. Applicants that submit their application by e-
mail without an electronic signature must send a fax or scanned copy of the signature page in 
order for their application to be considered for this position. Applicants shall submit a résumé or 
curriculum vitae and write a brief appendix to the OF-612 to demonstrate how prior experience 
and/or education and training address the Evaluation Factors listed above.   
 
The following forms shall be completed only upon the advice of the Contracting Officer that an 
applicant is the successful candidate for the job. A prerequisite for employment is a medical 
clearance and completed background investigation that reflects one's qualification for 
employment authorization. 

• Medical History and Examination (08-1843). 
• Questionnaire for sensitive Positions (for National security) (SF-86); or 
• Questionnaire for Non-Sensitive Positions (SF-85). 
• Finger Print Card (FD-258). 

 
References:  
 
Three (3) to five (5) references, who are not family members or relatives with working telephone 
and e-mail contacts are required. The references must be able to provide substantive information 
about an applicant's past performance and abilities.  USAID reserves the right to obtain past 
performance information from any source. If an applicant does not wish for the current employer 
to be contacted as a reference check, this should be stated in the applicant's cover letter and OF-
612.  Reference checks will be made only for applicants considered highly rated. 
 
Benefits and Allowances: 

As a matter of policy, and as appropriate, a USPSC is normally authorized the benefits and 
allowances listed in this section.  [NOTE: A contractor meeting the definition of a U.S. Resident 
Hire PSC, shall be subject to U.S. Federal Income Tax, but shall not be eligible for any fringe 
benefits (except contributions for FICA, health insurance, and life insurance), including 
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differentials and allowances]. 
 
A. Benefits: 
 
(1) Employee's FICA Contribution 
(2) Contribution toward Health & Life Insurance 
(3) Vacation & Sick leave (only earned for actual work days) 
 
B. Federal Taxes: US PSCs are not exempt from payment of Federal Income taxes. 
 
Acquisition and Assistance Policy Directives (AAPD) and Contract Information Bulletins 
(CIBs) pertaining to PSCs. 
 
Please refer to the web site below to find the AAPDs and CIBs that apply to this contract. At the 
home page, please click on Personal Services Contracts. 
http://www.usaid.gov/business/business_opportunities/cib/subtect.html 
 
 
EQUAL EMPLOYMENT OPPORTUNITY (EEO):  The US Mission in Senegal 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 status, 
or sexual orientation. USAID/Senegal 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. 
 
 

Cleared by:   

 

Bryn Sakagawa, Health Office Director: _______________________    Date: ____________ 

 

Samuel Carter, Sup. Reg. Executive Officer: _____________________   Date: ____________ 
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