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FROM THE AMERICAN PEOPLE






USAID/India is accepting applications for the following Foreign Service National (FSN) Personal Services Contract position.  This position is being advertised at the full performance level and at two trainee levels.  Only one position will be filled.  Requirements for each level can be found on the USAID/India web site - http://www.usaid.gov/india/careers
Advertisement No.
:
USAID/14-11
Reference

:
Advertisement No. USAID/14-11T1 and 14-11T2
Position Title

:
Acquisition and Assistance Specialist
Number of positions
:
One (1)

Office


:
Regional Office of Acquisition & Assistance (ROAA)
Grade


:
FSN-11 – Full Performance Level

(The position will be filled at the appropriate grade level depending on the qualifications of the selected candidate)
Location

:
The position is based at New Delhi
Education
:
Bachelor’s degree is required.
Experience
:
Five to six years of progressively responsible professional acquisition/ assistance experience is required.  
Duties           :
The Acquisition and Assistance (A&A) Specialist will serve as a principal assistant to the U.S. Regional Contracting/ Agreement Officer (RCO/RAO) and provide advice on U.S. acquisition legislation, policies, regulations and procedures, as well as those in effect in the countries served. The incumbent will report to the Supervisory Contracting Officer. 

Broadly the incumbent’s responsibilities will include:
a. The Specialist serves as the principal assistant to the RCO/RAO, and manages office workload requirements in support of India and Sri Lanka programs which contain varied and complex country programs characterized by high funding levels of about US$130M for India and US$30M for Sri Lanka.  The portfolio of acquisition and assistance instruments in India support programs Population/Health & Nutrition, Energy & Environment, Social Development and Economic Growth.  The portfolio of acquisition and assistance instruments in Sri Lanka support programs in Conflict Resolution, Economic Growth, and Transition Initiatives.  In addition to program funded procurement, the incumbent supports operational expense (OE) purchases for client missions whenever these are complex in nature or above the EXO's warrant.  S/he is responsible for all phases of a procurement process, from preparing solicitation, negotiation, award and contract close-out.  In this regard, S/he keeps senior Mission management informed on all A&A matters, new policies, U.S. legislation, Executive Orders, Federal Regulations and how these may affect USAID A&A instruments; provides innovative ideas or solutions to situations/problems encountered on a daily basis; provides A&A support to other FSN A&A Specialists/AO Teams during peak workload periods; and, manages the federally-mandated FAC-C program including planning and performing on-the-job training assignments to ensure successful completion of the required competencies. 
b. The incumbent manages the acquisition and assistance process, ensuring team compliance with USG and USAID regulations and policies. As a core team member of the different Assistance Objective Teams (AO) in India and Sri Lanka, participates in meetings (including telephone conferencing) and assists in strategic and procurement planning and provides guidance and instructions on Federal and USAID regulations, policies and procedures to mission personnel and recommends procurement and financing alternatives vis-à-vis appropriate instrument/contract type to achieve AO Team goals.  S/he is responsible for the A&A management of the USAID/India and USAID/Sri Lanka portfolios and as such, provides guidance and support throughout the procurement planning in finalizing AO procurement plans; recommends alternatives and preferable types of instrument (e.g., fixed price, cost reimbursable, delivery orders, grants or cooperative agreements); provides comments/recommendations to ensure completeness and appropriateness of statements of work/program descriptions/technical specifications, justifications, source selection criteria, other necessary approvals, waivers, deviations, etc. before providing clearance to Global Acquisition and Assistance System (GLAAS) request; prepares complex solicitation documentation, such as Requests for Proposals (RFP) and Requests for Applications (RFA), as appropriate, and ensures compliance with Federal publication requirements.  S/he is responsible for the procurement of a variety of goods and services ranging in complexity from commercial item purchases to multimillion dollar technical assistance acquisition and assistance instruments.  The Specialist coordinates with AO Teams and supervises the development and execution of contractual documentation for the solicitation and technical evaluation phases; conducts in-depth cost analysis of business proposals, including such aspects as evaluating technical approaches vis-à-vis proposed cost, reviewing audit reports, forecasting pricing trends, evaluating economic factors, applying weighted guidelines for determining profit/fee and evaluating overhead and general and administrative expenses; determines the competitive range and develops the USG negotiation strategy; advises contractors, recipients, and AO Team members on Federal regulations and Agency policies and procedures; conducts negotiations with U.S. and local private sector, including for-profit and not-for-profit organizations, colleges, universities, other USG agencies and Public International Organizations to reach mutual agreement on the terms and conditions of acquisition and assistance instruments; performs pre-award survey assessments of local NGOs before receiving USG funding and coordinates with the Office of Financial Management throughout the pre-award survey process.  The Specialist recommends to the RCO/RAO responsibility determinations; recommends awards valued at millions of dollars, and prepares the contractual documentation for signature of the RCO/RAO; prepares the memoranda of negotiation, organizes pre- and post-award debriefs, documents the debriefs, etc. 
c. The incumbent administers A&A instruments in accordance with USG regulations and Agency policies.  As a core AO team member, provides technical and sound advice to Contracting Officer Representatives/Agreement Officer’s Representatives (CORs/AORs) regarding oversight of contract management/assistance administration within the award terms and conditions and the parameters of a delegation of COR/AOR authority.  The Specialist provides interpretation of contract clauses or standard provisions, procurement policies and provides guidance pertaining to waivers and other justifications to CORs/AORs and implementing partners; conducts post award orientations to clarify issues on award requirements such as billing procedures, delivery schedules, terms and conditions, reporting requirements; reviews and makes determinations regarding consent to subcontract and approval of key administrative actions; works closely with the Office of Finance Management, the Regional Inspector General (RIG) and the Resident Legal Officer to resolve issues associated with claimed costs, audit findings, fraud, disallowance of costs, organizational conflict of interest, contractor or recipient personnel issues, home or field office questions, etc. and recommends corrective action to be taken to remedy the situation or contract termination, when warranted; monitors contractor performance through review of progress reports, telephone conversations, correspondence, site visits, etc. for compliance with award terms and conditions; provides guidance and training as required to contractor personnel and USAID personnel regarding A&A requirements and regulations; negotiates extensions, price adjustments and modifications to contracts; prepares determinations and findings relative to negotiated actions and coordinates contractor’s requests for deviations; maintains contract files and records, prepares reports, as required; manages the contractor performance evaluation process to ensure compliance with the Federal Acquisition Regulation (FAR); analyzes questioned costs to determine allowability; provides follow-up on audit recommendations, including researching the finding and recommending corrective action for audit closure; and, reviews completed official award file to determine that all contractual actions are satisfied and that there are no pending administrative actions to be resolved, that all file documents are signed, that there are no litigation actions pending and that the award is complete in every respect and ready to be administratively closed. 
d. The Specialist coordinates contracting activities with other USG agencies, public international organizations; requests audit reports of pre-award surveys from the Office of the Inspector General, the Defense Contract Audit Agency or Office of Acquisition and Assistance (M/OAA/CAM); obtains clearances from the Small Business Administration for requirements set-aside for small, minority and disadvantaged businesses; and, provides advice and assistance to AO Teams on the adequacy of contracting process/documentation; cost analysis and negotiation of  bids/proposals. 
Language                   :
Fluency (Level IV) in English and Hindi is required.
Knowledge
:
Expert knowledge of contracting rules and regulations; detailed and advanced understanding of local labor policies and trends in the local labor and commercial markets; an advanced understanding of the global market, and good working knowledge of international and local business practices is required.
Ability & Skills          :       
Excellent analytical skills; ability to anticipate and evaluate actions/outcomes in work statements, program descriptions and independent government cost estimates; ability to speak authoritatively; excellent negotiation skills; ability to absorb a great deal of data and recall the information to interpret and apply to real life situations; excellent organizational/time management skills; ability to manage multiple duties effectively with minimal supervision; excellent interpersonal skills; ability to analyze evaluation of contractor performance against stated criteria and numerical ratings; and excellent writing and computer (MS office) skills are required.
Opening Date for

Applications
:
 June 24, 2014
Closing Date for

Receipt of applications:
 July 15, 2014 at 17:00 hours

To Apply: 

1. Interested applicants must apply on Universal Application for Employment (UAE) as a Locally Employed Staff (DS-174) (attached). Please note: Must answer all the questions in DS-174 application form.
You may also click the link below to access the above form: 
http://www.usaid.gov/sites/default/files/documents/1860/ds174_0.pdf
Applications not submitted in the specified form will not be accepted.

2. Submit print copies of applications to:



Human Resources




United States Agency for International Development




U.S. Embassy




Shantipath, Chanakyapuri



New Delhi – 110 021
Or
  

Electronic Submission to: indiaper@usaid.gov
3. Applicants must specify the advertisement number and position title in Column 1 of the Employment Form.  Applications without reference to a specific advertisement number will not be accepted.
Note:

This position is being advertised at the full performance level under vacancy number USAID/14-11 and two trainee levels: vacancy numbers USAID/14-11T1 and 

USAID/14-11T2.  After reading the requirements for each level of this position, applicants must clearly indicate on their application under which vacancy number they wish to be considered.  Requirements for each level can be found on the USAID India web site.

Notes:

Probationary Period: FSN employees currently serving their probationary period or with less than one year of USG service are not eligible to apply. Employees desiring a change after the initial probation period will be required to be in their present position for not less than 120 days.

Compensation: The selected individual will be compensated in accordance with the Local Compensation Plan for Foreign Service National (FSN) employees.  
Applicants living outside New Delhi / NCR should note that if selected for the position, no resettlement travel or housing is associated with the position.  It would be the candidate’s responsibility to travel to New Delhi in a timely manner for the pre-employment clearances.

Age Requirement: Consistent with local law, customs, and practices, the separation/ retirement age for Foreign Service National (FSN) employees is 60 years.

Equal Employment Opportunity: It is the policy of the United States Government to ensure equal employment to all persons without regard to race, color, religion, caste, sex, national origin, age, disability, or sexual orientation.  

Due to a high volume of anticipated applications, only short-listed candidates will be notified.  
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