
  

TITLE OF POSITION: Administrative Assistant  
  

 

 VACANCY ANNOUNCEMENT 

 
ANNOUNCEMENT NO. 15/02 (Corrected) 

 

 

OPEN TO:   ALL INTERESTED CANDIDATES 

 

POSITION:   Environmental Program Specialist 

 

OPENING DATE:    August 16, 2015 
 

CLOSING DATE:    August 30, 2015 
 

WORK HOURS:      Full-time; 40 hours/5 days per week  

 

SALARY: FSN Grade 10 (Rs. 1,686,300/- p.a. to Rs. 2,866,713/- p.a.) plus 

allowances as per the Local Compensation Plan. 

 

 

The United States Agency for International Development (USAID) Mission to Sri Lanka is 

seeking an individual for the position of an Environmental Program Specialist at a FSN-10 

level, on a 40 hour workweek.  

 

BASIC FUNCTION OF POSITION 

 

The incumbent serves as one of two Environmental Program Specialists in the Office of 

Economic Growth (OEG).  The incumbent also serves as an Activity Manager for the Maldives 

Global Climate Change (GCC) team under the OEG and is responsible for assisting the existing 

Agreement Officer’s Representative (AOR) and/or Contracting Officer’s Representative (COR) 

under the Maldives GCC portfolio in the planning, design, implementation, monitoring, and 

evaluation of specific program activities, and for ensuring that program activities are carried out 

in a responsible and timely manner.  

 

MAJOR DUTIES AND RESPONSIBILITIES 

 

Environmental Program Development (35%) 

1) The incumbent serves as one of two Environmental Program Specialists in the Office of 

Economic Growth (OEG).   



2) Serves as an Activity Manager for the Maldives Global Climate Change (GCC) team and 

is responsible for assisting the existing AOR/COR in the planning, design and 

implementation, monitoring and evaluation of specific program activities.  

3) Ensures that program activities are carried out in a responsible and timely manner. 

 

Monitoring (30%) 

1) The incumbent is responsible for assisting the existing AOR/COR in preparing action 

memoranda, procurement documents, and other working-level and high level 

communication with Government of Maldives officials as required for project 

implementation.   

2) The incumbent will also assist the AOR/COR to prepare activity approval and pre-

obligation documentation as part of the activity development process. 

 

Reporting (20%) 

1) The incumbent is expected to travel to program activity sites with the existing AOR/COR 

to conduct monitoring activities and participate in regularly scheduled visits with 

Maldivian government partners. 

2) The incumbent is responsible for assisting the existing AOR/COR to fulfill recurrent 

reporting requirements including input into Operational Plan (OP), Congressional Budget 

Justification (CBJ), and USAID’s portion of the Mission Strategic Resource Plan 

(MSRP), Performance Plan and Report (PPR) and other documents related to the funding 

and performance of current and proposed strategic objectives.   

3) The incumbent is responsible for his/her participation in, and preparing for, the Mission’s 

annual portfolio reviews and strategic planning sessions.  

 

Activity Management/Technical representative (15%) 

1) The incumbent represents USAID/Sri Lanka and Maldives at meetings, workshops and 

conferences organized by USAID, or other organizations.  If called for, the incumbent 

will also be expected to prepare and deliver presentations relating to the environment and 

climate change. 

2) The incumbent works collaboratively as part of a team of Mission staff responsible for 

planning and developing activities for future USAID assistance in the environment and 

climate change sectors.   

3) The incumbent works collaboratively with the existing AOR/COR to provide technical 

guidance to the USAID Mission and program implementing agencies based upon 

thorough technical knowledge of current environmental issues at large.   

4) The incumbent will serve as a USAID point of contact with key leaders in the public, 

private and NGO sectors, including ministerial (federal), provincial, and municipal level 

officers. 

 

 

 

 

 

 

 



REQUIRED QUALIFICATIONS: 

 

a. Education:  Bachelor's degree in natural resources management, ecology, engineering, 

physical, biological or earth sciences, or other relevant disciplines relating to environmental 

protection. 

 

b. Prior Work Experience:  Minimum at least 3 to 5  years of progressively responsible and 

relevant experience in technical, scientific and policy issues in two or more of the following 

technical areas:  i) climate change adaptation/mitigation; ii) integrated water resources 

management, including watershed management; iii) environmental impact assessment; iv) 

biodiversity conservation; v) sustainable natural resources use and conservation, including 

sustainable agriculture or marine/fisheries management; vi) diversified livelihoods for 

natural resource-dependent communities; vii) public policy and financing, including carbon 

financing; viii) environmental regulations and enforcement; or ix) other technical areas 

related to assessing vulnerability to climate change and the design of adaptation and 

mitigation measures in response to projected impacts. 

 

c. Post Entry Training: Programming Foreign Assistance (PFA), Acquisition and Assistance 

Management for CORs/AORS. 

 

d. Language Proficiency:  Level IV English proficiency is required in both speaking and 

reading/writing.  While language skills in Sinhala and/or Dhivehi are not required, it would 

be an added benefit. 

 

e. Job Knowledge:  The incumbent shall obtain professional knowledge and analytical skills 

covering a wide range of development topics in the environmental sector, including an 

understanding of the constraints to the development process, and strategies and tactics for 

addressing constraints, and performance measurement techniques and methodologies.  A 

thorough knowledge of the economic and social issues affecting overall development in Sri 

Lanka and the Maldives, especially in the area of environment is required, or shall be 

acquired quickly upon employment.   A practical knowledge of the implementation of 

environmental concepts, and their associated regulatory aspects is also sought. 

 

f. Skills and Abilities:  The incumbent must have the ability to understand and to operate 

within USAID’s policies and regulations regarding procurement, management, budgeting, 

earmarks, reporting and other aspects of project oversight and management.  He/she will be 

required to be proactive in keeping abreast of evolving guidelines and policies, including but 

not limited to the Automated Directives System (ADS), Mission Orders/Notices, USG 

Procurement regulations, and USAID Program Strategy and Policy Documents. 

 

 

 

 

 

 

 



 

TO APPLY: 
 

Interested applicants for this position must submit the following or the application will not be 

considered:  

 

(1) Universal Application for Employment (UAE) as a Locally Employed Staff or Family 

Member (DS-174); or a current resume or curriculum vitae that provides the same information 

found on the UAE form DS-174.  The UAE form DS-174 or the Resume/CV must be signed. 

 

(2) Any other documentation (e.g., essays, certificates, awards) that addresses the qualification 

requirements of the position as listed above. 

 

You may download the UAE form DS-174 at:  

http://www.usaid.gov/sri-lanka/partnership-opportunities 

 

   
 

 

TO: 

 

The Executive Officer 

USAID/Sri Lanka 

No. 44, Galle Road, Colombo 3. 

 

E-mail your application to: hrcolombo@usaid.gov on or before August 30, 2015. Applications 

received after the closing date will not be accepted. 

 

Applications that do not meet the above requirements WILL NOT be considered by the selection 

committee.  Only those applicants considered by USAID to be in the most competitive range in 

terms of qualifications and experience will be notified for further review in the position vacancy 

selection process. 
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