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TO:


ALL INTERESTED CANDIDATES
SUBJECT:

RECRUITMENT FOR 



ONE “SHIPMENT & CUSTOMS ASSISTANT” WITHIN USAID/MADAGASCAR, EXECUTIVE OFFICE
METHOD OF

TWELVE (12) MONTHS PERSONAL SERVICES CONTRACT 
EMPLOYMENT:
RENEWABLE, SALARY EQUIVALENT TO GRADE FSN-8 

APPLICATION 
CLOSING DATE:
September 18, 2015
​​​​​​​​​​​​​​​​​​​​​​
The U.S Agency for International Development (USAID) Mission in Madagascar is soliciting expressions of interest from qualified candidates to serve as a Shipment & Customs Assistant with the Executive Office. The contract is for an initial period of one (1) year subject to renewal based on annual performance review, continuing need for the services, and availability of funds.
BASIC FUNCTION OF THE POSITION

The position of Shipment and Customs Assistant is located within the Executive Office (EXO) of USAID/Madagascar and is under the direct supervision of the Deputy Executive Officer.  The incumbent arranges for and facilitates the incoming/outgoing shipment and customs clearance of USAID-program’s significant quantity of commodities and supplies required for project implementation as well as for the eligible implementing partners’ (IP) household and personal effects and privately owned vehicles (POV).  S/he provides guidance and assists expatriate IP key personnel with the registration, licensing, sale or purchase of official vehicles and POVs under temporary admission regime.  S/he assists IPs in obtaining tax repayment and visas extensions.  S/he serves as the Mission’s go-to person for any customs and shipments issues.  S/he would rely heavily on his/her interpersonal skills, knowledge of the administrative procedures associated to shipping and customs, and relationships developed in the various offices, ministries, companies, etc.
MAJOR DUTIES

Shipping and Customs





Ensure that supplies, materials, vehicles and equipment introduced into or acquired in Madagascar by USAID’s eligible contractors and implementing partners, used in connection with USAID programs, are exempt from taxes on ownership, on use of the property and any other taxes, in compliance with agreements in force between the US Government (USG) and Government of Madagascar (GOM), U.S. regulations and directives, and Malagasy Customs Code and pertinent laws and regulations.  Incoming shipments may include commodities such as rice, corns, oil, plastic sheeting, contraceptives, bed nets, drugs and medical equipment, office equipment, etc. for program use.

Arrange and expedite importation of personal effects such as POVs, household equipment (HHE), Unaccompanied Baggage (UAB) and consumables belonging to program’s key personnel (expatriates) and their eligible family members as well as export from Madagascar of these personal effects and POV at the completion of individual assignments in Madagascar.

Prepare and ensure the timely processing of all documents required by USAID’s authorized contractors and implementing partners to clear incoming shipments. 

Liaise with the customs broker or forwarding agents in facilitating the clearance of inbound shipments at the port/airport of entry. 

Establish and maintain good work relationships with officials of the Foreign Affairs Ministry, customs and immigration, airport management and other government organizations as well as transport and freight forwarding operators in furtherance of the daily requirements of the USAID program’s implementing partners.  

Serve as the go-to person for issues pertaining to shipping and customs procedures.  

Vehicles in Temporary Admission



Provide guidance and assist USAID implementing partners and its expatriate key personnel with the registration, licensing, purchase, and the documentation required for temporary admission for official vehicles and/or privately owned vehicles.

Upon completion of any USAID program, follow-up with the Contracting/Agreement Officer Representative (C/AOR) on the disposal plan of motor vehicles (cars, trucks, motorcycles, etc.).  If needed, register turned-in motor vehicles under USAID name until their transfer to follow-on programs.  Maintain files of those vehicles. Monitor the expiration of temporary admission and initiate the renewal.

May assist implementing partners’ key personnel with the sale of their motor vehicles to ensure that the regulations in force with regards to duties, fees, and taxes are applied when vehicles are not re-exported (sold or transferred).  

Provide semi-annual (or more frequently if needed) reports to the supervisor/Executive Officer with status of temporary admission.

Tax Repayment





Assist USAID’s eligible contractors and implementing partners in obtaining tax repayment thru the local government system in force such as the Public Investment Program (PIP), covering Duties and Taxes for Import (DTI) and Value-Added Taxes (VAT) for local purchases.

Process the request for tax exemptions in compliance with customs procedures and regulations in force.

Visas Requests  



 

Ensure timely processing of visa extensions for USAID implementing partners’ key personnel (expatriates) and eligible family members in compliance with GOM’s procedures.  Prepare diplomatic notes, submit the request to the Ministry of Foreign Affairs and follow through.  Report any issue to the Executive Officer.

Maintain official files in order.

Keep abreast of changing laws, regulations, requirements and procedures in connection with shipping and customs clearance, temporary admission of vehicles, visas processing and related areas.  

Recommend solutions to the USAID Executive Officer/Embassy Management Officer should problems arise in his competency, and perform other duties in relation with shipment and customs as assigned or required.

REQUIRED MINIMUM QUALIFICATIONS AND SELECTION CRITERIA 

a. Education:
  
Minimum of two years of academic post-secondary school studies or university studies in accounting, administration, law, management, or liberal arts required.
b. Prior work experience:  
Three years of progressively responsible experience in customs clearance, freight broker and transportation or a closely related field is required.
c. Language proficiency 
A good working knowledge of English (level III) and French (speaking, reading and writing) is required:  at this level an employee is required to have a good working knowledge of both written and spoken English. The employee should be able to read and understand agency regulations, operating instructions, memoranda, and related material concerning the field of work, to prepare correspondence and standardized reports, and to communicate effectively with English speaking staff members and the general public, including both English speaking and non-English speaking persons.
Fluency in Malagasy language is required.
d. job knowledge:
· Detailed knowledge of or ability to easily understand detailed  knowledge of USAID and the department of state regulations and   procedures governing the shipment of household and personal   effects, POV, and other US government property;
· A detailed knowledge of the host country's customs clearance regulations and procedures including trade net;  
· A good knowledge of the abilities, general procedures, and quality of work of local shipping carriers and transfer companies; 
· A good knowledge of host country transport procedures by air/sea/routes, and emigrations/immigration procedures is required.
e. Skills and abilities:  
The employee must be tactful, yet effective, in dealings with host country customs officials and other officials, and with officials of shipping, packing, and transfer companies, and with US citizen personnel.  Computer skills are required. S/he must have excellent organizational and prioritization skills.
Additional Selection Process and Criteria

· This vacancy is open exclusively to interested candidates residing in Madagascar.  Non-Malagasy candidates must have the required Malagasy work and residency permits to be eligible for consideration;
· It is essential that candidates address the required qualifications above in the application;  
· Current USG employees serving a probationary period are not eligible to apply.  
INSTRUCTIONS FOR APPLICANTS

Interested applicants for this position MUST submit the following, or the application will not be considered:

1) A cover letter, in English, which specifically addresses each of the selection criteria. The cover letter should provide more details about how the applicant’s skills and prior experience make him/her qualified for the position;

2) Completed and SIGNED Federal form AID 302-3: 
This form is mandatory and is available at USAID website:  

http://www.usaid.gov/madagascar/work-with-us/careers and at US Embassy Consular Service entrance (opposite to “Leader Price”), Route Digue, Lot 207 A, Point Liberty, Andranoro Antehiroka, Antananarivo;
3) Curriculum vitae (CV) or resume, in English, with your telephone number and e-mail address;
4) Photocopies of relevant education evidence and certificates demonstrating that the applicant meets the minimum requirements. Applicants are encouraged to submit photocopies. Originals will not be returned;
5) Applicants are required to provide at least three (3) references with complete contact information, including e-mail address and telephone numbers, who are not family members or relatives. The applicant’s references must be able to provide substantive information about his/her past performance and abilities.  Reference checks will be made only for applicants considered as finalists. If an applicant does not wish for the current employer to be contacted as a reference check, this should be stated in the OF-612 form.  The interviewing committee will delay such reference check pending communication with the applicant.  
CLEARANCES
The selected individual must obtain medical and security clearances before starting work. USAID/Madagascar will assist in this matter.
SALARY

The position is classified at FSN-8 Grade.  Salary will be paid in accordance with USG Local Compensation Plan.  Based on the selected candidate’s experience, and at the discretion of USAID/Madagascar, s/he may be hired at FSN-7 “trainee” level for the first year of employment. After one year, promotion to FSN-8 will be subject to successful performance.  Promotion to the target FSN-8 grade level is mandatory, and failure to achieve the required level of performance is a basis for dismissal.  
APPLICATION CLOSING DATE
Submit your application by Friday, September 18, 2015 to the
e-mail address: AntananarivoUSAIDHR@usaid.gov
Please put as subject: “PERNOT 2015-02 [your name]”
Your application package should not exceed 2 attachments, which should be in Adobe Acrobat Reader format (.pdf) and/or Word format (.doc or .docx) ONLY. 
TO BE CONSIDERED, applications must include ALL the required documents and information, and be received at USAID e-mail box by the above deadline.

EEO/AA: USAID IS AN EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER AND 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.   
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