
 
 

ISSUANCE DATE: December 4, 2013 
                                                    CLOSING DATE: December 17, 2013 AT 17:00 Hours Accra Time 

                  
SUBJECT:  SOLICITATION NUMBER 624-14-004  
THIRD COUNTRY NATIONAL PERSONAL SERVICE CONTRACTOR  
REGIONAL YOUNG AFRICAN LEADER INITIATIVE COORDINATOR 
 
Ladies/Gentlemen: 
  
The United States Government, represented by the United States Agency for International 
Development/West Africa (USAID/WA), is seeking applications from qualified Third Country Nationals 
interested in providing Personal Services Contractor (PSC) services as described in the attached 
solicitation. The Regional Young African Leader Initiative Coordinator position will be located in Accra, 
Ghana. 
 
Submission shall be in accordance with this solicitation and at the place and time specified.  In order to be 
considered for the position, a candidate must meet the minimum qualifications listed in the solicitation and 
must submit all required documents as indicated in the solicitation. All applications and OF612/SF171 forms 
submitted must be signed. Incomplete and Unsigned applications will not be considered.  
 
All applications packages are to be submitted to: 
  
Via courier Regional Executive Office 
  USAID/West Africa 
  No. 24 Fourth Circular Rd. CT 
  P.O. Box 1630 
  Accra, Ghana 
 
Via email: accrapsc@usaid.gov. Please cite the solicitation number and position title within the subject line 
of your email application. Any attachments provided via email shall be in a format compatible with 
Microsoft Word 2003 or PDF and not zipped. Note that attachments to email must not exceed 3 MB. 
 
Late applications will not be accepted and will be handled in accordance with Federal Acquisition 
Regulations (FAR) 52.215.1.  
 
USAID/West Africa anticipates awarding one (1) Personal Service Contract as a result of this solicitation.  
Please note that this does not constitute any guarantee that a PSC will be awarded as result of this 
solicitation nor does it constitute any authorization by USAID to reimburse costs incurred in the preparation 
of an application.   
 
Any questions on this solicitation should be sent to Vida Aggrey at vaggrey@usaid.gov or the undersigned 
at jascott@usaid.gov.  
 
Sincerely, 
 
Janine Scott 

U.S. Agency for International Development 
No. 24 Fourth Circular Rd. 
P. O. Box 1630, Accra-Ghana 

Tel:  233-30-274-1200 
Fax: 233-30-274-1365 
 

mailto:accrapsc@usaid.gov
mailto:vaggrey@usaid.gov
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SOLICITATION NUMBER :  624-14-004                                                                                                                                                                                                                                                                                                                                                                                                                          
 
ISSUANCE DATE  :   December 4, 2013 
 
CLOSING DATE/TIME  :   December 17, 2013 17:00 Hours Accra Time 
 
POSITION TITLE   :   Regional Young African Leader Initiative Coordinator 
 
MARKET VALUE :  ($71,674- $93,175) the market value for this position is equivalent to 

GS-13 level. Final compensation will be negotiated within the listed 
market value based upon the candidate’s past salary, work history 
and educational background. Salaries over and above the top of the 
pay range will not be entertained or negotiated. 

 
PERIOD OF PERFORMANCE : Two (2) years with option for extension up to a maximum of five years. 

Exercising the options to extend will depend on continuing need of 
services, availability of funds and satisfactory or better performance. 

  
PLACE OF PERFORMANCE :  Accra, Ghana 
 
SECURITY ACCESS:  Must obtain Employment Authorization and medical clearances 

within a reasonable period of time (USAID will provide details 
regarding these clearances to the selected candidate). If such 
clearances are not obtained within a reasonable time or negative 
suitability issues are involved, any offer made may be rescinded. 

         
AREA OF CONSIDERATION:   Open to Third County Nationals. 
 

I. BACKGROUND 
 

The Obama Administration’s Washington Fellowship for Young African Leaders is a long-term effort to 
invest in the next generation of African leaders. The goal of Washington Fellowship is to make a 
sustained investment in a prestigious network of young leaders in order strengthen democratic 
institutions, spur economic growth and cement stronger ties to the United States. 

 
The Washington Fellowship is the flagship program of President Obama’s Young African Leaders 
Initiative (YALI) that aims to further empower and bolster young African leaders through academic 
coursework, leadership training, mentoring, networking, and follow-on support.  The Washington 
Fellowship is geared towards outstanding young leaders who have several years of professional 
experience and a proven record of accomplishment in leading and promoting positive change in their 
organizations, institutions, or communities.   

 
Beginning in summer 2014, the program will bring 500 of Africa’s most promising young leaders to top 
U.S. universities for a 6-week academic and leadership institute in one of three areas: business and 
entrepreneurship; civic leadership; or public management.  Academic study at a U.S. college or 
university will be augmented by workshops, mentorship, and networking opportunities with recognized 
leaders in each field, as well as internships across the U.S. for select fellows.  Fellows will also come 
together in Washington, D.C. for a Presidential Summit at which the participants will have a chance to 
interact with senior U.S. government, business, and civic leaders.   
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The long-term investment in the Washington Fellows will continue beyond the U.S.-based training.   
Upon completion of the program in the U.S., the investment in young leaders will continue in Africa with 
opportunities for networking, continued professional development, and access to seed funding. 
Networking will include local and regional events, where the Fellows can connect with one another 
and other leaders, as well as a vibrant on-line community and global alumni network.  Continued 
professional development opportunities will allow participants to put their newly-acquired skills and 
experiences to use by applying for internships or mentors in business, the public sector and non-
governmental organizations. Washington Fellows will also be able to compete for grants for seed 
capital to expand their ventures, from small businesses to social enterprises. This combination of support 
and networking will continue to build the skills young African leaders need to improve the 
accountability and transparency of government, start and grow businesses, and serve their 
communities. 

 

 Africa-based Activities for the Washington Fellows 
At this point, USAID will lead the effort to provide activities for the Washington Fellows once they return 
to Africa.  Africa-based activities will be focused on networking opportunities, continued professional 
development and access to seed funding for entrepreneurs.  This sustained investment in young 
leaders will enable the Fellows to: develop active and enduring networks among Washington Fellows; 
meet African leaders across sectors, countries and regions; sustain strong ties to U.S. Government, 
business and non-profit leaders; build individual skills and experiences; grow businesses and develop 
social ventures.  Specific activities being planned are: 

 

 Networking Opportunities  
At the country level, Washington Fellows will be included in events on a regular basis.  As they represent 
an important youth voice, Washington Fellows will be invited to mission events, such as presentations 
given by visiting U.S. experts,  focused workshops, U.S. Government (USG) sponsored events in support 
of gender diversity, environmental awareness and women’s health (as examples).  A range of events, 
from informal gatherings organized by the Fellows themselves, to community service events, will be 
encouraged.  Events should include opportunities for Fellows to meet other local leaders and be 
introduced to new leadership networks, such as the U.S. Chamber of Commerce and local business 
and civil society groups.  Ideas for events and other means of engaging Fellows will be shared among 
posts. 

 

Regional events will allow Fellows to interact with other Fellows in their region whom they may not have 
met during the U.S. program, as well as with other African and international leaders from the business, 
government, media and civil society sectors. For example, regional meetings may be organized for 
specific sectors, such as information technology, energy, trade, transportation/infrastructure, or 
finance.  These could include policy and business leaders who provide enrichment seminars for young 
professionals in these fields, across sectors, and be hosted by YALI’s corporate partners. These regional 
events would serve to expand Washington Fellows’ network of experts in their fields and provide 
professional enrichment opportunities.  

 

A continent-wide annual meeting for Washington Fellows will focus on both continued professional 
development sessions and networking opportunities. Prizes for outstanding alumni achievement and 
seed funding for entrepreneurs and community projects may be announced.  Leaders from 
corporations, government and non-profits will be invited. The annual Washington Fellows conference 
will give Fellows the opportunity to network with Fellows from outside their region, creating enduring 
connections with Fellows from around the continent and forming a strong base of sustained alumni 
engagement. 
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A robust website, will serve as a key networking tool. The Washington Fellows website will provide a 
wide variety of information and be continually updated.  It will include information on how to apply for 
mentors or internships; a database of Fellows’ profiles; information on Skype dialogues and webinars; 
information on other training programs and leadership networks; information on regional, continent 
wide meetings; guidelines for applying for seed funding for community projects or for businesses, as 
well as information on incubators and other sources of capital.  It will be linked to the existing YALI 
website as well as the State Department Alumni website.  

 
 Continued Professional Development 

 
Individual Leadership Plans (ILPs) will be developed by each Fellow.  Plans will be initially developed 
during the US-based Institutes. The ILPs will serve as a way of aligning personal goals with specific 
activities in Africa, such as identifying a need for mentors, networking and/or seed funding.  In addition, 
the ILPs will be a helpful tool in tracking and monitoring Washington Fellows’ performance.  USAID’s 
Implementing Partner will assist with development of ILP framework with assistance of Regional 
Coordinators and other parties. 

 
Internships and professional placements will be made available to Fellows on a competitive basis using 
an application process.  It is assumed that many of the Fellows will be employed and not interested in 
internships, although a subset of the Fellows will be very interested in opportunities for exposure to new 
organizations in the private, public and non-profit sector.  Internship opportunities will be identified at 
several levels: primarily by USAID/W, the implementing partner and the regional coordinators, with 
some additional opportunities developed at each post. The internships will vary in terms of duration 
and paying of a stipend; a roster of internships will be accessible on the website.  Examples include 
Microsoft internships in 16 countries and Ethiopian Airlines opportunities in over 40 offices. Matching 
Fellows to internship or placement opportunities and ensuring a quality experience will be a labor 
intensive effort, requiring significant collaboration among parties. The Implementing Partner will have 
overall responsibility for coordination and tracking of all internships.   

 
Mentoring and Coaching: A select number of mentoring opportunities and, in some cases, personal 
coaches, will be provided for Fellows.  Fellows will apply for mentors who will largely be from private 
partner organizations, such as corporations and NGO’s.  USAID/W, the regional coordinators and 
bilateral missions will identify the sources of mentors. The implementing partner will be responsible for 
limited training and guidelines for the mentors in order to ensure consistency and quality.  

 
It is also envisioned that the Fellows will serve as mentors for other young leaders.  This dual mentoring 
effort will serve as a means to expand mentoring to other young leaders and to provide the Fellows 
with community service opportunities.  As mentors, Fellows will be expected to share their experiences, 
their core values, and their vision for the future with those who are in secondary school and/or those 
who do not presently qualify to participate as Fellows. 

 
Virtual Professional Development: The use of webinars and Skype dialogues will provide virtual 
professional development opportunities along the themes of public management and administration, 
business and entrepreneurship, and civic leadership.  For example, the Fellows can form interest groups 
to address specific topics or common challenges, such as access to financing or scale-up.  
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 Seed Funding Opportunities 
Sources of seed funding will be derived through the State Department and the U.S. African Development 
Foundation (USADF).  USADF has launched their Entrepreneurship Grants Program that will include 
competitively awarded grants to the Fellows. The Program will provide seed capital and technical support 
to the Fellows who are tackling business challenges.  With the seed funding opportunities, Fellows will be 
encouraged to create their own networks or organizations to address the needs of their communities, such 
as a small-business incubator or social enterprise.   
 

 Community Service Opportunities 
Washington Fellows will be invited to local community service events and connected to opportunities to 
mentor youth from their communities. The State Department’s Alumni Office will offer competitively 
awarded grants for community based projects.  Fellows will be encouraged to create their own networks 
or organizations to address the needs of their communities.   
 
2.0 BASIC FUNCTION OF POSITION 
As a member of the USAID/West Africa (WA) Regional Program Office, the USAID/WA Regional YALI 
Coordinator will lead a team of support staff and serve as the primary YALI point of contact to coordinate 
with other USG agencies, USAID bilateral missions in the region, and a YALI Coordinator based in the Africa 
Bureau at USAID/Washington. The Regional YALI Coordinator will build relationships with local and regional 
organizations to collaborate on YALI and specific Africa-based follow-on activities for Washington Fellow 
alumni. The Regional YALI Coordinator will work with USAID/WA counterparts on recruiting Fellows; linking 
Fellows to follow-on opportunities; collecting YALI data; and overseeing an implementing partner to 
execute Africa-based activities for the Washington Fellows.  The USAID/WA Regional YALI Coordinator will 
serve as an expert resource and as such, will be expected to stay informed about youth-related programs 
and initiatives in the region including those coordinated by USAID.   
 
3.0 MAJOR DUTIES AND RESPONSIBILITIES 
The Regional YALI Coordinator will serve as the primary point of contact for the Fellows, missions, and 
external partners in the West Africa sub-region. The Regional YALI Coordinator will have responsibilities and 
duties across a range of areas including:  
 

A. YALI Collaboration and Coordination (30%) 
• Primary key point of contact for Fellows, providing ongoing USG connection; 

• Serve as primary liaison to the missions in the West Africa sub-region;  

• May serve as mission point of contact for USAID/West Africa Regional for Africa-based activities;  

• Serve as regional liaison to the planned USAID representative  to the African Union on youth/ 

Washington Fellows issues; 

• Serve as liaison to regional implementing partners or governmental cooperatives (e.g., ECOWAS, 

CILSS, CORAF, IFDC, West Africa Health Organization, and others); 

• Maintain regular and consistent communication with Fellows, regional and bilateral missions and 

the Office of the Coordinator. 
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B. Development of Opportunities for Young African Leaders (45%) 
• Work with local and regional organizations (corporations, non-profits, and public sector) to recruit 

Fellows, identify internships, mentors, and other opportunities; 

• Work closely with local implementing partners or U.S.-based implementing to plan and organize 

regional events to foster networking and professional development opportunities; 

• Encourage sharing regional best practice among posts for Fellows events;  

• Identify and develop partnership agreements, using basic standardized Letter of Intent frameworks, 

to formalize relationships with partners across the region on recruitment, internships. 
 

C. Program Monitoring and Reporting (25%) 
• Maintain a YALI repository system to monitor YALI Fellow’s effectively track the progress and the 

success of the YALI Fellows; 

• Coordinate with USAID’s implementing partner to modify activities (if needed) of individual Fellows 

for professional growth and development; 

• Collect, analyze and evaluate complex data to prepare accurate reports.    
 
4.0 MINIMUM QUALIFICATIONS 
 

• Master’s degree or higher in development studies, economics, social science, business or public 

administration, international development, education, or other relevant training;  

• Excellent written and oral English and French communication skills;  

• Demonstrated experience in operating effectively in cross-cultural environments; 

• Demonstrated ability to manage multiple activities simultaneously and effectively; 

• Strong management and organization skills; 

• Demonstrated teamwork and leadership skills; 

• Demonstrated experience in developing strategic partnerships that benefit youth across public 

and private sectors in West Africa.     
 

The following are desired: 
 

• USG Interagency experience; 

• Demonstrated experience in youth empowerment programs and knowledge of youth issues;  

• Demonstrated experience in gender programming and project development; 

• Knowledge of the private sector in West Africa; 

• First-hand experience in developing youth activities across various sectors;  

• Familiarity with USG policies and procedures; 

• Monitoring and evaluation experience of youth-related programming and projects. 
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     Personal Attributes 

The successful candidate will have: 
 

• Strong interpersonal skills and leadership skills; 

• Demonstrated ability to communicate technical information clearly and effectively to both 

technical and non-technical colleagues; 

• Strong conceptual, analytical, and critical-thinking skills; 

• Diplomatic skills and political sensitivity skills; 

• Positive attitude and ability to interact and engage with multi-cultural groups; 

• Ability to work independently and as a team player.  
 
5.0 EVALUATION CRITERIA  
Applicants meeting the required qualification for the position will be evaluated based on information 
presented in the application and obtained through reference checks. 
 

A. Education (10%) 
Master’s degree is required with significant study in a pertinent field such as development studies, 
economics, social science, business or public administration, international development, education 
(including but not limited to social development, workforce development, vocational education, 
or human resources development).  

 
B. Prior Work Experience (30%) 

A minimum of eight to ten years of relevant professional and progressively responsible experience 
in development assistance, including field experience in vocational education, social 
development activities, or youth employment creation, is required.  
 

• Comprehensive knowledge and 8-10 years of experience in youth development, with a focus on 
youth engagement, education, and workforce development sufficient to develop and advise 
senior-level Agency Administrators on policies and programs for youth and workforce development 
activities, including innovations and new strategic directions.   

 
• Knowledge of theories, concepts, principles, practice and current research in the development, 

implementation and management of youth engagement and workforce development in 
development activities and programs world-wide.   

 
• Deep understanding of positive youth development principles and practices, especially in international 

contexts.   
 

• Demonstrated technical expertise and experience in managing and/or supervising 
programs/projects/activities funded by international donors. Relevant experience working across 
various agencies and donors is especially desirable.  

 
• Solid experience in promoting gender equality and women empowerment.  
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C. Skills and Abilities (25%) 
• High level of proficiency in written communication in order to prepare and coach others in the 

preparation of reports and analytical documents as well as electronic media, training materials and 
evaluations.  
 

• High level of proficiency in verbal communication and ability to serve as leader, facilitator and 
mobilizer. 

   

• Ability to obtain, analyze and evaluate complex data to prepare precise and accurate reports 
and oral briefings of information received.  
 

• Skills sufficient to consult with and lead, orally and in written form, a wide variety of professional leaders 
in the academic, public and private sectors, and governments both in the United States and 
throughout the developing world on initiatives that can effectively impact youth engagement and 
workforce development. 
  

• Skills sufficient to interact productively with individuals of diverse cultural, socio-economic and 
educational backgrounds. 

 
• Proven ability to work independently in a cross-cultural environment under varied working 

conditions, (e.g., tight time frames and schedule of events, diverse interest groups, stressful conditions, 
etc.) to manage program activities;  

 
• Demonstrated experience in developing, strengthening and maintaining cross-country networks.  

This includes a deep understanding of how networks work and function, strong facilitation skills, as 
well as experience with new media and ICTs (i.e. blogging, mobile devices, and social media).   

 
• An ability to work closely with a wide range of people and institutions, including marginalized, 

women, LGBTQ, disabled, rural, and vulnerable populations, as well as grassroots activists, 
policymakers, and representatives across the USG—including, inter alia, the Departments of State, 
Commerce, and Agriculture, and the Peace Corps. 

 
D. Technical Knowledge (20%) 
• Demonstrate a full understanding of the concepts, principles, techniques, and practices, 

substantive and administrative elements of youth programming in sub-Saharan Africa.  
 

• Knowledge of sub-Saharan Africa’s economic, political, social, and cultural characteristics and of 
the history of development assistance activities in the region would be useful.   

 
• The candidate should be able to have a strategic understanding of leadership principles and 

youth concerns in the region.  
 

• Demonstrated computer skills and knowledge of key Microsoft Applications (Word, Excel, 
PowerPoint). 

 
• Knowledge of U.S. Government, and preferably USAID development policies, priorities, strategic 

planning, project planning, budgeting and implementation procedures;  
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• Knowledge of U.S. legislation, policies and programs relating to international development, 
cooperation and assistance; 

 
• Familiarity with financial management, USAID procurement regulations and proven ability to manage 

nationally awarded peer-reviewed grants, contracts and awards, including technical, budgetary 
and human resource management components. 
 

E. Language Proficiencies (15%) 
The applicant is required to read, write and speak fluent English (Level IV) and French (Levels Speaking-
3/Reading-3).  
 
6.0 POSITION ELEMENTS:   
The incumbent is required to understand Mission and Agency-specific policies and procedures which 
govern project activity management.  Oral guidance from the immediate Supervisor and specific detailed 
instructions will be given (when necessary) for carrying out unique assignments.  The incumbent will be 
required to be proactive in keeping abreast of evolving guidelines, policies, and evolving developments in 
promoting improved learning outcomes, particularly for youth activities.  The incumbent will make 
recommendations and play an active role in determining final decisions.   
 

i. Supervision Received 
The Regional YALI Coordinator will receive overall supervision, policy guidance and managerial 
oversight from the USAID/Washington YALI Coordinator and USAID/WA Regional Supervisory 
Program Office Director or designate.  The Regional YALI Coordinator will work closely with other 
Regional YALI Coordinators and the USAID/Washington YALI Coordinator to help establish broad 
objectives for the program. S/he will largely work independently.   

  
ii. Supervision Exercised 

The incumbent is anticipated to supervise a limited number of staff.  S/he will provide technical 
direction, guidance and coaching for the entire team and provide substantial “360” input for the 
performance evaluations of USAID and non-USAID staff.   

 
iii. Authority to Make Commitments/Obligations 

The incumbent is not authorized to make financial commitments on behalf of the USG.  However, 
because of the incumbent’s expertise and standing as a highly qualified professional in his/her field, 
his/her conclusions and recommendations will be taken into account by USAID direct hire 
colleagues who have such decision-making authority regarding funding commitments and 
obligations. 

 
iv. Exercise of Judgment 

The Regional YALI Coordinator must demonstrate sound and mature judgment, particularly when 
presenting USAID policies or positions.  S/he will exercise a high degree of independent judgment in 
providing guidance and assistance to a wide range of regional implementing partners in West 
Africa.  S/he will independently plan, prioritize and carry out the duties and responsibilities of the 
position. The incumbent will be expected to analyze and address problems by applying relevant 
guidance (for management/administrative issues) and evidence-based strategies (for technical 
issues).  The use of initiative, discretion, cultural sensitivity, collaboration and teamwork is expected 
of the incumbent when working with internal and external colleagues and implementing partners 
to resolve challenges for which there may be no clear or immediate solutions.  In the event that no 
formal guidance exists, the incumbent will propose solutions in consultation with his/her supervisor 
and/or other relevant senior colleagues.  
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7.0 OTHER SIGNIFICANT FACTORS 
 

a) Degree of Responsibility for Decision-Making: 
The incumbent will have wide latitude in planning and executing assignments, including 
representing the office in internal and external meetings on matters as per discussions with the 
Regional Program Office. The incumbent will be requested to advice on youth development issues, 
based on professional knowledge and a professional assessment of regional conditions. S/he will 
rely on his/her professional knowledge and integrity, experience and reviewing published 
information on the results, research and other related information obtained on youth development 
in Africa.    

 
b) Guidelines:  

The incumbent must have the ability to understand and operate within USAID’s policies and 
regulations regarding foreign assistance programs.  The Regional YALI Coordinator is expected to 
quickly become familiar with, and be proactive in, keeping abreast of USAID processes, 
procedures and regulations as presented in USAID’s Automated Directives System (ADS) and other 
relevant U.S. Government policies, directives and programmatic guidelines.  Guidance will be 
available to the incumbent from USAID/Washington YALI Coordinator, YALI point of contacts and 
the USAID/West Africa Regional staff.        

 
c) Complexity: 

This is a position of significant complexity.  The incumbent must demonstrate leadership and 
exceptional initiative to effectively engage with other YALI stakeholders across the West Africa 
region.  Given the substantial youth outreach of the initiative in the region, the position requires the 
ability to plan, implement, follow-up independently.  S/he is expected to be highly productive and 
meet tight deadlines.  The ability to operate sensitively and effectively is essential.  S/he must be 
able to devise solutions for situations that may involve conflict between stakeholders, political 
sensitivities, unclear or contradictory policies, weak institutions and extreme poverty.   

 
d) Scope and Effect: 

The incumbent is a Regional Program Office team member and serves to guide the entire YALI 
team in this subject area as well as the USG Agencies and Embassy officials at the highest levels.  
S/he will collaborate closely with the USAID/Washington YALI Coordinator, West African Missions 
and the USAID/WA Regional Program Office Director or designate.  S/he also serves as the point of 
contact for all exterior parties.   

 
e) Personal Contacts: 

Personal contacts include high-level U.S. Government officials with the Bilateral Mission’s YALI point 
of contacts, USAID/Washington YALI Coordinator, African Union YALI Advisor, private sector and 
civil society leaders, the State/Alumni Association, Embassy Public Affairs Offices, U.S. Peace Corps, 
implementing partners and other concerned stakeholders.   

 
f) Level and Purpose of Contacts:  

The incumbent will represent USAID/WA at external meetings with regional implementing partners, 
and other interested or relevant parties.  Meetings range from factual exchanges of information on 
YALI issues, strategies and programmatic guidance, etc. to subjects that could involve significant or 
delicate issues and differing viewpoints, goals or objectives. 
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g) Physical Demands/Work Environment: 

This is a moderate physically demanding position.  The incumbent will be physically located at the 
US Embassy USAID Building in Accra and will be expected to attend meetings and events related to 
the YALI program on a frequent basis, in Accra and the West Africa region.   

 
8.0 MEDICAL AND SECURITY CLEARANCE REQUIREMENTS 
 
Note that a successful candidate will not be able to commence work until the following requirements are 
met: 

 
i. The successful applicant must be able to receive an employment authorization.  For TCNs, this will 

be handled by US Embassy RSO upon submission of requisite forms.   
 

ii. The successful applicant must receive medical clearance. Details of how to obtain US Department 
of State Medical Unit medical clearance will be provided once a job offer is made and accepted. 

 
9.0 PAST PERFORMANCE EVALUATION  

 
Interested applicants are advised that USAID/West Africa will conduct reference checks and request input 
from past employers concerning applicants’ past work performance, technical knowledge, required skills, 
including teamwork and team-building experience. USAID/West Africa may also require a written test 
and/or writing samples. 
 
10.0   INSTRUCTIONS TO APPLICANTS:   
 
Interested individuals are required to submit the following: 
 

• fully completed and hand-signed copy of an Application for Federal employment (SF-171) or an 
Optional Application for Federal Employment Form (OF-612), forms are available at 
http://www.usaid.gov/forms/.  
 

• cover letter and a current resume/curriculum vita (CV).  The CV/resume must contain sufficient 
relevant information to evaluate the application in accordance with the stated evaluation criteria.  
Broad general statements that are vague or lacking specificity will not be considered as effectively 
addressing particular selection criteria.   

 
Applicants must provide a minimum of three and a maximum of five references within the last five years of 
the applicant’s professional life from individuals who are not family members or relatives.  Three references 
must be from direct supervisors who can provide information regarding the applicant’s knowledge of 
contracting work.  Applicants must provide e-mail addresses and/or working telephone numbers for all 
references.   
 
All applications and OF612/SF171 forms submitted must be signed. Incomplete and Unsigned applications will not be 
considered.  
 
Forms outlined below can found at: http://www.usaid.gov/forms/ 
 
1. Standard Form 171 or Optional Form 612. 
*2. Contractor Physical Examination (AID Form 1420-62). * 
*3. Questionnaire for Sensitive Positions (for National Security) 
     (SF-86), or * 
*4. Questionnaire for Non-Sensitive Positions (SF-85). * 
*5. Finger Print Card (FD-258). * 
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* Forms 2 through 5 shall be completed only upon the advice of the Contracting Officer that an applicant 
is the successful candidate for the job. 
 
11.0  ADMINISTRATIVE REQUIREMENTS AND LOGISTICAL SUPPORT: 
 
As a matter of policy, and as appropriate, a TCN-PSC is normally authorized the benefits and allowances as 
per Mission Order and AIDAR Appendix J. AIDAR Appendix J can be found at: 
http://www.usaid.gov/policy/ads/300/aidar.pdf and Mission Order at 
http://agh2k3fpsaccr02:8080/accra_aid/intranet/notices/index/15      
 
TCN positions in Ghana are not covered by the ICASS service provider/USG housing pool system.  
Therefore, in lieu of government provided housing TCN PSCs are eligible for a housing allowance. TCN PSCs 
will be allowed an amount for rent equal to the post rental ceiling set by Overseas Building Operations.  
Other allowances in support of housing costs include a furniture and appliances allowance; a generator 
allowance; and a residential expenses allowance.  Full details are available upon request.  Shipment of a 
POV however is not covered under the contract. 
                                       
12.0 ACQUISITION AND ASSISTANCE POLICY DIRECTIVES (AAPDs) contain information or changes pertaining 
to USAID policy, regulation and procedures concerning acquisition and assistance including Personal Service 
Contracts. Please refer to the USAID website 
http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/ to locate relevant AAPDs. 
 
13.0  ALLOWANCES: PSCs are also eligible for allowances listed in the Standardized Regulations Government 
Civilian Foreign Areas Sections cited below – as applicable. 
 
1. Temporary Lodging Allowance (Section 120) 
2. Living quarters allowance (Section 130) 
3. Post (Cost of Living) Allowance (Section 220) 
4. Supplemental Post Allowance (Section 230)(Currently 35% for Accra) 
5. Separate Maintenance Allowance (Section 260) 
6. Education allowance (Section 270) 
7. Educational Travel (Section 280) 
8. Post differential (Chapter 500) )(Currently 20% for Accra) 
9. Payments during Evacuation/authorized Departure (Section 600) 
10. Consumables Allowance 
 
 
 

(END OF SOLICITATION) 

 
 
; 
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http://www.usaid.gov/policy/ads/300/aidar.pdf
http://agh2k3fpsaccr02:8080/accra_aid/intranet/notices/index/15
http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/
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