Administrative Notice

Sanaa, Yemen

	November 08, 2009
	Number:84/09


 COMMENTS  \* MERGEFORMAT 
	Subject:  
	Job Vacancy (Cultural Advisor/Program Developer)

	Distribution:  
	All Interested Candidates


OPEN TO:

All Interested Candidates
POSITION:

Cultural Advisor/Program Developer
OPENING DATE:
November 8, 2009

CLOSING DATE:
November 21, 2009
WORK HOURS:
Full-time; 40 hours/week

SALARY:

*Ordinarily Resident: 
- FSN - 10 (Full Performance Level) US $ 15,457 per annum Starting Salary 
NOTE:  ALL ORDINARILY RESIDENT APPLICANTS MUST HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION.

The U.S. Embassy, Sana’a is seeking an individual for the position of a Cultural Advisor/Program Developer within its organization.
BASIC FUNCTION OF POSITION
The incumbent assists in developing the country program plan by recommending specific projects which can contribute to the achievement of U.S. policy objectives in host country, establishes guidelines for directing activities in support of these plans, and monitors program implementation; assists in developing a list of key host country leaders and maintains personal contacts at the mid to high level; plans, supervises and monitors work of subordinates; coordinates program.
MAJOR DUTIES AND RESPONSIBILITIES: 
Program Development and Implementation
40%

· Provides substantive program direction recommendations to MIST-YM for use in developing the annual program plan in accordance with MSP goals and objectives.

· Assures that MIST-YM programs maintain applicability to and cultural sensitivity of the culture of the host nation. This includes examining proper local and national protocol, reconciling programs to existing customs, informing MIST-YM team of proper etiquette to be followed, ensuring that any symbols or phrases used in media campaigns are relevant and culturally sensitive.

· Assures that MIST-YM programs are working in synchronization with similar programs in other US agencies including USAID, PAO, and DOD. 

· Monitors the effectiveness of all MIST-YM programs and offer suggestions on improvement based off of measures of effectiveness.

Implementing Partner Development and Personal Contact



40%

· Identify local and international non-governmental organizations that could serve as potential implementing partners for MIST-YM programs. 

· Assist in securing meetings and building relationships with these organizations. Acting as primary interpreter for all meetings held with NGOs, local contractors, and ROYG officials.

· Maintain personal contacts on a medium to high level.

Translate/Interpret  
20%

· Acts as primary translator for any business related documents.

· Acts as primary interpreter for all business related activities conducted by MIST-YM

QUALIFICATIONS REQUIRED
A.
Education: 

 University degree in political science, social science, international affairs, American studies, or liberal arts is required.  A master’s degree in any of these fields of study is preferred. 

B.
Prior Work Experience:
Three to four years of experience in program management is required for the position. The job holder fits the requirement as three years of experience has been achieved. Prior employment or experience in working with NGOs is favourable.

C. Language Proficiency 
Level IV English (fluent) in both spoken and written English and Arabic.

D. Job Knowledge: 

The Job Holder needs to have an advanced knowledge of how to work in organizations similar to the PAS in DOS or USAID. The Job Holder must be from Yemen and have an advanced understanding of the dynamics that affect each governorate and the politics of the nation. An advanced understanding of different tribal dynamics will also be preferred. The Job Holder should also be able to operate on a high level diplomatically. The Job Holder should understand the purpose and dynamics of creating message-based programs using the human networking terrain to influence behaviour.

E.  Skills and Abilities: 

Ability to develop and maintain contacts at high levels in cultural, government, media and educational circles; advanced writing skills with the ability to convey complex ideas to both Yemeni and American audiences; advanced oral communication skills with the ability to convey complex ideas to both Yemeni and American audiences; expected to use an extensive range of contacts with high level influential leaders in skillfully addressing public diplomacy issues; excellent management skills to prioritize and organize a complex work schedule; expected to act as manager for complex programs involving multiple non-governmental organizations; expected to be able to securely maintain accurate program records in a locked file. While information in programs is considered unclassified, it is must be considered sensitive in nature. 

ADDITIONAL SELECTION CRITERIA
1.  Management will consider nepotism/conflict of interest, budget, and residency status in determining successful candidacy.
2. Current employees serving a probationary period are not eligible to apply.

TO APPLY

Interested candidates for this position should submit the following:

1. Application for Federal Employment (SF-171 or OF-612); or
2. A current resume or curriculum vitae that provides the same information as an OF-612; plus
3. Any other documentation (e.g., essays, certificates, awards, copies of degrees earned) that addresses the qualification requirements of the position as listed above.

SUBMIT APPLICATION TO

Human Resources Office (or Admin Office)

P.O.Box 22347

E-mail address: hrosanaa@state.gov
CLOSING DATE FOR THIS POSITION:  November 21, 2009
 An Equal Opportunity Employer

The U.S. Mission in the Republic of Yemen 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.  The Department of State 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.

Drafted: 
HR: AAbdulsalam
Cleared:
PAO: GPitchford
Approved: 
A/MO: GCampbell 
