Administrative Notice

Sana’a, Yemen

 

	February 11, 2008[Change the date and the Number before printing]
	Number: 10/08

	                                                                                                                                                        Subject:  
	Job Vacancy – USAID (Development Program Specialist)

	Distribution:  
	All FSNs


1.
Open to:

All FSNs
2.
Opening date:  
February 11, 2008[Change the date]
3.
Closing date:  

February 26, 2008[Change the date]
4.
Position: 

Development Program Specialist- USAID

5. Workweek schedule: 
Full-Time 40 hours.

6.
Grade/Salary: 

*Ordinarily Resident: FSN-09 (Trainee) US$ 11,921 Starting 





  Salary

*Ordinarily Resident:  FSN-10 (Full Performance Level)

                                                  US$ 14,305 Starting Salary
 NOTE: 
ALL ORDINARILY RESIDENT APPLICANTS MUST BE RESIDING IN

 COUNTRY AND HAVE THE REQUIRED WORK AND RESIDENCY PERMITS  

 TO BE ELIGIBLE FOR CONSIDERATION.

7.
BASIC FUNCTION OF POSITION
This position is located in the Office of the USAID Representative in Sana’a, Yemen.   USAID/Yemen is currently operating under an Interim Strategic Plan that supports a development program focused in remote and very poor rural governorates.  In these targeted areas, USAID’s development efforts support Program Areas (PA) in four sectors: health, education, democracy and governance, and agriculture/economic growth. Specifically, USAID/Yemen funds programs to strengthen reproductive, maternal and child health care; basic education and literacy; food security; jobs in a predominantly agricultural economy, strengthening local councils, and supporting parliament. USAID also makes selected investments at the national level, in consultation with the public and private sectors, and in partnership with other donors, to improve policy and expand options for longer-term sustainable development. 

The incumbent will be part of USAID/Yemen’s Program Office, which consists of three positions: Program Officer, Development Program Specialist, and Financial Analyst. The incumbent is a professional who performs a variety of planning, programming and management duties in support of complex development assistance activities and projects to which s/he has been assigned. The work involves the full range of program and managerial services of sectoral and cross-sectoral scope. The incumbent will report directly to and be under the day-to-day supervision of the Program Officer.  

The overall responsibility of the Program Office is to take the lead on all country policy and strategy development, and country program budgeting and portfolio oversight. The main functions of the incumbent will be to: respond to actions originating from USAID/Washington and USAID/Cairo; lead the activity/program authorization process; implement USAID/Yemen’s Development Outreach and Communications strategy; and backstop three  of USAID/Yemen’s four Program Areas  (PA) teams: Health, Education, and Democracy and Governance.  All three PA teams consist of two members (a Team Leader and Senior Advisor) who manage all aspects of their portfolio: design, budget, strategy and implementation. The incumbent will work closely with the three PAs teams, remain appraised of key issues relevant to the portfolio, participate in key meetings internal and external to the Mission, and participate on site visits to USAID’s targeted governorates. In the absence of a PA team member, the incumbent may have to step in as the replacement. 

The incumbent will also establish and maintain excellent working relationships through participation in group and individual meetings, seminars, and workshops with: 1) bilateral and multilateral donors; 2) non-governmental organizations and implementing partners; and 3) private sector conduct related discussions and negotiations. 

MAJOR DUTIES AND RESPONSIBILITIES:


            % OF TIME
The Program Management Specialist will work closely with the rest of the USAID/Yemen Mission staff and members of the US Embassy in Sanaa to promote the USG’s development assistance program to Yemen.

A.
Lead on Program Office Related Actions:



     40%

1. Assists Senior Program Management Advisor (Program Officer) with Mission-wide Congressional Budget Justification (CBJ), Operational Plan, and Mission Strategic Plan (or the equivalent) submission. 
2. Designs and participates in project assessments, participates in results framework development and review, drafts Mission Performance Plan (MPP) or similar documents required by US Embassy/Yemen 

3. Initiate and follow-up on actions from USAID/W and USAID/Cairo. Actions include answering  strategy, personnel, and program related l inquires that come from USAID/W and USAID/Cairo  

4. Identifies and develops linkages with other donor programs, particularly the World Bank, International Monetary Fund, UNDP and German, Dutch, British, and Japanese bi-lateral programs.

5. Coordinates with the Political/Economic and Public Diplomacy Section with in the US Embassy in identifying strategies and programs for the Middle East Partnership Initiative.
B.
Activity/Program Authorization Process:



     20%

1. Reviews authorization documents such as Activity Approval Documents (such as MAARDS, waivers, and memos to the Mission Director) originating from PA teams to ensure they are completed accurately. 

2. Facilitates and follow up on the clearance of authorization documents through USAID Front Office. If necessary, submits documents to USAID/Egypt Procurement Office and tracks/follows up on their status.

3. Notifies USAID/W of authorization and sends copies of Special Notification and agreement documentation so they are informed. 

4. Represents USAID in donor and other meetings. Provides input as necessary and reports major conclusions to the responsible CTOs and activity managers. Ensures all follow-up actions from these meetings are tracked

5. Alternate Environmental Officer 

C.
Development and Outreach Communications Activities:


    15%
1. Selects and submits periodic success stories to the USAID Representative and Public Diplomacy Section in the Embassy. 

2. Designs the USAID development communications and coordinates its implementation which may include designing brochures, videos, and radio communications products.

3. Arranges public diplomacy trips for senior US Embassy personnel to highlight US assistance programs.

D.
Backstop Health, EDUCATION, and Democracy/GOVERNANCE PA Teams
:








     15%

1. Attend all key PA team related meetings, including monthly meeting with Mission Director and Deputy, particularly those that entail discussion about policy decisions, budget, program design, or proposal review. 
2. When PA technical staff is not available, facilitate and organize regular meetings with implementers to determine the activity status as well as the financial/fiscal status of the project, and initiate and complete any follow-up actions determined necessary in the weekly planning meeting. 
3. Provide guidance to the different PA teams from a Program Office perspective on issues such as budget, strategy and monitoring and evaluation. This includes sharing overall budget issues (e.g., funding cuts to Mission program budget) that may affect the DG or Health portfolios, and assisting PA teams to complete Project Monitoring Records for their activities.
4. Remain appraised of PA team events and issues.
E.
Assist Budget Programming and Obligations Process 

in the absence of the usaid financial officer, the incumbent will be responsible for backstopping the financial officer’s duties, which include but are not limited to:




                    10%

1. Consolidate activity budget for each PA into one integrated Mission procurement plan reflecting for each PA: the amount allowed, obligated total un-obligated, un-obligated management cost, and total available for obligation. 
2. In collaboration with PA teams, facilitate scheduling of obligation document development, an obligation schedule and coordinates with the actions which are related to the Government Agreements and Grants , and request budget allowances in timely fashion
3. Track reservations, obligations, MAARDS and funds availability for agreements
4. Report on obligations, accruals, and expenditures. 
5. Maintain a constant current balance report of USAID/Yemen’s annual OE budget and multi-year Economic Support Funds (ESF) program budgets by PA and for FSNPSC and USPSC contracts, using the Mission’s current Procurement Plan and other available tracking systems such as fund control excel spreadsheet for OE and Program Funds, fund control excel spreadsheet for Program and OE contracts.   
6. Account for the ESF and OE program funds reservation, obligation, recurring obligations and for coordinating all USAID/Yemen funds with Embassy/Sana’a FMO and USAIDF/Cairo. 
8.         Required Qualifications: 
Education (20%): University degree in International Affairs, International Development, Business, or related field is required.

Prior work experience (20%): A minimum of five years of progressively responsible professional‑level experience demonstrating increasing responsibility and leadership required, of which at least three must have been with development assistance or grant programs. Demonstration of managing, analyzing, coordinating, and guiding significant project management efforts is required.

Language proficiency (20%): Written and oral fluency in the English language (FSI Level IV) is required.

Knowledge (20%): Demonstrated planning and programming skills required.  Knowledge of the nature and goals of the development entities, strategies, policies, regulations and procedures is required.  Familiarity with development strategies and the work of international development organizations required.  Thorough knowledge of the priorities in relation to the development of the Yemen economy is also required.  Knowledge of financial and accounting procedures and development outreach and communications is required.

Skills and Abilities (20%): Excellent analytical and conceptual skills to obtain, analyze, interpret, evaluate data and prepare concise and accurate factual and analytical studies and reports are required.  Ability to work in a fast paced, team oriented and collaborative environment is required. Computer skills, especially with word processing, excel, spreadsheet design, e-mail, web research, and presentation software are required.  

POSITION ELEMENTS
Supervision Received:  Under the general supervision of the USAID/Yemen Program Officer, the incumbent independently plans and carries out job responsibilities as described above. Complete reliance is also placed on the incumbent to independently plan and carry out activity management and development duties, and to provide advisory and analytical reporting services to top Mission Management covering several or all sectors of the USAID Program in Yemen.

Exercise of Judgment:  Professional judgment is required in all aspects of work. Includes ability to anticipate program needs; evaluate program/project proposals from a programmatic and strategic perspective; identify and resolve project design and implementation issues and problems in a team context; evaluate the impact of USAID Program Areas on Yemen economic development; prepare scopes of work for, and select consultant teams; and design and manage special studies/analyses of a cross-cutting nature or that address priority development issues.. Also includes ability to understand the full range of programming activities and represent the Mission appropriately and effectively to host country counterparts in the government, private sector and non-governmental organizations.

Authority to Make Commitments: The incumbent will have no independent authority to make any resource commitments or commit USG or USAID funds on behalf of the USG or USAID/Yemen. Within the scope of authority delegated, the incumbent advises on courses of actions and anticipated outcomes. Represents USAID at meetings with private sectors, donors and USG agencies, and has the authority to present and defend USAID and clarify USAID rules, regulations and congressional earmarks/restrictions.  The incumbent influences policies and decisions through negotiations, consensus-building and recommendations, based on a comprehensive understanding of the USAID program and Yemen development problems and priorities and a high level of analytical capability.

Nature, Level, and Purpose of Contacts: Contact with government officials, private sector representatives, and other foreign donor institutions are limited.  

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.

3.  The candidate must be able to obtain and hold a normal security clearance.

TO APPLY

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

1. Application for U.S. 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

Sanaa - Yemen

E-mail address: hrosanaa@state.gov
DEFINITIONS

1. Ordinarily Resident (OR):  A citizen of the host country or a citizen of another country who has shifted the main residency focus to the host country and has the required work and/or residency permits for employment in country.

CLOSING DATE FOR THIS POSITION:  February 26, 2008

An Equal Opportunity Employer

The US Mission in 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.

