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VACANCY ANNOUNCEMENT


ANNOUNCEMENT NUMBER – 096-09
OPEN TO:
US Citizen Eligible Family Members (USEFMs), Member of Household (MOH) – All Agencies,
and All Qualified U.S. Citizens.
POSITION:
Acquisition and Assistance Administration and Close-out Specialist, GS-11 

                   
(Salary Scale: $49,544 - $64,403 annually.



 

Depending on qualifications and experience,


           

the incumbent may be hired at a lower grade.)
LENGTH OF HIRE:       The Personal Services Contract (PSC) will be for one year, with possible extension(s).  Extension(s) will be contingent on satisfactory performance, continued need for the services, and subject to the availability of funds.  

OPENING DATE:

November 17, 2009
CLOSING DATE:

December 3, 2009 (before 4:30 p.m.)



WORK HOURS:

Full-time; 40 hours/week

The United States Agency for International Development (USAID) in Dhaka is seeking a US Citizen Eligible Family Members (USEFMs), Member of Household (MOH), and qualified U.S. Citizens with valid work permit for employment in country for the position of Acquisition and Assistance Administration and Close-out Specialist in the Acquisition and Assistance Office.


BASIC FUNCTION:  
Serve as the Mission’s Acquisition & Assistance Administration & Closeout Specialist responsible for administration of Acquisition and Assistance (A&A) awards and for closing out of all direct A&A awards for USAID/Bangladesh.  Process all Contractor Performance Reports (CPRs) for USAID/Bangladesh.

MAJOR DUTIES AND RESPONSIBILITIES: 

· Identifies expiring acquisition and assistance awards from the current active awards database.  Independently reviews award files three months prior to expiry of the awards and follows up with the responsible USAID Contracting Officer’s Technical Representatives (COTR) or Assistance Officer’s Technical Representatives (AOTR), contractors/recipients on the receipt of all deliverables and reports, payments, refunds/rebates due to the US Government, and final voucher and overhead rate adjustments, if needed.  Initiates closeout actions in accordance with the Agency’s closeout procedures, by going through a checklist with the COTR/AOTR to verify that all deliverables and reports have been received and all technical requirements have been met; contacting the contractor/recipient to ensure that all property disposition has been completed and invoices have been submitted; working with the Office of Financial Management at USAID/Bangladesh to reconcile expenditures and unliquidated balances for deobligation; and completing the A&A part of the checklist certifying that all performance and financial requirements including finalization of the Negotiated Indirect Cost Rate Agreement have been met and the A&A instrument is ready for final close-out.  Coordinates with the concerned offices to provide the required information required, analyzes and verifies the accuracy and completeness of the information and prepares and distributes the Closeout Completion Statements.  Completes the procedures for closing out awards in accordance with the Federal Acquisition Regulations (FAR), USAID Acquisition Regulations (AIDAR), USAID Acquisition and Acquisition Policy Directives (AAPDs), applicable regulations on assistance (22 CFR 226), Mission Orders and USAID’s Automated Directives System (ADS).

· Reconciles Letter of Credit accounts between Office of Financial Management (OFM) in USAID/Bangladesh and M/CFO/CMP in USAID/Washington to ensure correct amounts are deobligated upon closeout. Also reconciles accounts between OFM and recipient/contractor to ensure that correct amounts are deobligated.



· Meets with contractors and recipients to resolve outstanding issues related to closeout.  Makes an independent judgment to recommend to the cognizant Contracting Officer (CO) /Agreement Officer (AO) whether or not a Bill for Collection should be issued to the contractor/recipient.  Makes an independent judgment to recommend to the CO/AO whether or not a Bill for Collection should be written off by the Mission.

· Maintains a tracking system on status of all outstanding audits conducted by USAID/Bangladesh, USAID/W and local contractors/recipients.  Works closely with OFM to ensure receipt of contractor/recipient contracted audits.  

· Maintains a close-out tracking system for all expired acquisition and assistance awards, showing the status of each close-out.  Compiles and provides information and reports on all expired awards.  Monitors dates of the record retention period and record destruction, and prepares and distributes closed out instruments to appropriate storage location.

· Maintains and regularly updates the Global Acquisition and Assistance System (GLAAS) concerning closeouts for all direct awards administered by OAA.  Ensures that all data is correctly completed by the Acquisition Specialist, identifies and resolves any problems, and processes the award for close-out in GLAAS.  Prepares monthly reports for the CO and Front Office on the status of close-outs.  

· Initiates and processes the annual Contractor Performance Reports (CPR) for all contracts over $100,000 for USAID/Bangladesh in accordance with the Federal Acquisition Regulations, and follows-up until they are finalized in the CPS system.  Follows up with the COTR to ensure completion of reports or responses to rebuttals.  Ensure CPRs are finalized in the National Institute of Health (NIH) past performance database.

· Prepare a standardized filing system for AOTR/COTR files in accordance with the COTR/AOTR responsibilities outlined in the designation letter and in consultation with the EXO C&R Supervisor.  Conduct a training session to introduce the filing system and conduct regular AOTR/COTR file reviews to ensure compliance with established standards.

· Poll AOTRs/COTRs and A&A Specialists for presentation topics for the annual AOTR/COTR refresher training; and arrange for the training including preparing the presentation slides and materials, venue, date and schedule.



· Review current award and administration files in OAA for compliance with the standard filing checklists.
· In consultation with the Contracting Officer, prepare standard templates for frequently used COTR/AOTR documentations (i.e. TCN salary, and allowances approval memo’s, vehicles waivers, source/origin waivers, justifications for other than full and open competition (JOFOCs), etc.).

· Prepare standard letters & templates for A&A documents and administrative approvals (i.e. subcontract consent letter, personnel and rate approval letters, travel approvals, etc.,)

· Help to plan and prepare presentation material and hand-outs for the Acquisition and Assistance part of the annual partners retreat.

· Consolidate current A&A electronic tracking systems for ease of data entry and to avoid inconsistencies in data in the various reports generated for A&A administration, monitoring and close-out functions.

· Assist Supervisory Contracting Officer with OAA general office management tasks and assist with preparing data for taskers received from Mission Management and AID/W. 

REQUIRED QUALIFICATIONS:
(a) Education:

BA degree, preferably in Accounting, Management, Business Administration, or related field required.  Masters Degree is highly desirable.

(b)
Prior Work Experience:

Three to five years experience in a mid-level administrative management field required, preferably involving contract administration or procurement of goods and services.  One to two years of experience with U.S. Government or international organization desirable.  Experience with Microsoft Software a must.  Experience in preparing presentation material and in conducting seminars and training sessions.

(c)
Post Entry Training:

On the job training, National Institutes of Health Past Performance data base training.

(d)
Language Proficiency:

Level IV (fluency) in English both spoken and written required.



(e)
Knowledge:

A thorough knowledge and understanding of how to use and apply Government and other international donor regulations relating to contract administration and close-out. Good knowledge of contracting practices, methods, and types.  

Federal Acquisition Certification in Contracting or other similar contracting accreditation highly desirable.
(f)
Skills and Abilities:

Attention to detail, good analytical skills, and excellent organizational skills to initiate and complete A&A administration functions and close-out of USAID direct awards.

Must be proactive, and must know how to work with conflicting data and how to resolve conflicting issues with a win-win outcome.

Discretion, tact and the ability to work under extreme stress to meet deadlines and to effectively complete actions, is required.  Demonstrate excellent interpersonal skills, customer service skills, and the ability to work independently as well as in a team, a must.  

ADDITIONAL SELECTION CRITERIA: 

1)  U. S. Citizenship or Green Card Holder with a valid work permit and over the age of 18 years.

2)  Candidate must be able to obtain and maintain the appropriate level of security clearance.

SELECTION CRITERIA: 
Candidates will be evaluated and ranked based on the following selection criteria: 

 

1.  Education:  (15 points)

BA degree is required, preferably in the field of Accounting, Management, Business Administration, or related field.  Masters Degree highly desirable.



2.  Experience:  (25 points)

Three to five years experience in a mid-level management field required, preferably involving contract administration or procurement of goods and services.  Experience in conducting research; analyzing and interpreting data, information and regulations; and conveying that information to clients clearly and concisely.

Experience in preparing presentation material and in conducting seminars and training sessions.
Experience in preparing standard operating procedures, templates, collating and implementing best practices, and setting up records management systems is highly desirable.

Experience with automated contracting database systems a plus.
3.  Knowledge: (15 points) 

A thorough knowledge and understanding of how to use and apply Government and other international donor regulations relating to contract administration and close-out. Good knowledge of contracting practices, methods, and types.  

Federal Acquisition Certification in Contracting or other similar contracting accreditation highly desirable.
4.  Skills and Abilities: (20 points)

Attention to detail, good analytical skills, and excellent organizational skills to initiate and complete administration and closeout of acquisition and assistance awards.   Discretion, tact and the ability to work under extreme stress to meet deadlines, to effectively complete required actions, and manage more than one activity at a time.  Excellent interpersonal skills and the ability to work independently are a must.

Versatility in the use of computers and experience with Microsoft Office Software a must.  

5.  Communications Skills (25 points)

Excellent English writing, editing and speaking skills, as well as an excellent ability to process information from a wide variety of sources into cohesive, clear and concise documents and presentation material.



TO APPLY: 
Interested candidates are requested to submit the following:

1.
Application stating their interest along with updated OF-612 (Application 
for Federal Employment) or current resume/curriculum vitae that provides the same information as an OF-612. 

OF-612
2.      Candidates who claim U.S. Veterans preference must provide a copy of their Form DD-214 with their application.

3.      Any other documentation (e.g. certificates, awards, copies of degrees earned) that addresses the qualification requirements of the position as listed above. 
SUBMIT APPLICATION TO: 
USAID Human Resources Section

Executive Office

USAID/Bangladesh 

Attention:  Supervisory Executive Officer 

Address:  Embassy of the United States of America, 

      Madani Avenue, Baridhara, Dhaka - 1212 

POINT OF CONTACT: 
Human Resources Section

Executive Office

Telephone: 885-5500

FAX:  880-2-8823648 
DEFINITION(S):

US Citizen Eligible Family Member (USEFM):
A USEFM must be age 18 years or older and listed on the travel orders of a direct-hire Foreign, Civil or uniformed service member under COM authority. A USEFM is eligible for a preference in hiring. (Receiving an FS or CS annuity does not affect an American citizen EFM’s eligibility for the hiring preference.) The USEFM resides with the sponsoring employee at post or at an Involuntary Separate Maintenance Allowance (ISMA) location.



Member of Household (MOH):  An individual accompanying a direct-hire Foreign, Civil, or uniformed service member to their assigned post abroad. The individual has been officially declared by the USG employee to the COM as part of his/her household but is not an EFM and is not on the travel orders of the sponsoring employee.

Not Ordinarily Resident (NOR) – An individual who:

· Is not a citizen of the host country; and,

· Does not ordinarily reside (OR, see below) in the host country; and,

· Is not subject to host country employment and tax laws; and,

· Has a US Social Security Number (SSN).  

Ordinarily Resident (OR): A Foreign National or US citizen who:

· Is locally resident; and,

· Has legal, permanent resident status within the host country; and,

· Is subject to host country employment and tax laws.

NOTE:  "Members of the same family (father, mother, spouse, child, brother, sister, uncle, aunt, first cousin, niece, nephew, grandparent or grandchild, in-laws or step-relatives) will not be employed at the same time in the same agency unless it is in the best interests of the Mission and approved by the Director of the agency involved.  In no case will family members be employed in the same working unit of an agency.”

CLOSING DATE FOR THIS POSITION:  December 3, 2009 

The US Mission in Dhaka provides equal opportunity and fair and equitable treatment in employment  to all people without regard to race, color, religion, sex, national origin, disability, political affiliation, marital status, or sexual orientation. The United States Agency for International Development (USAID) also strives to achieve equal employment opportunity in all personnel operations through continuing diversity enhancement programs. 
HUMAN RESOURCES OFFICE


U.S. EMBASSY DHAKA
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