

ATTACHMENT TO SOLICITATION NUMBER: 650-08-305
SOLICITATION NUMBER: 



650-08-305
ISSUING DATE: 





March 31, 2008
CLOSING DATE: 





April 18, 2008 (5pm local time)

POSITION TITLE:


Supervisory General Services Specialist 
MARKET VALUE:

$81,093 - $105,420 (GS-14).  Final compensation will be negotiated within the listed market value based upon the candidate’s past salary, work history and educational background.

ORGANIZATIONAL LOCATION POSITION: 

Juba, Sudan
DIRECT SUPERVISOR:
Supervisory Executive Officer, Khartoum 
SUPERVISORY CONTROL:

Minimum. Incumbent is expected to act independently with little direction.

PERIOD OF PERFORMANCE:

The US/PSC contract will be for one year.

SECURITY ACCESS




U.S. Citizens: Secret Level

AREA OF CONSIDERATION: 
US Citizens
Basic Function of the Position: 
Position Title: Supervisory Executive Specialist

Market Value: This position is classified at the equivalent of a GS 14
 STATEMENT OF WORK:

The Supervisory Executive Specialist will serve as Executive Officer, USAID/Sudan/Juba, reporting directly to the Supervisory Executive Officer, in USAID/Sudan/Khartoum.  The Supervisory Executive Specialist is directly responsible for the all Executive Office functions, including but not limited to USDH, FSN, TCNPSC, and USPSC personnel management, property management (personal and real property), the International Cooperative Administrative Service System (ICASS), Communications (non-classified), records management, procurement, travel management, office systems and procedures, computer systems, financial management, USAID implementer (Institutional Contractor) support, and staff training.  The Supervisory Executive Specialist is also has primary responsibility for an ICASS Alternate Service Provider Program providing administrative services to all other USG agencies with staff in Juba.  As such, the incumbent is an important member of the Mission management team.   The Supervisory Executive Specialist’s work, management skills, and inter-personal relationships will greatly affect Executive Office performance in Juba and in Khartoum, and its support to USAID/Sudan development objectives.  In addition, the Supervisory Executive Specialist is expected to initiate projects affecting Executive Office performance, relationships with Mission programs and other customers, the US Embassy, and development partners.   With supervision by the Supervisory Executive Officer in Khartoum, the incumbent is expected to initiate, plan, manage, and complete a full array of assignments and reports.

NB: The Supervisory Executive Specialist is responsible for providing onsite infrastructure in Juba (residences, offices, and myriad of other services) to a largely TDY staff.  As such, there will be instances when the incumbent will be the onsite “go-to” person for Implementing Partners, in addition to management of the Executive Office functions typical of the occupation.

Major Duties and Responsibilities:

The Supervisory Executive Specialist:

– Is responsible for advising the Mission on best practices for planning, implementing, and evaluating management functions of the USAID office in Juba;

– Provides policy advice and guidance on management and support functions and services required for effective program implementation;

– Is responsible for monitoring the administration of management policies, and the development of appropriate procedures and systems;

– Participates in project planning and review, in evaluating support implications, feasibility, and projected costs, and drafting or advising on appropriate support budgets;

– Provides expert advice to the Supervisory Executive Officer on support services required by USAID that are provided through a consolidated services arrangement, under ICASS, and to monitor the adequacy of such services in terms of quality and quantity.  Likewise, provides such services and monitors their adequacy to others located in Juba.  Acts as advisor to the Supervisory Executive Officer on what actions are required to ensure compliance with ICASS agreements;

– Is responsible for advising and supporting the Supervisory Executive Officer on the full range of personnel matters, including development and implementation of appropriate personnel procedures, in accordance with USAID directives;

– Develops the operating expense budget for the Post, in coordination with the Supervisory Executive Officer and the Controller in Khartoum.  Directs administration of the operating expense budget allocated to Juba, ensuring prompt and legal obligation of funds;

– Is responsible for managing the functional areas of general services, supply and property management, contract services and contract administration, procurement, communications and records management, management analysis, security, computer systems, incoming project property for contractors implementing projects in the Juba region, and related functions.

As required, provides oversight of construction projects, to include: Understanding construction requirements and the contractor's plans to meet them; providing oversight of tasks performed by the contractor; reviewing work schedules; maintaining liaison with M/OMS, RSO, and Security offices in STATE and USAID, as appropriate; participate as required with space planners, IT personnel, and others to schedule furniture and equipment purchases and to schedule installation of equipment, furniture, and furnishings.

Maintains an awareness of ongoing program/project activities managed from Khartoum, in order to provide limited oversight and assistance to Implementing Partners in the Juba region.  In coordination with the assigned Project Manager and/or CTO, assists to coordinate teams and make decisions affecting the program/project involved.

The Supervisory Executive Specialist accomplishes these duties personally, and through a staff consisting of a USPSC/Deputy Executive Officer, Foreign Service National employees – including personnel in the areas of  Computer Management, Human Resources, Office Assistance, General Services, Financial and Administrative, Procurement, Mail and File, Logistics, Purchasing, Supply, Maintenance, Receptionist/Cashier, Chauffeurs, Expeditor/Chauffeurs, Custodians, etc.
Performs other duties as assigned or required.
POSITION ELEMENTS
 

Supervision Received:  The Supervisory Executive Specialist will receive overall supervision, policy guidance and managerial oversight from the Supervisory Executive Officer based in Khartoum, Sudan. 

 

Available Guidelines:  The position requires an understanding of an array of US Government and Agency regulations, and comprehension of host-country regulations and practices as they affect USAID/Sudan/Juba operations.  The position involves planning and developing plans to maintain a range of interpersonal relationships important to accomplishing the job.  The position requires sufficient understanding of computer network systems and telecommunications in order to effectively assist Computer Management staff in this field.  In particular, the Executive Specialist should assist in direction of Mission computer systems, to ensure compliance with USAID Information Systems Security Regulations (ADS 545), and efficient computer systems operations.    

The Contractor is required to remain up-to-date on Agency policies affecting the Mission procurement management.          

 

Exercise of Judgment: The Contractor must exercise sound and independent judgment in interpreting and applying USG and USAID-specific regulations and standard operating procedures in the course of carrying out the assigned duties. 

 

Authority to Make Commitments: If granted warrant authority, the Contractor will have the authority to sign A&A instruments or other documents within his/her warrant level.  The contractor will be delegated authority for administrative approvals on various documents processed on a daily basis by EXO staff.

 

Nature, Level and Purpose of Contacts:  The Contractor will establish and maintain solid working relationships with all levels of Mission personnel at the Consul General Compound in Juba, including USAID/Sudan staff in all locations in Sudan and Kenya, and other agencies requiring assistance.  The Contractor will have frequent high-level working contacts with U.S. Embassy officers in Sudan, host government officials, PVOs, NGOs, and private sector entities to fulfill the major duties and responsibilities of this contract.  Often these contacts will be of a sensitive nature, and discretion is required.

 

Supervision Exercised:  The Contractor will provide supervision and training to all EXO staff in Juba consisting of all locally employed staff in the Executive Office and will supervise the Deputy Executive Officer based in Juba. 

 

Interpersonal skills:  The Contractor must exercise discretion and tact in a variety of stressful situations and when dealing with personnel to resolve challenges that arise during the course of the work, for which there often is not a clear solution.  

 

Time required to perform a Full Range of Duties:   Immediately.  The incumbent is expected to be an expert in administrative management so that s/he can be able to carry out the duties and responsibilities from day one.

 

Period of Performance:   The personal service contract will be for one year. Extensions will be contingent on the need for continued services, satisfactory performance and availability of funds.

 

Reports: Upon request or as scheduled, the Contractor will submit periodic status reports of major activities or projects that fall under the incumbent’s responsibility. 

 

 

MINIMUM QUALIFICATIONS: 
 

Applicants are encouraged to provide a cover letter addressing how they meet the requirements of each of the criteria below.  Applicants should provide this information in the same sequence as indicated below. Candidates will be evaluated and ranked based on the following selection criteria:  

 

Education   (15 points)
A bachelor’s degree is required, preferably in business administration, or other directly related field.  A graduate degree is preferred.  A candidate with more than ten years of actual experience in all areas of administrative management may be substituted for the degree requirements.

 

Prior Relevant and Overseas Work Experience   (40 points)
A minimum of twelve years of progressively responsible experience in the field of administrative management is required. A minimum of six or more years of overseas experience working in an international organization is required. Demonstrated ability to work in difficult overseas environments where there is no infrastructure to fall back on.  Prior experience in construction management will be a plus. Experience in setting up administrative systems and providing hands-on staff training required in a start-up mission environment.

The purpose of the work is to plan and carry out major projects and activities necessary to stand up the infrastructure necessary for USAID/Sudan and other agency personnel to pursue development and other programs in the Juba region.  The work involves determining the soundness of Agency programs and plans; developing and establishing new approaches and methods for use by Mission, NGO/PVO, and host-government personnel; resolving problems that are critical to accomplishment of important USAID/Sudan; providing authoritative advice and technical assistance to USAID/Sudan, NGO/PVO, and host-government officials; or, developing or revising standards for use in managing operations in Juba.

The work affects major aspects of USAID/Sudan development assistance programs and projects; the work of Mission, NGO/PVO, and host-government personnel; important Mission and Agency goals and programs; or, the well-being of substantial numbers of people.  The Specialist's recommendations often result in official USAID/Sudan positions, or affect substantial program resources.

 
Knowledge, Skills and Abilities   (30 points)
Work requires mastery of the management principles, concepts, practices, methods, and techniques of business management sufficient to apply new developments and theories to major problems that may not be susceptible to treatment by previously accepted methods.  A solid knowledge of business practices (with focus on achieving results in an overseas environment) based upon experience is desirable.  The work requires that this knowledge be specific to, or related to, the business management systems employed by USAID in conflict areas and in Africa in particular.

Expert knowledge of USG, international, and host-government laws and regulations, documentation, and reporting requirements sufficient to make decisions or recommendations significantly impacting on important aspects of conducting USAID activities and programs in Sudan is required.  The ability to exercise tact and diplomacy and the ability to maintain strict confidentiality and high ethical standards relating to all areas of acquisition and assistance matters are required.  The ability to independently organize, prioritize and follow through on all assignments is required.

 
Proficiency in standard operating and application software (Windows, Microsoft Word, Excel and Outlook) is required. 

Language (15 Points)
Proficiency in spoken and written English is required. 

F. TERM OF PERFORMANCE:
Upon written notice from the Contracting Officer that all clearances, including the medical clearance required under the General Provision, have been received or unless another date is specified by the Contracting Officer in writing, the contractor shall proceed to USAID/Sudan, where he/she shall promptly commence performance of the duties specified above. The contractor's period of service shall be one year.  .  Within 2 weeks after written notice from the Contracting Officer that all clearances have been received or, unless another date is specified by the Contracting Officer in writing, the incumbent shall proceed to Sudan to perform the above services which may be extended upon mutual agreement and subject to satisfactory performance and availability of funds.  This position has been classified as equivalent to a GS-14 position in the USG Civil Service.  The actual salary of the successful candidate will be negotiated depending on qualifications and previous salary history.  
In addition, the Mission has a 25% Post Differential allowance and 25% Danger Pay, 35% Post Allowance, housing, and other benefits per USAID regulations.  Basic quarters will be provided by USAID.  FICA and federal income tax will be withheld by USAID.  Juba, Sudan is a non-accompanied post.

G. MEDICAL AND SECURITY CLEARANCE:

The selected applicant must be able to obtain security and medical clearances. The US Citizens should get USG Secret Level of clearance and Third Country Nationals should be able to obtain an FSN employment authorization. For medical clearances, the US Citizens should obtain Department of State Class I Medical Clearance and Third Country Nationals should obtain Medical Clearance by certified doctor. 

H.  BENEFITS AND ALLOWANCES:

As a matter of policy, and as appropriate, a PSC is normally authorized the benefits and allowances listed in this section.  [NOTE: A contractor meeting the definition of a U.S. Resident Hire PSC, shall be subject to U.S. Federal Income Tax (including differentials and allowances), but shall not be eligible for any fringe benefits except contributions for FICA, health insurance, and life insurance].

1.
BENEFITS: 

· Employer’s FICA and Medicare Contribution* 

· Contribution toward Health & life insurance 
· Pay Comparability Adjustment

· Eligibility for Worker's Compensation

· Annual & Sick Leave 

· Access to Embassy medical facilities, commissary and pouch mail service as per post policy

*Note: If a US citizen or US resident (Green Card holder), the Contractor’s salary will be subject to employee’s FICA and Medicare contribution.

2.
ALLOWANCES (If Applicable)*: 

(1) Temporary Lodging Allowance (Section 120) 
(2) Living Quarters Allowance (Section 130) 
(3) Post Allowance (Section 220) 
(4) Supplemental Post Allowance (Section 230) 
(5) Post Differential (Chapter 500) 
(6) Payments during Evacuation/Authorized Departure (Section 600) and 
(7) Danger Pay (Section 650)

(8) Education Allowance (Section 270)

(9) Separate Maintenance Allowance (Section 260)

(10)Education Travel (Section 280)

* Standardized Regulations (Government Civilians Foreign Areas).

3.
FEDERAL TAXES: USPSCs are required to pay Federal Income Taxes, FICA, and Medicare.

I. CONTRACT INFORMATION BULLETINS (CIBs) or ACQUISITION AND ASSISTANCE POLICY DIRECTIVES (AAPDs) PERTAINING TO PSCs:

AAPDs and CIBs contain changes to USAID policy and General Provisions in USAID regulations and contract. Those documents can be found at this website:

http://www.usaid.gov/business/business_opportunities/cib/subject.html#psc
J. LIST OF REQUIRED FORMS FOR PSCs:

Forms outlined below can found at http://www.usaid.gov/business/business_opportunities/psc_solicitations.html 

   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). **

** 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.  If forms are sent electronically, all signature pages must be signed and dated, scanned and sent as PDF files. 
K. APPLICATION INSTRUCTIONS:

Qualified individuals are requested to submit:

A U.S government SF-171 or OF-612 which is available at the USAID website http://www.usajobs.opm.gov/forms.asp, or at Federal Offices. Applicant’s CVs may also be included as an attachment.

All applications should be submitted electronically to:

Attention: Sawsan Abdelmouti
Human Resources Specialist

USAID/Sudan
Khartoum, Sudan

sabdelmouti@usaid.gov  or cknight@usaid.gov 
To ensure consideration of applications for the intended position, please reference the solicitation number on your application and on the subject line of cover letter.  The highest ranking applications may be selected for an interview.  Applicants may submit an application against this solicitation at any time but prior to April 18, 2008, unless revised.  Any pages requiring signature must be scanned and sent as an email attachment.
II

