SOLICITATION NUMBER:  

267-08-010
ISSUANCE DATE:             
June 19, 2008       


CLOSING DATE/TIME:

July 10, 2008 / 17:00 Iraq Local Time
POSITION TITLE:               Senior Travel Specialist
MARKET VALUE:                 GS-12 ($57,709 to $75,025) 

PERIOD OF PERFORMANCE:        Thirteen Months with possible extension
PLACE OF PERFORMANCE:         Iraq

SECURITY ACCESS:              N/A
AREA OF CONSIDERATION:       
US/TCN Personal Services Contractors 

POSITION DESCRIPTION:        
Senior Travel Specialist, USAID/Iraq Executive Office (EXO)
EXPECTED START DATE:
Mid November, 2008

I. 
Basic Functions

The USAID Iraq Travel Team and the Senior Travel Specialist (STS) manage an extremely complicated and extensive operation.  Over 100 expatriate personnel are entitled to up to five regular breaks per year (Rest & Recuperation (R&R) and Regional Rest Breaks (RRBs)).  There is a substantial volume of travel arrangement and travel documentation to be prepared and processed, and travel arrangements often change at the last minute due to unforeseen circumstances.  The complexity of this assignment is increased by the need for coordination among a variety of players, including the Iraq Support Unit (ISU) in Amman, military and contract support personnel at Baghdad International Airport (BIAP), travel agents, chartered and commercial airline personnel and a number of travel/logistical support providers.  Largely because of exceptionally stringent security requirements, travel to and from BIAP is cumbersome and time-consuming, and requires precise coordination by the STS and his/her team. 

Travel coordination for USAID Iraq is a critical part of operational support for the Mission.  The ability to enter and exit Iraq as smoothly as possible has a positive correlation with Mission morale, and the converse is true as well.  The STS is required to handle all travel requests diligently and smoothly, having a precise overview of each step in the process and of the operation as a whole. 

The STS is responsible for planning, developing, and implementing a full range of travel services to the USAID Mission in Iraq.  Under the guidance and direction of the Supervisory Executive Officer (S/EXO), the STS manages a team of up to two other employees in documenting and organizing local, regional and international travel, air and ground movements, airport pickups, follow-up on visas and follow-up on hotel and car bookings.  The STS liaises with US Embassy and AID/W peers, as well as with travel agents and travel service providers to resolve problems and make travel-related arrangements.

II.    DETAILED DUTIES AND RESPONSIBILITIES

A.      Travel Services to the Mission (80%)   

Manages travel services: The STS organizes the work of the Travel Team.  S/he develops processes and procedures to deal with Mission travel needs in the most effective and efficient manner. 

Travel Requests (TR) are received, processed and acted upon in a timely manner in keeping with the highest standards of customer service.  The STS must ensure that TRs clearly define the purpose and routing of travel and have appropriate approvals; that funds are available; and that Travel Authorizations (TA) are complete and processed before travel commences.  The STS further ensures that trip details have been entered in the Travel Tracking System (TTS); that flight, hotel and other transport reservations are made and confirmed; and that required country clearances are in place.  

The STS ensures that travelers are kept informed about changes in travel schedules or any issue related to their travel; regularly makes available to the Mission information on airline schedules, per diem rates, hotel accommodations and other useful information for travelers.  S/he provides ensures that travelers have easy access to the information regarding travel policies, procedures and regulations.  The STS coordinates arrivals and departures with the GSO and HRO sections as appropriate.

Duties in detail are as follows:

· Prepares and makes reservations, confirms bookings and arranges the necessary paperwork for travelers on military flights.

· Requests and coordinates travel with Personal Security Detail (PSD) Teams for travelers as required.

· Works with Embassy in arranging billeting for travelers transiting military camps, i.e., Sully, Striker, Ali El Salem, etc.

· Performs a reconciliation of travel-related credit card charges as required and works closely with the Financial Management Office to accomplish this. 

· Prepares a summary airlines ticket costs to standard destinations and develops a system for cost construct, price and cost analysis of tickets.

· Prepares and issues final authorizations that form a basis for computing and verifying travel agent claims and invoices for tickets.

· Reviews voucher claims for payments related to travel and provides support documentation for transportation vouchers, shipping vouchers and ticket invoice vouchers, etc.

· Provides input in maintaining up-to-date mission travel policies.

· Primary end user of the electronic tracking system and ensures data integrity and accuracy.

· Provides support by responding to all email, telephone and verbal queries.

· Prepares appropriate authorizations for the official travel for all Mission employees.

· Works very closely with the motor pool unit to ensure timely pick up and drop off for travelers.

· Coordinates with Provincial Reconstruction Team (PRT) offices on travel matters.

· Ensures that a proper filing system is in place both electronic and hard copy and all files are well documented.

Travel regulations: Interprets Federal Travel Regulations, Mission travel policies and other travel regulations; makes sure employees are well informed on all matters related to the post-funded travel; provides guidance to the traveler and mission management on travel rules and regulations.    

Travel documentation and filing:  the STS ensures that travel authorizations and their amendments issued within the Mission are prepared and processed in a timely manner and that they are in compliance with all pertinent laws and regulations.  The STS ensures that all travel documentation (travel authorization, visas, travel requests and related documents) are up to date and regularly filed in the individual travel folders.  

B.  Training (10%) 

The STS provides technical guidance to USAID employees on their eligibility and usage of their R&R entitlement travel. 

 

C.  Liaises with State and Military Peers in Iraq as well as at USAID/W and the Iraq Support Unit (ISU) (10%)
Travel related activities require extensive coordination effort and involvement of many parties. The STS is a primary point of contact for travel for the Mission. S/he builds a network of contacts with the US Embassy Baghdad and its regional offices, and with appropriate offices and individuals at USAID headquarters in Washington, DC. This network of contacts and continuous coordination is necessary to provide smooth travel and travel-related services to Mission personnel and visitors.    

III. QUALIFICATIONS AND SELECTION CRITERIA

 

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

 

Education: A BA degree in management, business administration or related fields is required. Formal training in air ticketing, travel management or similar is also required.

10%

Professional Experience: Five to seven years of progressively more responsible experience in travel management with a reputable international organization is required.   Experience in dealing with US Government travel is an added advantage.  50%

Language Proficiency: Level 4 English language proficiency is required.  Arabic language capability would be an advantage.  15%

Knowledge: Ability to attain thorough knowledge of Federal Travel Regulations and Mission and Agency travel policies and procedures to be able to independently manage the EXO Travel Team and provide high quality travel services to the Mission.  15%

Skills and Abilities: Good analytical ability and sound judgment to effectively interpret and apply appropriate regulations, policies, and procedures in performing duties to support Mission travelers. Good negotiation skills to obtain and provide the best travel services for the Mission. Excellent communication and interpersonal and teamwork skills, tact, and courtesy are required, as are flexibility and the ability to react quickly, providing solutions for changing circumstances. Good organizational skills, patience, and the ability to work under pressure and to deal with information in a confidential manner are also required. Proficiency in using MS Office and software programs relating to travel and ticketing systems is required.  10%
Position Elements:

A. Supervision Received:  Supervised by the USAID Supervisory Executive Officer, the STS resolves problems/situations encountered or referred by other staff.   Only the exceptionally complex problems/situations are referred to the supervisor.   The STS has a fair degree of discretion in how he/she resolves the problems encountered. 

B. Available Guidelines:   Federal Travel Regulations (FTR), Foreign Affairs Manual (FAM) and Foreign Affairs Handbook (FAH), the USAID Automated Directives System (ADS)  and Mission policies and procedures.

C. Exercise of Judgment / Decision Making:   Interprets and applies and, when needed, adapts appropriate regulations, policies and/or guidelines in performing travel related duties.  The STS has wide latitude in decision-making within parameters established by the Supervisor and must be able to effectively and independently exercise judgment when applying prescribed guidelines.  

D. Authority to Make Commitments:  None

E. Nature, Level, and Purpose of Contacts:  Frequent contact with Mission staff at all levels to provide guidance on regulations and procedures, to coordinate travel, and to resolve problems, etc.     In addition, the STS has:

-
regular contact with Embassy and military personnel in the areas of travel, administration, and finance to coordinate and follow up on travel related actions;  

-
regular contact with professional staff in other organizations to discuss travel issues; with counterparts in AID/W and other organizations to seek information related to areas of responsibility, and others as necessary or directed; and

-
regular contacts with the US military authorities in Iraq to secure smooth travel arrangements, appropriate security/identification badges, ground and air movement. 

F. Supervision Exercised:  The STS supervises the EXO Travel Team.

G. Time Required to Perform Full Range of Duties after Entry into the Position:  One month.  The successful candidate must be able to quickly grasp the requirements of the position.

The Selection Committee will interview a short list of applicants who score the highest against the above selection criteria, including the results of the reference checks. These interviews may be conducted by telephone.

IV.
TERM OF PERFORMANCE / COMPENSATION
Within two weeks after written notice from the Contracting Officer that all clearances, including medical and security clearances, have been received, or unless another date is specified by the Contracting Officer in writing, the contractor shall proceed to the Washington, D.C. area for mandatory pre-deployment training and orientation, and then directly to Baghdad, Iraq, where s/he shall promptly commence performance of the duties specified above.  The term of the contract will be for approximately thirteen months (including the mandatory training period in Washington, D.C.), with a period of service of one year at post.

The position has been classified at a GS-12 level.  The actual salary of the successful candidate will be negotiated within the GS-12 pay band, depending on qualifications and previous salary history.  It is unlikely that an individual will be selected who does not already have the prior training and experience to fully perform at the GS-12 level, or who in some other way does not fully meet all requirements for the position.  However, should such an individual be offered a position, the offered salary may be at less than the minimum salary in the GS-12 pay band.  

In addition to the basic salary, differentials and other benefits in effect at the time, and which are applicable and subject to change on a similar basis as for direct-hire USG employees, will be added.  Illustratively, these may include 35% Post Differential, 35% Danger Pay, 5% Sunday Differential, and a Separate Maintenance Allowance, if applicable (Iraq is a no-dependent post).

The employees serving in Iraq are authorized three short regional rest breaks and two Rest and Recuperation (R&R) breaks per year, or, alternatively, three R&R breaks and no regional rest breaks.  Twenty days of administrative leave are provided per year in addition to annual leave and may be taken during these rest breaks.

USAID will provide furnished housing and three meals per day within the guarded and fortified International Zone in Baghdad. 
V.
MEDICAL AND SECURITY CLEARANCES
The selected candidate must be able to obtain both a background security clearance and a worldwide available medical clearance. The security clearance involves a comprehensive investigation performed by the appropriate U.S. Government agency.  Details on how to obtain US Department of State Medical Unit clearance will be provided once a job offer is made and accepted. 

VI.
BENEFITS/ALLOWANCES/TAXES 

As a matter of policy, and as appropriate, a US/TCN PSC is normally authorized the following benefits and allowances: (NOTE: An individual defined as a Resident-Hire employee may only be eligible for those benefits listed under item A below.)
A. BENEFITS:

 

Employee's FICA 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

B. ALLOWANCES (If Applicable):

 

Temporary Lodging Allowance (Section 120)

Living Quarters Allowance (Section 130)

Post Allowance (Section 220)

Supplemental Post Allowance (Section 230)

Post Differential (Chapter 500)

Payments during Evacuation/Authorized Departure (Section 600) and

Danger Pay (Section 650)

Educational Allowance (Section 270)

Separate Maintenance Allowance (Section 260)

Educational Travel (Section 280)

 

C. FEDERAL TAXES: USPSCs and TCNPSC green card holders are not exempt from payment of Federal Income taxes under the foreign earned income exclusion.
 

VII. APPLYING
 

Qualified individuals are requested to submit a U.S. government Optional Form 612 which is available at the USAID websites: http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/forms.html, http://www.usajobs.opm.gov/forms.asp, or at Federal offices. Resumes may be attached to the OF-612 and applicants are encouraged to write a brief appendix to demonstrate how prior experience and/or training address the minimum qualifications and selection criteria. 

The application, summary statement, or cover letter must list at least three references and provide current contact information, preferably both an e-mail address and a telephone number.

All applications should be submitted electronically to: 

iraquspscjobs@usaid.gov 

All applications should be received by the closing date and time previously specified.  To ensure consideration of applications for the intended position, please reference the solicitation number on your application and as the subject line in any cover letter.  The selection will be based on the panel evaluation of the applicants vis-à-vis selection criteria mentioned previously.  Applicants should also note that the salary history for the purpose of the OF-612 is the salary paid, excluding benefits and allowances such as housing, travel, educational support, vehicle use, etc.  The OF-612 applications must be signed.
Point of Contact

Ms. Maka Beradze, Human Resources Manager, Phone (in Iraq) - (+1) 202-216-6276, xt1013; Email: mberadzetdy@usaid.gov, Ms. Saran Bamba Camara, Human Resources Manager, Phone (in Iraq) - (+1) 202-216-6276, xt1422; Email: scamaratdy@usaid.gov or Alaa’ Alzubaidy, Human Resources Specialist, Phone (in Iraq) - (+1) 202-216-6276, xt1291; Email: aalzubaidy@usaid.gov Fax (+1) 202-216-6276, xt1209
1.   LIST OF REQUIRED FORMS FOR PSCs

Forms outlined below can be found at: http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/

1. Standard Form 171 or Optional Form 612.

2. Contractor Physical Examination (AID Form 1420-62)**

3. AID 6-1 (Request for Security Action)**                        

4. SF-86 (Questionnaire for National Security Positions)**           

5. FD-258 (Fingerprint Cards) 2 ach**                           

6. AID 610-14 (Authority for Release of Information)**   

7. AID 6-85 (Foreign Residence Data)**                         

8. Fair Credit Reporting Act of 1970, As Amended**

9. Notice Required by the Privacy Act of 1974**

** Forms 2 through 9 shall be completed only upon the advice of the Contracting Officer that an applicant is the successful candidate for the job.   Note: The selected individual shall be required to obtain a security clearance.   

 2. ACQUISITION AND ASSISTANCE  POLICY DIRECTIVES (AAPDs) PERTAINING
    TO PERSONAL SERVICE CONTRACT (PSC)
 

AAPDs  contain information or changes pertaining to USAID policy, regulation and procedures concerning acquisition and assistance.  A number of AAPDs pertain to Personal Service Contracts.  Please refer to the USAID website: http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/ 

to locate relevant AAPDs.  Additionally, AIDAR Appendix D or J also applies to PSCs and can be found at: http://www.usaid.gov/policy/ads/300/aidar.pdf
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