SOLICITATION NUMBER:


267-09-023

ISSUANCE DATE:



April 8, 2009
CLOSING DATE/TIME:
April 28, 2009, 17:00 Iraqi local time
POSITION TITLE:                   
Records and Correspondence Supervisor
MARKET VALUE:



GS-09 ($40,949-$53,234)
PERIOD OF PERFORMANCE
13 months, with possible extension

PLACE OF PERFORMANCE:


Baghdad, Iraq 
SECURITY ACCESS:



N/A
AREA OF CONSIDERATION:


US/TCN Personal Services Contractor

POSITION DESCRIPTION:
Records and Correspondence Supervisor, USAID/IRAQ EXO
I. INTRODUCTION 

The incumbent is responsible for the organization, maintenance and control of unclassified Records & Correspondence (R&C) Management program for USAID Mission to Iraq.  The incumbent is responsible for training the R&C Clerk, Secretarial staff and technical office file custodians within the Mission in USAID record management procedures. S/he will be responsible for advising R&C staff on the proper procedures to be followed for the receipt, assignment of actions and distribution of all incoming correspondence, including telegraphic and fax communications. S/he will exercise staff direction and control over decentralized records, mail and file operations. Under the direct supervision of the Information Technology System Manager, the incumbent conducts record inventories and inspections of record stations to ensure that proper maintenance, disposal and the avoidance of unnecessary duplication of files are being followed. Works closely with Mission staff in determining classification of files, as well as determining and advising on which records may be retained on a centralized basis. The incumbent will be responsible to provide on-the-job training to the secretaries for the Front and Executive Offices in official records management procedures.


II. DUTIES AND RESPONSIBILITIES
A)  The incumbent will be responsible for training of R&C and secretarial staff in proper classification, maintenance and disposition of records and files. The Contractor will provide on-the-job training to the R&C Clerk, Executive Secretaries to the Front Office and Executive Officer and admin support staff in technical offices in records management, proper filing procedures, maintenance and upkeep of official files (program files, case files, subject files), proper labeling, procedures for archiving, storage, destruction and/or shipment of records to USAID records storage in Washington, D.C.  S/he will work closely with Mission staff at all levels on R&C management issues.  S/he will serve as Mission’s source of information concerning records management and correspondence control; provide written and oral directives necessary for adopting USAID R&C management policies and procedures; design and conduct courses for file custodians and CTOs in records and files management.   

B)  The incumbent will conduct routine inspections/inventories of all records stations to assure that records are maintained in accordance with USAID policies and that duplicate files are avoided.  Overseas Mission Vital Records Program and emergency plan for records protection and destruction. The incumbent is responsible for organization, maintenance and control of unclassified record and correspondence management program of a large USAID Mission with complex projects. Plans, establishes and maintains a system for centralized and decentralized unclassified records within the Mission. Studies and modifies as necessary, local procedures for the receipt, control processing, distribution and dispatch of unclassified correspondence. The incumbent serves as USAID/Iraq’s source of authoritative information concerning requirements for the unclassified records management and correspondence control. Determines need for new files, revised space requirements, modification of procedures, new equipment and other needs associated with records and correspondence management.                                                                                                                                             

C)  The incumbent will prepare annual and special reports to be sent to USAID/W regarding records Management. The Contractor will establish standard operating procedures for the R&C unit to include management and control of correspondence flow, reproduction services including printing of materials, binding and laminating of Mission publication, establish messenger run schedules and point of pick up or delivery and ensure prompt and timely services.

III.  DESIRED QUALIFICATIONS AND EVALUATION CRITERIA/SELECTION CRITERIA  

Candidates will be evaluated and ranked based on the following selection criteria:
Education:  Secondary school and some University studies required. Some relevant technical education is highly desirable.  

Prior Work Experience: Six years of administrative or clerical experience in records management, of which four years must have been with U.S. Government Agency: some librarian experience highly desired. 

Language Proficiency: Level IV English ability (fluent) is required. 

Knowledge: The incumbent must have a thorough knowledge of Agency and Government regulations on records management and correspondence control.  Must have a good general knowledge of organization, functions, personnel, practices and the activities of the offices to which service is provided.  

Skills and Abilities: The incumbent must have the ability to oversee, ability to organize and manage records and correspondence operations. Must have excellent computer skills and ability to analyze existing systems and procedures and recommend improvements to enhance efficiency.  The incumbent must be tactful and effective in explaining procedures and requirements to the Mission personnel and should have the ability to participate in the management and supervision of the R&C management functions. The incumbent must also have a good knowledge of personal computers and data entry, and must be tactful, yet effective in explaining procedures and requirements to USAID Mission personnel.  

IV. OTHER SIGNIFICANT FACTORS

Supervision Received:  Reports directly to the Information Technology Systems Manager.  Supervision is general and non-technical in nature. 

Supervision Exercised:  The incumbent supervises the R&C Clerk.

Physical Demands and Work Environment:  Work is performed mainly in an office environment.  No major physical demands are required.

Available Guidelines: ADS 502, 503, 513, 200- 203, Mission Orders, General Notices and related Materials. 

Exercise of Judgment:  The incumbent will exercise considerable judgment to maintain records and correspondence system current and to advise Mission staff on file maintenance and organization.  Uses good judgment when advising R&C staff on distribution of incoming correspondence, adopting procedures, as well as other routine matters related to R&C.

Authority to Make Commitments:  None

Nature, Level, and Purpose of Contacts:  Contacts the Mission personnel at all levels to exchange information and to explain the Records and correspondence management procedures. Maintains liaison with the Embassy and other local agencies, in order to coordinate procedures for correspondence exchange with their personnel.   

Time Required to Perform Full Range of Duties:  12 months.

Those applicants determined to be competitively ranked may also be evaluated on interview performance.  These interviews may be conducted by telephone.

V. TERM OF PERFORMANCE / Compensation:
 
The term of the contract will be for thirteen months.  The position has been classified at a GS 09 level.  Within 2 weeks (or other period approved by the Contracting Officer) after written notice from the Contracting Officer that all clearances have been received, the incumbent will be expected to proceed to pre-deployment training and orientation in the U.S. (for approximately 2 weeks), and then proceed directly to Baghdad to commence services.  The actual salary of the successful candidate will be negotiated within that 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-09 equivalent 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 GS 09 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. The following is a partial list to illustrate: 35% Post Differential, 35% Danger Pay, 5% Sunday Differential, Separate Maintenance Allowance, if the individual qualifies.  

Iraq is a no-dependent post. 

The employees serving in Iraq are authorized a limited amount of administrative leave to be used during regional rest breaks (currently three per year) and rest & recuperation (R&R---currently two per year) or alternatively three R&Rs 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 housing and meals within the guarded and fortified International Zone in Baghdad. 
VI. 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. 

VII. 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.

 

VIII. 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. Applications have to contain information for three references.

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 Specialist, Phone (in Iraq) - (+1) 202-216-6276, xt1013; Email: mberadzetdy@usaid.gov and Mr. Francisco Santos, Human Resources Specialist, Phone (in Iraq) - (+1) 202-216-6276, xt1298; Email: frsantos@usaid.gov, Fax (+1) 202-216-9276, 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 each**                           

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.

