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ISSUANCE DATE: April 15, 2009






CLOSING DATE: May 11, 2009   

Ladies/Gentlemen:

SUBJECT: Solicitation for U.S. Personal Service Contractor – Executive Officer, Position at Windhoek, Namibia.  Solicitation No. 674-09-0026
The United States Government, represented by the U.S. Agency for International Development (USAID), is seeking applications from qualified U.S. Citizens interested in providing Personal Services Contract (PSC) services as described in the attached solicitation for services in Gaborone, Botswana.

Interested applicants must submit: 

(1) An up-to-date curriculum vitae (CV) or resume:  Your CV/resume must contain sufficient relevant information to evaluate the application in accordance with the stated evaluation criteria.  Broad general statements that are vague or lacking specificity will not be considered as effectively addressing particular selection criteria.  Applicants are encouraged to write a brief appendix to demonstrate how prior experience and/or training addresses the minimum qualifications and evaluation criteria set forth in the solicitation.

(2) Form OF-612: This form must be signed and completed as much as possible and may reference the CV/resume for a greater detailed explanation of work experience rather than repeat it in the OF-612; and, 

(3) References: Three (3) to five (5) references, who are not family members or relatives, with working telephone and e-mail contacts.  The references must be able to provide substantive information about your past performance and abilities.  USAID reserves the right to contact your previous employers for relevant information concerning your performance and may consider such information in its evaluation of the application.

Submittals shall be in accordance with the attached information at the place and time specified.  In order to be considered for the position a candidate must meet the Minimum Qualifications listed in the solicitation.  Consideration and selection will be based on a panel evaluation of the applications vis-a-vis the Evaluation Criteria.  Applicants should note that the salary history for the purposes of the OF-612 is the base salary paid, excluding benefits and allowances such as housing, travel, educational support, vehicle use, etc.  Applicants are reminded and required to sign the certification at the end of the OF-612.

Please note that the U.S. mail system is not as reliable as other methods of submitting applications.  Preferred methods include: courier, overnight mail service, hand delivery, fax (at the number below), or emailing scanned copies to rmaharaj@usaid.gov.  Applications must be signed.  In addition, hard copies of certain documents may be requested. Applicants are responsible for submitting the OF-612, so as to reach the Government office designated in the solicitation by the closing date and time specified in the solicitation whether submitted by courier, overnight mail services, hand delivery, fax or e-mail.  An application received after the closing date and time will be considered late, unless there is acceptable evidence to establish that it was received by the Government installation prior to the time and date specified in the solicitation and in accordance with Federal Acquisition Regulation (FAR) 15.412.

Other Methods of Submission of an Application:

1. Hand Deliver To:

USAID/Southern Africa

Regional Executive Office/HR

100 Totius Street

Groenkloof, 0027, Pretoria, South Africa

2. Via U.S. Mail:

USAID/Southern Africa

Regional Executive Office/HR 

9300 Pretoria Place

Washington D.C.  20521 – 9300
3. If sent via Courier, International or Local (South African) Mail use:

USAID/Southern Africa

Regional Executive Office/HR

100 Totius Street

PO Box 43

Groenkloof, 0027, Pretoria, South Africa

Any questions as well as submission of proposals in response to this solicitation must be directed to:

Ms. Raksha Maharaj 

Senior Human Resources Assistant

Telephone: +27 12 452 2146

Fax: +27 12 460 3177       

E-mail: rmaharaj@usaid.gov
Applicants should retain for their records copies of all enclosures accompanying their applications. 

Sincerely,

Edith Humphreys

Contracting Officer

SOLICITATION 
SOLICITATION NUMBER: 674-09-0026.


ISSUANCE DATE: April 15, 2009.

CLOSING DATE AND TIME:  May 11, 2009, 17:00 Local Time, Pretoria, South Africa.
POSITION TITLE: Executive Officer, Personal Services Contractor
MARKET VALUE OF POSITION: The position is the equivalent of a GS-14, ranging from $83,445 to $108,483 per annum. Final compensation will be based on individual’s salary and work history, experience and educational background, not to exceed the GS-15 level.

PERIOD OF PERFORMANCE:  Two (2) years - with an option to renew for up to three additional years.

PLACE OF PERFORMANCE:  Windhoek, Namibia.

SECURITY ACCESS:  Secret
AREA OF CONSIDERATION:  U.S. Citizens only.
I. SCOPE OF WORK




A. Introduction:  
Background:
U.S. Agency for International Development’s Mission in Namibia has been in operation since 1991.  Currently the Mission has a staff of approximately 20 Foreign Service Nationals, 4 USDH Officers, 2 TCNPSCs, and one Global Health Fellow.  Recruitment is underway for four additional FSN staff and three US or TCN PSCs.  USAID/Namibia is slated to become a PEPFAR only Mission at the start of FY 2010.  This position will be a PEPFAR-funded position as the vast majority of the Mission (at least 88 percent of the staff as of FY 2010) will be PEPFAR funded.  The Mission’s current OYB is approximately $48 million in PEPFAR funds, $2 million in child survival and health funding, $500,000 in development assistance, and $1 million in OE.

Namibia is a vast and sparsely populated country with approximately 2 million citizens.  Emerging from apartheid and foreign rule in 1990, Namibia gained its independence.  Since that time, the country has experienced huge changes.  Currently, Namibia holds the distinction of having the largest income disparity in the world and is facing the dual epidemics of HIV/AIDS and Tuberculosis.  Blessed with good infrastructure, a port and resource wealth (diamonds, uranium, copper, etc.), Namibia has the opportunity for a bright future if it can overcome growing poverty and health crises.  

General Responsibilities:
The EXO will ensure effective management of OE and PEPFAR-funded Mission-related Management and Staffing resources in Namibia.  His/her primary responsibility is to supervise the Executive Office and all Executive Office staff, advise Mission senior management on all administrative management policies and procedures, represent USAID on interagency committees and administrative/management groups, serve as a technical mentor to the EXO staff, and assist and support the Mission’s financial management office as needed.

Duties and Responsibilities:
Representative responsibilities for the EXO include, but are not limited to:

1. Supervise the Executive Office divisions as assigned, entailing oversight of the functions listed below:

a) The General Services Division maintains a housing and furniture pool for 8 (expected to increase to 12 in 2009); provides motor pool support throughout the country; building and warehouse maintenance and security for three floors of office space and one warehouse space; manages expendable and non-expendable property; distributes and transmits mail, faxes, and cable correspondence; provides messenger and reproduction services, oversees records management and disposition oversees reception and security; transportation matters; and controls property exceeding $2.5 million in value.

b) The Human Resources Division provides position classification input (for finalization by USAID/Southern Africa), recruitment, compensation, awards, evaluation, training, and travel services for all employees.

c) The Data Management Division manages information technology operations, with 5 USAID/Namibia-managed servers, 3 Washington-managed servers and over 50 client stations providing both internal and remote access to application software and the Internet.

d) The Procurement Services Division manages all non-implementing partner procurement for supplies, services, and other needs related to running the Mission and maintaining all USAID-owned or leased property.

2. Representing USAID on the ICASS Working Group, Post Employment Committee, Joint Country Awards Committee and other bodies as assigned.

3. Serving as technical mentor to the EXO staff including the Administrative Management Specialist, the Human Resources Assistant, the Procurement Assistant, and the Deputy GSO.

4. Assistance and support to the Mission Financial Management Office as needed (main support received out of USAID/Southern Africa).

Position Elements:

1.  Level of Responsibility for Decision Making:
The incumbent is expected to act independently and work with minimal direction. S/he independently defines and carries out duties, prioritizes overall objectives, and manages available resources. The incumbent develops deadlines for activities and other specialized tasks and is responsible for planning and carrying out assignments, resolving most conflicts that arise, and coordinating the work with others as necessary. The incumbent interprets policy on his/her own initiative and in terms of established objectives. The incumbent has no authority to make financial commitments on behalf of the U.S. government (unless the incumbent is given a warrant by USAID).

2.  Level of Complexity of Work Assignments:
Duties are varied and require application of methods to a broad range of problems or situations with substantial depth of analysis. The incumbent will serve as the Mission’s expert in Executive Office operations and not only provide daily supervision to the entire office, but serve as a technical mentor for the individuals serving in that office.  The incumbent is expected to handle complex matters ranging from real property management to human resources and procurement.  The incumbent will also represent USAID on interagency management teams and councils.

C. Position Title of Direct Supervisor:   
The USPSC EXO is supervised by the Assistant Mission Director/Supervisory Project Development Officer.

D. Supervisory Controls: 
The incumbent serves the Mission as the senior technical advisor on all aspects of Executive Office operation.  The EXO will be supervised on a day-to-day basis by the USAID/Namibia Assistant Mission Director/Supervisory Project Development Officer who provides general broad direction and guidelines. The incumbent is expected to be in regular contact with the Regional Executive Office in USAID/Southern Africa.  The incumbent works independently and keeps supervisor informed of progress in the achievement of objectives and advised of potentially controversial matters. Completed work is reviewed in terms of effectiveness in advancing Executive Office operations and mentoring of staff. 

E.  Supervision exercised:
The incumbent will supervise 10 FSN staff.
F.  Guidelines:

The incumbent must be familiar with and is responsible to follow all applicable ADS, FAM FAAR, AIDAR, and other USAID and Federal guidance and regulations.  The incumbent must exercise considerable judgment in determining the application of current legislative provisions and executive policies to assigned responsibilities.  The incumbent is expected to be innovative and original in formulating new or improved approaches to problem resolution.  Detailed understanding of USG administrative management policies and procedures is required.  The incumbent must also have a demonstrated knowledge of contract administration and supervision.

6.  Work Environment:
Work is primarily performed in an office setting.  

7.  Scope and Effect of Work Performed: 
As the Mission expert on all aspects of Executive Office operation, the incumbent’s recommendations will be given substantial weight in final Mission decisions with respect to administration and management of the Mission. The incumbent will lead the EXO operations and work in close collaboration with the Mission’s HIV/AIDS team.  The incumbent is expected to have a comprehensive knowledge of and apply the principles of customer service, as well as sound managerial, analytical, negotiation and interpersonal skills.  The incumbent is expected to analyze and interpret pertinent policies for local application, to articulate these policies and their application to USAID administrative management operations, and to put into effective practice USAID regulation and directions.
8.  Nature, Level and Purpose of Contacts:
The incumbent serves as the primary point of contact for USAID Executive Office and administration issues. S/he establishes contacts up through senior level of government to the level of Minister. S/he will also work closely with senior administration/management staff of other USG agencies based at post.   S/he will work closely with USAID/Southern Africa.  The most routine contact will be with senior administrative and management staff within the Embassy and USAID/Southern Africa. 
II. QUALIFICATIONS: 

In order to be considered for this position a candidate must meet the Required Minimum Qualifications listed below. Consideration and selection will be based on panel evaluation of Required Minimum Qualifications, Desired Qualifications and Evaluation Factors. Additionally, interviews and writing samples may be requested. Applicants are encouraged to write a brief appendix to a resume, OF-612 to demonstrate how prior experience and/or training addresses the Minimum Qualifications and Evaluation Factors listed below:

A. Required Minimum Qualifications:

· Bachelor’s degree 

· Ten years of progressively responsible experience in full-service administrative and logistics management is required, five years of which must include supervisory responsibilities.

· Developing country experience

· Basic computer skills, to include knowledge of Microsoft Word, Excel, Outlook, e-mail and the internet.

· U.S. citizen.

· Ability to obtain a SECRET level security clearance.

· Ability to obtain a Department of State medical clearance for Namibia.

· Fluency (level 4) in written and oral English.
B.  Desired Qualifications:
· Experience mentoring administrative, personnel and procurement staff and providing on-the-job training to assist them to enhance their knowledge and performance of responsibilities.

III. EVALUATION FACTORS:  

The following factors are listed in descending order of importance and will be the basis for the evaluation of applications meeting the required minimum qualifications. All applications will be evaluated based on the documentation submitted with the application. USAID reserves the right to contact your previous employers for relevant information concerning your performance and may consider such information in its evaluation. The highest ranking applicants may be selected for an interview, but an interview is not always necessary.  Applicants are strongly encouraged to address each of the factors on a separate sheet describing specifically and accurately the experience, training, and/or education that are relevant to each factor. Be sure to include your name, social security number, and the announcement number at the top of each additional page. 
A.  Professional Experience – 60 pts
Ten years of progressively responsible experience in full-service administrative and logistics management is required, five years of which must include supervisory responsibilities.

(i) Knowledge and experience with USG or international donor administrative/management operations including budgeting (20 points)

(ii) Knowledge and experience with USG or international donor procurement (20 points) 

(iii) Knowledge and experience with USG or international donor human resources management (20 points)

B. Interpersonal and Communication Skills – 20 Points

(i) Ability to provide rapid, concise, accurate reporting, both verbally and in writing (10 points)

(ii) Ability to work effectively as a technical leader in a multi-cultural environment. (10 points)

C. Mentoring Skills – 20 points

(i)
Proven ability to mentor staff in human resources management, procurement, general services and administrative operations of a USG or international donor organization overseas Mission.

IV. APPLYING
For applicants to be considered for this position the following guidelines will be adhered to and forms completed, signed and submitted, to allow the evaluation committee to thoroughly and objectively review your application vis-a-vis the requirements of the position.

A.  Marking Applications:  To ensure consideration of applicants for the intended position, please reference the solicitation number on your application, and as the subject line in any cover letter, as well as using the address/delivery point specified in this solicitation.

B.  CV: An up-to-date curriculum vitae (CV) or resume.  Your CV/resume must contain sufficient relevant information to evaluate the application in accordance with the stated evaluation criteria.  Broad general statements that are vague or lacking specificity will not be considered as effectively addressing particular selection criteria.  Applicants are encouraged to write a brief appendix to demonstrate how prior experience and/or training addresses the minimum qualifications and evaluation criteria set forth in the solicitation.

C.  Form OF-612: The submitted form must be signed and completed as much as possible and may reference the CV/resume for a greater detailed explanation of work experience rather than repeat it in the OF-612.  Form 612 is available at the USAID web site, http:/www.usaid.gov/procurement_bus_opp/procurement/forms or internet http://fillform.gsa.gov, or at USG offices; and, 

D.  References: Three (3) to five (5) references, who are not family members or relatives, with working telephone and e-mail contacts.  The references must be able to provide substantive information about your past performance and abilities.  Reference checks will be made only for applicants considered as finalists.  If an applicant does not wish for the current employer to be contacted as a reference check, this should be stated in the applicant’s cover letter.  
E. Required Forms for PSCs: The following forms and others shall be completed only upon the advice of the Contracting Officer that an applicant is the successful candidate for the position.  Additional forms may be required at the time the selection process is completed.

Medical History and Examination (DS-1843)

Questionnaire for the Sensitive Positions (for National Security) (SF-86), or

Questionnaire for Non-sensitive Positions (SF-85)

Fingerprint card

F. Late Submissions:  Qualified individuals should note that applications must be received by the closing date and time at the address specified in the cover letter or they will not be considered eligible for evaluation or award, unless Contracting Officer determines that the documents were mishandled by the receiving agency. The closing time for the receipt of applications is 5:00 pm, local time, on the date specified on the covering letter to this solicitation. You are directed to Federal Acquisitions Regulation, Part 15.208 “Submission, modification, revision, and withdrawal of proposals” for further information.

V. SECURITY AND MEDICAL CLEARANCES

A. Medical Clearance:  Prior to signing a contract, the selected individual and eligible dependents will be required to obtain a medical clearance or waiver, through the Dept. of State, Office of Medical Clearances, for the country of performance specified.  Instructions for obtaining the medical clearance will be forwarded to the selected individual once negotiations have been concluded.  

B. Security Clearance:  Prior to signing a contract, the selected individual will be required to obtain a security clearance through the USAID Office of Security.  An Employment Authorization will be requested while a personal background investigation is conducted for the required level of clearance.  Instructions for obtaining the security clearance will be forwarded to the selected individual once negotiations have been concluded.

VI. REGULATIONS/BENEFITS/ALLOWANCES

A. USAID Regulations:

1. Acquisition & Assistance Policy Directives (AAPDs) contain changes to USAID policy and General Provisions in USAID regulations and contracts. Please refer to this web site – http://www.usaid.gov/business/business_opportunities/cib/index.html to determine which AAPDs apply to this contract. 

2. AIDAR:  The Agency for International Development Acquisition Regulation (AIDAR) Appendix D - Direct USAID Contracts with U.S. Citizens or U.S. Residents for Personal Services Abroad found at: http://www.usaid.gov/policy/ads/300/aidar.pdf is the primary regulation governing USPSCs for USAID.

B. Benefits, Allowances and U.S. Taxes: 

As a matter of policy, and as appropriate, a PSC is normally authorized the following benefits and allowances (however, as conditions at post change, benefits and allowances may also be changed):

Benefits/Allowances:

As a matter of policy, and as appropriate, a PSC is normally authorized the following benefits and allowances: 


A. Benefits:
 
(1) Employee's FICA Contribution

    
(2) Contribution toward Health & Life Insurance

    
(3) Pay Comparability Adjustment

    
(4) Eligibility for Worker's Compensation

    
(5) Vacation & Sick Leave (only earned for actual work days)


B. Allowances:
Benefits and allowances are provided in accordance with the AIDAR Appendix D which can be found at: http://www.usaid.gov/policy/ads/300/aidar.pdf.


C. Federal Taxes: USPSCs are not exempt from payment of Federal Income taxes.

END OF SOLICITATION
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