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ISSUANCE DATE: January 28, 2008







CLOSING DATE: February 27, 2008   

Ladies/Gentlemen:

SUBJECT: Solicitation for U.S. Personal Service Contractor – Capacity Building Specialist, Position at Gaborone, Botswana.  Solicitation No. 674-08-0016
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: 674-08-0016.

            



ISSUANCE DATE: January 28, 2009.

CLOSING DATE AND TIME:  February 27, 2009, 17:00 Local Time, Pretoria, South Africa.

POSITION TITLE: Deputy Director/Capacity Building Specialist

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.
PERIOD OF PERFORMANCE:  Two (2) years.
PLACE OF PERFORMANCE:  Gaborone, Botswana.
SECURITY ACCESS:  Employment Authorization only

AREA OF CONSIDERATION:  U.S. Citizens, Botswana Citizens, or Third Country Nationals  

I. SCOPE OF WORK




A. Introduction:  
USAID/RHAP/Pretoria expects to award a personal services contract for a U. S. citizen or third-country national for a two-year period beginning o/a April 1, 2009.  This period may be extended by mutual agreement subject to continued need, satisfactory performance and availability of funds.

The Deputy Director/Capacity Building Specialist, who will be based in Gaborone, Botswana, is recruited, hired, and funded by the United States Agency for International Development (USAID) Regional HIV-AIDS Program (RHAP) for Southern Africa (which is based in Pretoria, South Africa) through the President’s Emergency Plan for AIDS Relief (Emergency Plan).  This position will be supervised by i the USAID Director in Botswana, and will be a key member of the Inter-agency PEPFAR team.  

The Deputy Director/Capacity Building Specialist will have 2 primary functions:  

· supporting the Director in the overall management (including program planning and development, supervision of staff, grant/contract/agreement oversight) of USAID’s HIV/AIDS programs in Botswana, and as such deputizing in the Director’s absence; 
· providing expert technical advice in the Capacity Building program area, and ensuring that all capacity-building (both institutional and individual) activities contribute to measureable results that are in accordance with agency regulations, PEPFAR technical guidance, and international standards for development.

Botswana is among the most affected countries in the world, with a national adult HIV prevalence of 23.8% and approximately 300,000 PLWHA in a country of 1.88 million.  Botswana, being one of the 15 focus countries under PEPFAR, has a strong USG presence in HIV/AIDS.  USAID has a field office in Gaborone that manages activities in the areas of trade and economic growth, and environment; however, until recently USAID did not have a presence to support its HIV/AIDS activities which were managed from the Regional HIV/AIDS Office in Pretoria.  In 2007 USAID hired a Director to provide technical and programmatic oversight to the USAID activities in Botswana as the first step in providing appropriate in-country support for this portfolio which has been growing in size and complexity.  This position will support the USAID Director in providing oversight and support for USAID/Botswana’s HIV/AIDS activities and in coordinating with other USG partners (State Department, US Centers for Disease Control and Prevention, Department of Defense and Peace Corps) and collaborating with the Government of Botswana and other donors including bilateral and multi-lateral agencies.
Specifically, USAID is supporting prevention, OVC, and palliative care activities, largely through support to local organizations which includes a significant degree of capacity building.  Botswana has a relatively small NGO sector, but there are a number of organizations working in HIV/AIDS at both the national and community level.  Often these organizations have the capacity to reach people who need HIV/AIDS services, but lack skills in project management, financial management, human resource development, resource mobilization, technical expertise, etc. that would make them stronger, more sustainable organizations that can operate on a larger scale.  Many such organizations are well-established within communities and well-placed to reach out to those infected and affected by HIV/AIDS.

The Deputy Director/Capacity Building Specialist will be a member of the USG HIV/AIDS Botswana country team.  S/he will support the USAID Director in managing the USAID/Botswana portfolio and in building the management and technical capacity of local NGOs, CBOs, and FBOs.  S/he will also manage capacity building activities being provided by USAID implementing partners to local organizations to ensure that local partners are receiving needed support and progressing as expected.  The focus of USAID/Botswana’s capacity building program is to ensure that local partners have the skills to implement high-quality programs and solicit USG funding in the future.  In addition to working with USAID local partners, the Deputy Director/Capacity Building Specialist will assist the Director to coordinate USAID’s activities with other USG agencies, especially CDC and Peace Corps, local government counterparts (officials in the Ministry of Health, the National AIDS Coordinating Agency, Ministry of Local Government, etc.), as well as the private sector and other donor and international organizations.
B. Position Overview:
The Deputy Director/Capacity Building Specialist serves as the second senior manager of the USAID Botswana PEPFAR program.  As a senior manager the incumbent will be a member of the Inter-agency PEPFAR Team and will work closely with the PEPFAR Coordinator and the Agency leads from CDC, DOD, Department of State and Peace Corps.  The Deputy Director/Capacity Building Specialist will work in coordination with the Government of Botswana ministries and agencies that  design and implement the national HIV/AIDS programs and USG implementing partners and other donors in Botswana. The functions of the incumbent will include supporting to the Director in the overall management, including program planning and development, supervision of staff, and grant, contract and agreement oversight of USAID’s HIV/AIDS programs in Botswana, and as such deputizing in the Director’s absence. The incumbent will also be responsible for providing expert Capacity Building technical advice and ensuring that all capacity-building (both institutional and individual) activities contribute to measurable results that are in accordance with agency regulations, PEPFAR technical guidance, and international standards for development,  The Deputy Director/Capacity Building Specialist will take an active role in developing public-private partnerships and collaborative programs with the GOB and other funding agencies.

C. Position Title of Direct Supervisor:    

USAID Botswana Director
D. Supervisory Controls: 
Overall program direction is set by the USAID Director Within that direction, the incumbent and the Director define long-tern work to be accomplished and set medium to long-term goals.  The incumbent is then responsible for planning, implementing, and evaluating the agreed upon work independently.  Illustrative duties could include:

· Maintains a regular schedule of project site visits at headquarters and in the field.  Makes recommendations for adjustments of organizational capacity development program/project activities, as appropriate.

E. Duties and Responsibilities:  
Responsibility for decision making:  The USAID Director in Botswana, together with the US Ambassador to Botswana, is responsible for setting policy and as Deputy Director the incumbent will have decision-making authority within the parameters set by policy.  In the Capacity Building technical area, however, the Deputy Director will have more decision-making latitude, as his/her specialized expertise will be required for directing overall program management and decision-making within this technical specialty.  In these instances, the incumbent will be expected to exercise independent judgment that considers international best practices and to modify them as needed to fit the local context.  Illustrative duties could include:

· Provides technical and programmatic leadership on organizational capacity building to the PEPFAR team and USAID/Botswana-supported projects valued at over $30 million.

· Coordinates and adapts lessons learned for organizational capacity development programs/projects/activities to further strengthen and expand interventions to achieve PEPFAR goals and to share lessons learned across the sector to strengthen organizational capacity development efforts across Botswana.

Complexity of work assignments/work environment:  As this is a key position in a PEPFAR team, much of the work is subject to the uncertain and ever-changing guidance from OGAC regarding program implementation.  As well, the rapidly-growing body of knowledge around technical issues relating to HIV programming requires continuous updating regarding the state of the art, and translating those changes into adaptations at the local level.  The USAID team in Botswana is quite small in proportion to the scale of programming due to the non-presence nature of the program.  Therefore, the Deputy Director/Capacity Building Specialist will be required to respond to a wide and varying array of challenges on a day-to-day basis and must be prepared to multi-task at a high-level.  The emergency nature of the PEPFAR program intensifies this effect.  Illustrative duties could include:

· Ensures that Implementing Partners (IP) are in compliance with all relevant USAID regulations and procedures, as well as conforming to current OGAC guidance and international standards of best practice.

· Applies specific and in-depth knowledge of applicable USG laws, legislative directives, and regulations, particularly regarding the allowable use of PEPFAR funds according to most recent guidance.

· Based on personal observations, assessment reports, performance statistics, and other available data, makes technical and programmatic recommendations to the USAID/Botswana team.

Knowledge level required:  The dual role that the incumbent will play as both Deputy Director and Capacity Building Specialist requires professional mastery of both administration and management responsibilities as well as technical expertise.  Illustrative duties could include:

· Prepares technical and program assistance documentation, such as Modified Acquisition and Assistance Request Documents (MAARDs) and Program Statements for acquisition and assistance actions, including new agreements, amendments, and incremental funding requests.

· Drafts statements of work and illustrative budgets, prepares quarterly accrual estimates, and tracks funds for activities implemented by partner organizations related to assigned area of responsibility.

· Serves as the chair or deputy chair of the PEPFAR Technical Working Group on Civil Society Capacity Building that brings together all of the PEPFAR implementing partners working with local NGOs to exchange capacity building tools and techniques and develop common approaches to strengthening areas such as financial management and human resources management.

Availability of guidelines:  broad guidance is available both in the form of written guidelines (WHO, OGAC, ADS) and direction from the USAID Director and the PEPFAR team, as well as from the GOB.  A great degree of judgment is necessary to apply guidance to the local situation and to reconcile conflicting guidance.  Illustrative duties could include:

· Reviews performance reports to ensure that Implementing partners are in compliance with host-government agreements, and with the performance expectations outlined in their work plan and in their COPs, and that COPs adhere to OGAC guidance and international standards of best practice.

Scope and effect of the work:  The incumbent will provide specialized technical information to a wide variety of senior program and technical specialists in the area of human and institutional capacity building.  As the Deputy Director the incumbent will coordinate the work of other professional staff and will be the acting USAID program manager in the Director’s absence.  

· Serves as CTO for the agreements with organizations receiving support to strengthen local NGO capacities.

· Monitors activities undertaken by IPs implementing capacity development programs/projects/activities, tracks progress against program descriptions, implementation plans, and work plans, assesses progress and barriers to achievement, recommends action for improvement of modifications to address problems, and documents and highlights results.

· Seeks opportunities to explore new Mission-supported activities such as the development of public/private partnerships.

· Takes the lead in program evaluation, monitoring and reporting.

· Works in tandem with PEPFAR Prevention, Treatment and Care Technical Advisors who provide guidance to IPs on the HIV/AIDS care and prevention services that local NGOs deliver at community level.

Level and purpose of contacts:  In his/her technical role, the incumbent will play a leadership role in establishing and maintaining senior professional contacts with government officials (Ministry of Health, the National AIDS Coordinating Agency, Ministry of Local Government, etc.).  S/he will support the Director to coordinate USAID’s activities with senior management officials in other USG agencies (CDC, Department of State, Department of Defense, and Peace Corps), the private sector, local NGO and civil society leaders, and other donor and international organizations.  Illustrative duties could include:

· Represents USAID in selected working groups (primarily focused on organizational capacity development) convened by the GOB and other donor partners, and provides input to ensure coordination between USAID-supported activities and other related activities in Botswana.

· Coordinates with GOB officials and other donor agencies (ACHAP, UNICEF, UNAIDS, World Bank, JICA, etc.) on special projects in the area of capacity development, and their implementation issues as related to HIV/AIDS and other Presidential Initiatives.

· Maintains regular communication with counterparts in the Regional HIV/AIDS Program (RHAP) office in Pretoria and other relevant RHAP staff in the region.

Supervision/oversight of others:  The incumbent will directly oversee the new NGO capacity building cooperative agreement, and will provide leadership and support for the other three USAID projects that include components to build the capacity of local NGOs.  The incumbent will share supervision responsibilities of the USAID/STATE PEPFAR team with the Director.  Supervision responsibilities will be assigned based on individual strengths and weaknesses, but the expectation is that the incumbent will be prepared to supervise both technical and non-technical team members. 

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:

A graduate degree in health, social sciences, business administration, education or related area is required.  

B. Desired Qualifications:
A master’s degree in public health, social sciences or other health care development related field is desirable.
C. Work Experience (25 points):  

A minimum of 5 years of progressively responsible professional-level experience in organizational capacity development, especially experience working with HIV/AIDS issues and programs is required.  Program design, strategic planning, and program management and implementation experience in a developing country context is highly desirable.  Experience working with USAID or USAID-funded health programs is highly desirable.

D. Abilities and Skills:  

Ability to receive US Government security and medical clearances (or meet facility access requirements) in accordance with USAID hiring policy is required.


III. EVALUATION FACTORS:  

The following factors are listed in ascending 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.  

A. Education (10 points):  

· A graduate degree in health, social sciences, business administration, education or related area is required.  A master’s degree in public health, social sciences or other health care development related field is desirable.

B.  Knowledge:  (25 points) 

· Must have a sound knowledge of the main technical and substantive issues related to organizational development, program/project development and public health, especially around HIV/AIDS prevention, care and treatment in sub-Saharan Africa and a good understanding of African social, cultural, and political contexts.  

· Familiarity with USAID programs, policies and regulations is highly desirable.

C.  Work Experience (25 points): 

· A minimum of 5 years of progressively responsible professional-level experience in organizational capacity development, especially experience working with HIV/AIDS issues and programs is required.  

· Program design, strategic planning, and program management and implementation experience in a developing country context is highly desirable.  

· Experience working with USAID or USAID-funded health programs is highly desirable.

D.  Abilities and Skills:  (40 points)

· Excellent interpersonal skills, tact and diplomacy, are required to establish and maintain a wide range of senior-level and working-level contacts with HIV/AIDS programs in governmental, non-governmental, and private-sector circles.

· Ability to work effectively within team and interagency environments, and to supervise and mentor others.

· Strong management and analytical skills are required to strategize, develop, and implement effective USAID-supported HIV/AIDS programs.

· Strong financial management and administrative skills are necessary to track the performance of implementing partners.

· Ability to interpret regulatory directives and related guidance.

· Ability to organize and present information and to draft clear, concise, and well-written documents.

· Computer literacy, including ease and skill in using word processing programs, email, spreadsheet applications, and presentation software; and familiarity with the worldwide web.

· Excellent written and spoken English language communications skills.

· Certification as a USAID CTO highly desirable

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.  The interviewing committee will delay such reference check pending communication with the applicant.  

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.  A temporary security clearance 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. Contract Information Bulletins (CIBs):  CIBs contain changes to USAID policy and General Provisions in USAID regulations and contracts. Please refer to this web site – http://www.usaid.gov/procurement_bus_opp/procurement/psc_solicit/ to determine which CIBs 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):

1. Benefits:


a. Employee’s FICA Contribution


b. Annual Contribution towards Health and Life Insurance



i. 50% of Health Insurance Annual Premium, not to exceed $7,750 for a



family and $3,410 for an employee without dependents



ii. 50% of Life Insurance Annual Premium, not to exceed $500


c. Pay Comparability Adjustment - - Annual across the board salary increase 

for USG employees and USPSCs


d. Worker’s Compensation


e. Vacation and Sick Leave



i. Vacation Leave is based on years as a USPSC with USAID and 



USG Employment including the US Military:




0 – 3 Years    =  4 hours every two weeks




3 – 15 Years  =  6 hours every two weeks




15+ Years      =  8 hours every two weeks 



ii. Sick leave is 4 hours every two weeks


f. Access to Health Unit if employee and/or dependents are medically cleared



to serve at post of assignment

2. Allowances * (If Applicable):


a. Post Differential (Section 500)

 
b. Living Quarters Allowance (Section 130)


c. Temporary Lodging Allowance (Section 120)


d. Post Allowance (COLA)(Section 220)


e. Supplemental Post Allowance (Section 230)


f. Payment During Evacuation (Section 600)


g. Education Allowance (Section 270)


h. Separate Maintenance Allowance (Section 260)


i. Danger Pay (Section 650)


j. Educational Travel (Section 280)

* Dept of State Standardized Regulations (DSSR) (Government Civilians Foreign Areas)

3. In-Kind Allowances:
The USG will provide the following in-kind allowances, on par with US Direct Hires at the same location, in lieu of some allowances in paragraph “2. Allowances* (If Applicable)” above:


a. Housing


b. Furniture


c. Appliances


d. Furnishings (drapes/blinds, rugs, lights, etc.)


e. Utilities


f. Guard Services for Residence

4. Federal and State Taxes:

a. Federal Taxes: USPSCs are not exempt from payment of Federal Income taxes and will be withheld from compensation payments.

b. State Taxes: USAID does not withhold state taxes from compensation payments.  State taxes are solely between the employee and the employee’s state of official residence.

END OF SOLICITATION
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