SOLICITATION NUMBER:  

267-08-011
ISSUANCE DATE:             
June 19, 2008       


CLOSING DATE/TIME:

July 10, 2008 / 17:00 Iraq Local Time
POSITION TITLE:               Senior Human Resources Specialist
MARKET VALUE:                 GS-13 ($68,625 to $89,217) 

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 Human Resources Specialist, USAID/Iraq Executive Office (EXO)
EXPECTED START DATE:
July, 2008

Basic Function of the Position:

The incumbent manages the USAID/Iraq Human Resources section with overall responsibility for coordinating position management (development of position descriptions and classification of position), recruitment (international and local), performance management, liaison with the Embassy HR section of matters of mutual interest and other human resource management functions.

Major duties and responsibilities:

A. Facilitates the recruitment and selection process for USAID Iraq.  Ensures announcements are posted and applications are reviewed for qualifications compliance. Coordinates the selection process.

B. Assists supervisors in the preparation and/or revision of position descriptions. 

C. Prepares position classification documentation and carries out classification actions using CAJE software system.

D. Prepares salary range determinations for US and TCN personal service contracts.

E. Manages personal services contract negotiations and prepares employment contracts, amendments and personnel actions as needed.

F. Assists employees in matters relating to employee benefits.

G. Initiates personnel actions and provides career development and performance counseling services for Mission FSN employees. 

H. Manages the Mission FSN performance management/employee evaluation program & provides logistical support for the USDH performance evaluation program. 

I. Supervises other members of the HR Team.

J. Coordinates the Agency’s awards program and the Post awards program.

K. Prepares required staffing reports for AID/W use, ensuring the accuracy and completeness of required data.

Desired Qualifications:

A. Education:  Minimum requirement Bachelor’s degree in human resources management, public administration or related subject.  Ten years’ professional Human Resources management experience (in addition to other professional experience requirements) may be substituted for the degree requirement.

B. Prior work experience:  previous, progressively responsible human resources management experience of at least seven years; and at least three years supervisory experience in a cross-cultural setting.

C. Post-Entry training:  as required to ensure familiarity with USAID regulations and procedures.  




D. Language Proficiency:  Fluent English reading and writing ability; knowledge of Arabic a plus.

E. Knowledge:  USAID/US Government regulations/procedures as appropriate for carrying out the duties and responsibilities of the position.  Familiarity with Computer Assisted Job Evaluation (CAJE) software required, certification preferred.

F. Abilities and Skills:  Must be able to work with minimal supervision; must have outstanding communications skills and the ability to negotiate effectively in order to meet required objectives.    The nature of the position requires the incumbent to work extensively with sensitive personal information which must be treated with discretion, maintaining confidentiality.  Theoretical and practical knowledge of the principles of customer service are essential.

Supervision received:

A. The incumbent works with minimal day-to-day supervision except in the most general terms.  The scope and flexibility of duties require a great deal of initiative in planning and implementing daily work and in defining innovative approaches to improve the functions for which the incumbent is responsible.

B. Available Guidelines:  ADS, FAM/FAH, and Mission Orders.

C. Exercise of Judgment:  Independent exercise of judgment is an essential part of this position.  

D. Authority to make commitments:  incumbent can commit staff and available resources in the accomplishment of work objectives.  Incumbent may not make financial commitments on behalf of the US Government.

E. Nature, levels, and purpose of contacts:  The incumbent maintains extensive contacts with senior-level officials of the Embassy and with USAID partners; deals extensively with USAID staff and contractors/grantees and with various areas of the private sector.

F. Supervision Exercised:  Directly supervises as many as two TCN/FSN HR Specialists and one HR Clerk.

G. Time required to achieve full-performance level:  three to six months.


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-13 level.  The actual salary of the successful candidate will be negotiated within the GS-13 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-13 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-13 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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