SOLICITATION NUMBER:  

267-08-013
ISSUANCE DATE:             
June 23, 2008       


CLOSING DATE/TIME:

July 14, 2008 / 17:00 Iraq Local Time
POSITION TITLE:               Supervisory General Services Officer
MARKET VALUE:                 GS-13 ($68,625.00 to 89,217.00) 

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:        
Supervisory General Services Officer, USAID/Iraq Executive Office (EXO)
EXPECTED START DATE:
Mid September, 2008

I.
BACKGROUND
The USAID/Iraq compound sits on approximately 16 acres and contains: office building for 200 staff, dining facility, warehouse, 83 one-bedroom houses, 31 trailers, 5.5 megawatt generators (plus 2 electrical generation back up systems), sewage treatment plant, multiple water tanks and pumps, security team and systems, storage of 300,000 liters of diesel fuel, approximately 118 vehicles, (being a mixture of FAV and soft skin in different locations within Iraq) and currently has 175 staff on board.  

 

Upwards of 18 Provincial Reconstruction Teams (PRT) will be established within the next year along with the completion of the New Embassy Compound (NEC).  In addition to managing the USAID compound, the Supervisory GSO must be able to support the field offices and assist with the transition to the NEC.

II.
BASIC FUNCTIONS OF POSITION:  

The USIAD/Iraq S/GSO is responsible for the management of USAID/Iraq General Services Office operations including: planning, organizing, and coordinating work activities among the following four functional units within the Executive Office: the GSO Maintenance Team, Motor Pool, Supply/Warehouse facilities, and Procurement. Under the direction of the Supervisory Executive Officer (S/EXO), the S/GSO is responsible for the USAID/Iraq office building and housing maintenance and repair, motor pool, real property, property supply and warehouse management, custodian services, security, and fire and safety programs.  The incumbent will be on call 24-hours a day, 7 days a week for emergency services and to provide GSO-specific guidance and assistance to team members and clients.  

The incumbent may be instructed to perform other duties related to EXO operations. 

III.
MAJOR DUTIES AND RESPONSIBILITIES:


1) GENERAL GSO MANAGEMENT:

· Evaluates, approves and assigns work requests in accordance with written Mission policies and practices. Regularly monitors work in progress to ensure that the end product meets quality control standards.

· Develops Technical Specifications and Scopes of Work for technical services as required; after award, serves as the principal liaison with the contractor and monitors progress towards completion, -ensuring full compliance with the terms and conditions of the purchase order/contract.
· Implements and develops internal policies, procedures and operations for residential and office maintenance, real property, Health and Safety, and Motor Pool programs. The Supervisory GSO also provides leadership, training and professional development for GSO staff. 

· Supervises and monitors the performance of GSO staff.  Ensures that supplies and property are properly used and accounted for.
· Assists the EXO in collecting client feedback to improve customer satisfaction and improve overall quality and operational efficiency. 
2) BUDGETARY:

· Responsible for the creation and monitoring of the GSO annual budget in conjunction with the EXO and Financial Management Office (FMO).
· Assists the EXO in the development of the Mission’s annual Operating Expense (OE) budget as directed by the EXO.
3) NON-EXPENDABLE (NXP) AND EXPENDABLE (EXP) PROPERTY MANAGEMENT:

· Responsible for the accurate receipt, distribution and inventory control of EXP and NXP property.  Oversees property disposal actions.  Accurately completes agency reporting requirements on property management.
· Initiates procurements to meet Mission requirements for NXP and EXP.  
4) REAL PROPERTY MANAGEMENT: 

· Creates and implements a preventative maintenance program and is responsible for the maintenance and upkeep of all U.S. Government Property.
· Maintains an up-to-date computer-generated residential housing profile for the USAID/Iraq Mission.  Keeps abreast of incoming staff to ensure availability of housing.
· Conducts regular health and safety inspections of all USG properties.
· Ensures make-ready of housing is done completely and timely for new arrivals.  
5) MOTOR VEHICLE OPERATIONS:

· Responsible for the management of the Mission’s vehicle fleet, vehicle maintenance and repair program, and motor pool staff. Is responsible for overseeing the operations of the motor pool, and the maintenance of the vehicles and equipment. Reviews and periodically check vehicle usage logs for completeness and accuracy of information and for assuring that unofficial use of the vehicles is billed according to the programmed schedule. Inspects vehicle for road worthiness and condition. Ensures that systems are in place for tracking mileage, fuel and repair costs, and for preparing accurate and timely reports.  

6) EMERGENCY/SECURITY SAFETY ACTIVITIES:

· This position is deemed “Essential” in the event of an emergency (i.e., natural disaster, bombing, etc.).  The incumbent ensures that Mission generators, security systems, fuel supplies, and others as appropriate, are fully functional and at the appropriate levels in the event of an emergency.
· Periodically inspects tools, machinery and equipment to ensure that they function properly and are being safely used by the GSO staff.
7) Procurement Duties:

The incumbent, working with the EXO and S/EXO, will supervise a procurement agent and will have overall responsibility for ensuring that EXO procurements are property documented.
8) SUPERVISORY DUTIES:

· The incumbent performs the full range of supervisory functions: prepares and distributes daily work assignments, provides guidance as needed; monitors the progress of work assigned, establishes work objectives and performance measures for supervised employees, provides feedback throughout the rating period, prepares annual performance evaluation reports, approves leave requests, and recommends disciplinary action as appropriate, for supervised employees. 
· Monitors daily activities of staff to ensure maximum productivity and to ensure that appropriate safety measures are being employed. 

Performs other duties as required and assigned by the EXO.

IV.
REQUIRED QUALIFICATIONS:

A.  Education:
(10 points)

Possession of a university degree in public administration or the equivalent in responsible positions within a federal government GSO or administrative management office is required. 10 years of progressively work experience in administrative management may be substituted for the degree requirement.
B.  Experience:
(30 points)

A minimum of five (5) to seven (7) years of responsible in professional administrative management such as: experience in building/grounds maintenance, construction, and/or inspection is required.  At least three (3) year of this experience with a U.S. Government Agency, medium to large private company, and/or other international organization(s).  At least three of the seven years in a supervisory position is required.  

C.  Language: (10 points)

Level IV English (fluent knowledge of English) is required. Arabic language knowledge is an asset.

D.  Knowledge: (30 points)

A thorough knowledge of the regulations and procedures associated with USG Administrative management.  The incumbent must have a through understanding of USAID administrative project planning management. She/he must have good knowledge of U.S. and foreign manufactured tools, materials, supplies and equipment.  The incumbent is also required to have a demonstrated knowledge of one or more trades (i.e. Carpentry, Welding, Electrical, Plumbing, Automotive Mechanics, Masonry, etc) to include the use of various trade tools and equipment.  Knowledge of construction, shop safety, physical security, property control, and radio communications highly preferred.   
E. Skills and Abilities:  (30 points)

Strong interpersonal, initiative, budgeting, prioritizing, and reporting skills are required to successfully perform the Supervisory GSO’s range of duties.  Attention to detail and a strong “customer focus” are essential attributes of this position.  Competency in the use of word processing and spreadsheets are required.  The ability to work under pressure for a sustained period of time, flexibility and adaptability are also required elements of this position.  Incumbent must have a current/valid driver’s license and may be called upon to drive a US Government vehicle or light truck to transport tools, equipment, or materials to a job site.  

V.
POSITION ELEMENTS:

A.  Supervision Received: 
The incumbent is under the direct supervision of the Supervisory EXO or his/her designee. Assignment of work is communicated only in terms of general objectives. It is the responsibility of the incumbent to determine the professional methods to use to obtain the desired results. The EXO plans and organizes the work in the Administrative Management’s Office, reviews such work from the achievement of the overall objective. S/he evaluates the performance of the Management’s office staff in conformance with established policy, regulations and procedures. Duties are carried out largely independently, under the general supervision of the Executive Officer.  

B.  Available Guidelines: Direct access to the Automated Directives System (ADS Series-500) and appropriate sections of the Foreign Affairs Manual (FAM).  Additional guidance can be found in the USAID/Iraq Mission Operating Manual.
C.  Exercise of Judgment: Incumbent will be required to use initiative; his/her own judgment and exercise discretion and patience in working with USAID personnel.  Good judgment is needed in analyzing problems, following through on work priorities with team members, implementing and following correct procedures.  

D.  Authority to Make Commitment: The incumbent will not have independent authority to make any resource commitments or commit U.S. Government (USG).  

E.  Nature, Level and Purpose of Contacts: The incumbent will be required to establish and maintain solid and cohesive working relationships on a continual basis with the Executive Officer and all categories of USAID/Iraq employees and with the Embassy GSO.  In addition, the incumbent will be required to establish and maintain effective external contacts; such as local vendors and contractors.

Supervision Exercised: The incumbent supervises two Assistant GSOs plus the Maintenance Staff, Motor Pool Staff, Warehouse Staff, and gives guidelines to all USAID GSO employees.

.

VI.
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-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-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. 
ViI.
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. 

VIII.
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.
 

IX. 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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