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FROM THE AMERICAN PEOPLE





	VACANCY ANNOUNCEMENT



	  No. 07-12           Date: August 2, 2007


OPEN TO:

All Interested Candidates

POSITION:

Program Assistant (2 positions)

OPENING DATE:
August 6, 2007
CLOSING DATE:
August 17, 2007
WORK HOURS:
Full-Time, 40 hours/week

SALARY:

Ordinarily Resident:  Local Compensation Plan




(Position Grade:  FSN-8)

BASIC DUTIES OF THE POSITION:

Under the direct supervision of the Team Leader for Strategic Objective 14 (SO14), the incumbent performs a variety of program and administrative functions in support of SO14 in the General Development Office of USAID/Nigeria.  

MAJOR DUTIES AND RESPONSIBILITIES:

The Program Assistant will perform a variety of research, monitoring, analytical and contact duties in support of senior management personnel.  This requires considerable specialized knowledge of USAID or USG programming policies, procedures and documentation.  The Program Assistant will also be required to:

Produce draft briefing documents and reports (including charts, tables, graphs, etc) on SO14 program activities as requested by senior program staff.

Monitor and report on developments in health policy within the Federal Ministry of Health, with particular emphasis on prevention, care and support, treatment and the Prevention of Mother-To-Child Transmission of HIV/AIDS.

Participate in the review and evaluation of proposals, annual work plans and financial reports of Implementing Partners to ensure technical soundness and responsiveness to Mission strategies and guidelines.

Assist senior program staff in setting up meetings with host-country government counterparts, and in negotiating the clearance of project documents through host-country governmental channels.
Track documents from Implementing Partners such as Proposals, Annual Work Plans, Quarterly Reports and Annual Reports, as well as USAID internal documents.

Track and maintain accurate records of USG Nigeria Emergency Plan Country Operational Plan (COP), Steering Coordination Committee meetings and Implementing Partner Project files, contracts and agreements in the GDO front office. 

Provide support for the operation and management of the SO14 database and COP process.  Maintain a database of all local sub-agreements approved for implementing partners.

Assist in maintaining effective communication systems between the SO14 team and its Implementing Partners, as well as between the different sub-units within GDO and USAID/Nigeria. 

In collaboration with program managers, analyze programmatic and financial reports and provide feedback to the implementing partners.

Maintain SO14 project files, contracts and agreements in the GDO front office.  Maintain a database of all local sub-agreements approved for implementing partners.

Perform routine GDO duties such as preparation of correspondence, reporting cables and other documents, and provide logistical support to and for the conduct of SO14 meetings, as necessary.

Take responsibility for the SO14 Acquisition & Assistance procurement plans, monitor staff pipelines, accrual process and prepares and follows-up on Modified Acquisition and Assistance Request Documents (MAARDS).

Accompany TDY technical officers on inspection of field based project activities.

Perform any other tasks as assigned.

MINIMUM REQUIREMENTS:

NOTE:  All applicants are instructed to address each selection criterion detailed below with specific and comprehensive information supporting each criterion.

Education: University degree or its equivalent in Health or Social Sciences is required.

Prior Work Experience:  One to three years of progressive experience in program assistance or related work is required.  Prior experience in the collection, analyses and presentation of information is required.  Prior experience in coordination of financial information and data base management is required.  Prior USAID or USG experience is required.

 Knowledge: A good knowledge of the concepts, principles and practices of HIV/AIDS and TB and familiarity with the U.S. Presidents Emergency Plan for AIDS Relief is required. A good Knowledge of Nigeria's economic, social, cultural and political characteristics is required.  A general knowledge of USAID Programming policies, procedures and documentation is required. 

Skills and Abilities: Must possess ability to obtain, organize, analyze, evaluate and present information and draft clear and concise reports.  Ability to work in a collaborative environment with other support staff is required.  Excellent skills in the operation of word processors, graphics, office information systems and database management are required. Strong numerical skills are required.

Language: Level IV English (Fluency) is required.  

TO APPLY:  Interested applicants should indicate position on envelope and forward their type written application, detailed resume and credentials, no later than the closing date to:

The Executive Officer 

USAID/Nigeria

7-9, Mambilla Street
Off Aso Drive
Maitama 
Abuja.
NOTE: Successful internal candidates will be hired in accordance with 3 FAM 7576.1.  Successful external candidates will be subject to one year of probation and may begin at FSN-7 depending on salary history, qualification and experience.  Promotion to FSN-8 will be after the completion of the one year probationary period and successful performance of duties at the FSN-7 level.

As part of USAID/Nigeria’s commitment to the precepts of greater involvement of people living with HIV/AIDS, qualified applicants who are living openly and positively with the virus and who will be comfortable working in such an environment where they will be regarded as a role model for positive living are strongly encouraged to apply.
An Equal Opportunity Employer

EXO:  COEdereka

EXO:  IOgungbayo
GDO:  KKasan

GDO: 
CChappell






