
POSITION VACANCY ANNOUNCEMENT

ANNOUNCEMENT NO:
20/2012
OPENING DATE:

07/05/2012
CLOSING DATE:

07/25/2012
POSITION TITLE:
Acquisition and Assistance Specialist, FSN-09*
WHO MAY APPLY:
ALL HOST COUNTRY NATIONALS 
OFFICE:

USAID/Central Asian Republics, Almaty, Kazakhstan
MAJOR DUTIES:  Under the technical and administrative oversight of the Contracting Officer (CO) the incumbent provides the full range of services to support USAID/CAR acquisition and assistance (A&A) awards: 1) participates on Assistance Objective Teams (AOT) and advises on appropriate selection of procurement mechanism; 2) prepares procurement planning documents for assigned actions - estimates realistic time schedules of the process;  3) reviews and analyzes requisition documents, obtains necessary clarifications and makes recommendations, as appropriate;  4) prepares all required pre-solicitation documents and clearances; 
5) formally receives applications, proposals, and quotations and administers the open solicitation by responding to requests; 
6) represents the CO in the evaluation of bids, proposals and applications, ensuring compliance with all published evaluation criteria and factors; 7) represents the CO in the development of pre-negotiation cost or programmatic objectives;  8) prepares requests for confirmation of the results of the negotiation, including requests for proposal revisions, revised financial and program plans for assistance arrangements;  9) negotiates the award terms and conditions for acquisition and assistance instruments; 10) prepares the negotiation memoranda, fully justifying the decisions made and distributes award documents;  11) performs procurement administration functions;  12) reviews and clears contents/specifications for the contracting action funding documents;  13) initiates contractor performance reports, follows-up to ensure that reports are completed with input of contractors, CO and Assistance/ Contracting Officer Technical Representatives (A/CORs);  14) closes out completed awards following agency procedures and prepares all relevant documentation;  15) performs other duties as assigned.
MINIMUM QUALIFICATIONS/SELECTION CRITERIA:

- Education, skills and experience (30%):  University degree in business, management, economics, law, accounting, government, public administration or international affairs, or equivalent experience in the fields of acquisition, procurement, purchasing or grant-making.  Minimum four years of progressively responsible experience in acquisition and grant making for technical assistance projects or closely related field with an international or host country development organization.  Demonstrated experience in negotiation and administration of acquisition and grant awards is required. Experience working with host country grants recipients preferred. Strong analytical skills and ability to absorb highly complex information from variety of technical documents and regulations.  
- Knowledge (30%): Knowledge and understanding of how to execute and administer acquisition and assistance awards. Knowledge and skills working in an acquisition or grant making environment and general understanding of US Government rules and regulations. Advanced understanding of society, politics, and economy and development perspectives in the Central Asia region.  
* Full performance level: Advanced knowledge of Mission activities and general understanding of USAID programming policies and procedures.  Thorough understanding of the Federal (FAR) and USAID Acquisition Regulations (AIDAR), Code of Federal Regulations, OMB Circulars, ADS, Comptroller General Decisions. Two years of experience with a US Government organization in relevant area and successful completion of minimum 6 mandatory certification courses (CON 100, CON 110 OR FCN 110, CON 111 OR FCN 111, CON 112 OR FCN 112, CON 120)
- Teamwork/Interpersonal and Communication Skills (25%):  Excellent interpersonal, persuasion and negotiation skills. Strong ability to communicate and negotiate procurements over the telephone and to write clearly and persuasively. Proficiency in MS Office applications (Excel, Word, Access, PowerPoint, Outlook, Internet, etc) and ability to quickly master in use of other software.  
- Language skills (15%):  Fluent (Level IV) English and Russian (both oral and written).  

TO APPLY:  The successful applicant must fully meet the minimum qualification requirements.  Qualified individuals are requested to submit a cover letter and curriculum vitae addressing each selection criterion detailed above with specific and comprehensive information supporting each item;  and names, contact numbers, and addresses of three professional references.  Applicants should write a brief appendix to demonstrate how prior experience and/or training address the minimum qualifications and selection criteria. Candidates for trainee levels and applications on file may be considered.
Packages should be received at the Executive Office (EXO) USAID/CAR, 41, Kazibek Bi St., Almaty 050010, Kazakhstan; Tel: (7-727) 2507612/17;  Fax: (7-727) 2507634; E-mail: almaexo_hr@usaid.gov by COB Monday, July 16, 2012.  A copy of the Position Description is available in EXO/Personnel (ext 6353).
USAID/CAR reserves the right to obtain from previous employers relevant information concerning the applicant's past performance and may consider such information in its evaluation. If an applicant does not wish USAID to contact a current employer for a reference check, this should be stated in the applicant’s cover letter, and USAID will delay such reference check pending communication with the applicant.
*Career Ladder position with full performance level of FSN-11 (Mission Order 495-2 Procedures for the Establishment and Recruitment of Career Ladder FSNPSC Positions).  The successful applicant will be selected according to regulations, qualifications and experience.
