
 
 

 
  

Reference No.: AID-15-09 
 
Position/Salary Range: Acquisition and Assistance Specialist; FSN-9 
 Additional benefits include allowances for Housing, Transportation,  
 Meals, Family, and Miscellaneous; 13th and 14th month bonuses;  
 annual and sick leave; medical coverage. 

 

Open To: All DRC citizens 

 

Location: USAID/Democratic Republic of Congo 
Kinshasa, DRC 

 
Opening: March 26, 2015 

 

Closing: April 23, 2015 

 

Work Hours: Full-Time; 40 hours/week  
 

 
USAID/Democratic Republic of the Congo (DRC), an equal opportunity employer, seeks applicants 
for the above positions. 
 
Possession of a Bachelor’s Degree or the host-country equivalent formal education in a relevant field, 
such as business administration, economics, finance, marketing, commerce, accounting, 
international trade, industrial management, law, or other related field and Level IV (Fluent) English 
and French proficiency, both oral and written is required.   

 

Basic Function of Position: 
 

The Acquisition and Assistance Specialist (Trainee) is located in the  Office of Acquisition and Assistance (OAA), 
USAID/DRC/Kinshasa.  The function of the Office is to provide Acquisition and Assistance (procurement) support to 
Mission Technical Offices and Assistance Objective Teams in the DRC and offices supported by the Mission.  The 
primary purpose of this position is to perform a variety of acquisition and assistance duties including writing grants, 
cooperative agreements, contracts, and other procurement instruments and preparing amendments in support of the 
Mission.  The Specialist (Trainee) reviews and recommends approval or revision of requisitions in the Global 
Acquisition and Assistance System (GLAAS); reviews and recommends scopes of work (SOW); drafts requests for 
proposal applications or quote; performs cost and price analysis; analyzes proposal applications or quotes received; 
draft contracts and contract modifications; analyzes contractor’s proposed budgets; recommends revisions to various 
contract provisions; writes memoranda of negotiation; and, prepares other required documentation.  The Specialist 
(Trainee) maintains contract files and records up to date, prepares Contractors Performance Reports (CPRs), and 
supports award closeouts.  The Specialist (Trainee) provides guidance related to administrative award modifications.  
The Specialist (Trainee) is responsible for carrying out day-to-day activities under the mentorship of more senior 
OAA employees. 
 
This position is a part of an established career ladder, which provides for the potential to progress to the FSN-10 
and, subsequently, to the FSN-11 grade level.  There is no potential for the incumbent to become a permanent FSN-
09 in this work assignment.  Attainment of the higher grade levels is contingent upon the Specialist (Trainee) 
successfully completing required training, meeting agree-upon objectives and milestones, and performing at the Fully 
Successful (or equivalent) level.  Promotion to the FSN-10 and to the target FSN-11 grade levels is not mandatory, 
and failure to achieve that high level of performance may be the basis for reassignment, change to lower grade, or 
dismissal. 

 
 
 
 
 
 
 
 



 

 
 
 
Major Duties and Responsibilities: 
 

a. The Specialist (Trainee) is responsible for providing basic project acquisition and assistance support to 
USAID/DRC/Kinshasa Technical Offices, and other designated clients.  USAID programs are diverse and multi-
sectoral.  The Specialist (Trainee) is required to provide basic and limited acquisition assistance to designated 
Technical Offices and/to support a variety of programs/projects/activities.  These programs/projects/activities are 
implemented through complex Government contracting and grant mechanisms, including but not limited to purchase 
orders, competitively negotiated technical assistance agreements, contracts, cooperative agreements, Participating 
Agency Service Agreements (PASA), and sole source contracts, requiring the Specialist (Trainee) to become familiar 
with the full range of USAID procurement instruments. 
 
b. The Specialist (Trainee) is assigned work in such a manner as to provide the basis for independent selection of 
appropriate procurement instrument types for the situation at hand, and to accurately apply USG procurement laws, 
regulations, policies, and procedures governing each type of instrument.  The developmental nature of the 
assignment provides exposure to the acquisition of goods and various types of services.  The Specialist (Trainee) will 
become equally familiar with the procedures for acquisition of goods, and for managing personal service and non-
personal service contracting actions.   
 
c. The Specialist (Trainee) is expected to work with higher-level Specialists/Officers, assisting in the preparation of 
annual procurement plans, clear and concise statements of work, and supporting documentation.  The Specialist 
(Trainee) will develop the ability to provide authoritative technical guidance to technical specialists/activity managers 
pertaining to their procurement-related responsibilities and procedures. Specific developmental duties include: 

 
Pre-Award Duties – the Specialist (Trainee) participates in meetings on procurement planning; collates data, and 
prepares and updates tracking tools in order to monitor pending procurements; works with clients to assist in the 
preparation of justifications, waivers, and other necessary approvals, as needed; and, reviews GLAAS Requisitions 
(REQs) for completeness and clarity before endorsing them to higher-level Specialists/Officers.  Prepares solicitation 
documents in GLAAS, and the electronic posting of Simplified Acquisitions and Personal Services Contracts; works 
with higher-level Specialists/Officers to ensure compliance with FAR and AIDAR advertisement requirements, 
including publication of synopses and solicitations, as prescribed.  Works with higher-level Specialists/Officers to 
prepare Requests for Proposal and Requests for Application.  The Specialist (Trainee) assists higher-level 
Specialists/Officers in pre-award activities for competitive solicitations, and with pre-award assessment surveys of 
potential contractors or recipients, in order to ensure eligibility prior to an award being made. 
 
Post-Award Duties – the Specialist (Trainee) assists higher-level Specialists/Officers in monitoring performance as 
required by the terms and conditions of the award, through reviews of performance and reviews of financial reports.  
The Specialist (Trainee) manages the assigned developmental portfolio, assuring that funding is available when 
required, and under the guidance of higher-level Technical Specialists/Officers works with Teams/CORs/AORs to 
assure targets/milestones are set and being met (or that remedial action is taken), and that the overall goals of the 
program/project/activity are met.  As assigned, the Specialist (Trainee) conducts site visits and attends meetings.  
Provides guidance to technical personnel and assists in programmatic duties as required to avoid contractual/legal 
improprieties, seeking guidance from higher-level Specialists/Officers as required.  The Specialist (Trainee) assists in 
researching and resolving issues that may arise during contract performance, including changes, work stoppages, 
disputes, implementation problems, defaults, cost overruns, unacceptable performance, and payment problems. 
 
d. The Specialist (Trainee) assists in the conduct of closeouts of contracts, grants, and cooperative agreements after 
completion.  These include ensuring contract audits are conducted in a timely manner, preparing performance 
documentation, and resolving outstanding issues noted in audits. 
 
Performs other duties as assigned or required. 
 
Required Qualifications at the Full Performance Level:  
 
Education: Possession of a Bachelor’s Degree or the host-country equivalent formal education in a relevant 
field, such as business administration, economics, finance, marketing, commerce, accounting, international 
trade, industrial management, law, or other related field is required.  NB: Additional education may NOT be 
substituted for Experience. 
 
Prior Work Experience: 

Three or more years of progressively responsible experience in acquisition and assistance, development 
assistance, or a closely related field is required.   
 



 

 
 
One year of this experience must have been gained working in a position equivalent to no less than the 
next lower level of FSN responsibility in this or a related occupation, within a USG organization or within an 
international or donor organization, in an English-language work environment.  NB: Additional experience 
may NOT be substituted for Education. 
 
Language Proficiency: 
Level IV (Fluent) English and French proficiency, both oral and written, is required.   
 
Knowledge: 
Knowledge of public and/or private-sector business processes, or the ability to quickly gain such 
knowledge, is required.  An understanding of US Federal and USAID Acquisition Regulations, or knowledge 
and understanding of how to execute and administer a complex acquisition portfolio, is desired, particularly 
as it relates to acquisition through methods of negotiation, sealed bidding, small purchase procedures, and 
that result in standard and established contract types.  A basic understanding of markets pertaining to 
program/project/activity requirements for services and commodities, and a good knowledge and 
understanding of US market and pricing methods is desirable. 
 
Evaluation Criteria and Weights: 
1. Education/Weighted 15% based on initial application review; 
2. English Language Skills/Weighted 15% based on application review, written assessment and interview; 
3. Prior Work Experience/Weighted 20% based on application review and interview; 
4. Knowledge/Weighted 25% based on written assessment and interview; and 
5. Skills and Abilities/Weighted 25% based on written assessment and interview. 
 
How the selection will be made: 
The successful candidate will be selected based upon 
1. A preliminary review of the applicant's submitted package to establish that minimum educational and 

English writing fluency requirements are met. 
2. Tests to include an English writing skills test, a Microsoft Office proficiency test that might include any of 

the following: Word, Excel, PowerPoint; and any technical skill test that might be deemed appropriate. 
3. A personal or telephone interview. 
4. Reference checks. 

 
USAID/DRC’s Technical Evaluation Committee (TEC) and Human Resources Section will perform the 
preliminary review (Step 1 above) to eliminate those applications that do not meet the minimum 
educational and written English language requirements. 
 
The TEC will review each of the applications which meet the minimum qualifications against the 
established evaluation criteria to develop a shortlist of applicants to be tested and possibly interviewed. 
Applicants will be contacted for testing (Step 2) and interviews. Based on the results of the tests, 
however, an applicant otherwise identified for interview could be dropped from the interview list. 
 
Following the interview (Step 3) during which the applicant will be evaluated against the established 
criteria, the TEC will make a preliminary determination of candidates to be considered for employment 
and forward that list to HR.  
 
HR will conduct and document the reference checks (Step 4) prior to advising the TEC of the results of 
these checks. Please note that references may be solicited from current as well as former 
supervisors in addition to the references you provide in your application package.  
 
References will only be solicited for those interviewed applicants who are being considered for ranking. 
 
Based on this final input, the TEC will make its final decision on which candidates to rank order, prepare 
a Selection Memo for review and approval by the Contracting Officer, after which an offer of 
employment will be made to the successful candidate, and unsuccessful candidates who were 
interviewed will be contacted and advised of their non-selection. 
 
As positive medical and security clearances are a condition of employment, the selected candidate will 
undergo stringent investigation prior to employment with USAID/DRC. 

 
USAID/DRC reserves the right to hire an applicant who does not meet the required experience level 
at a trainee level. However, an applicant who does not meet the minimum educational requirements 
cannot be hired at either a trainee or full performance level. 



 

 

 
Compensation: 

The position will be compensated in accordance with the U.S. Embassy’s Local Compensation Plan 
(LCP). The successful candidate’s salary level will be based on prior job-related experience and salary 
history. 

 
To Apply: 
ONLY applicants who meet the minimum educational and English language fluency requirements as 
stated in the solicitation document will be considered. Interested applicants who do not meet these 
requirements are encouraged NOT to apply since these applications will not be considered. 

 
A complete application package consists of the following: 
1. Application for U.S. Federal Employment, DS-174 - Job Application Form. The form can be found in  

the US embassy website (http://kinshasa.usembassy.gov/opportunities/jobs.html) 
2. A cover letter demonstrating how prior experience and/or training address the minimum qualifications 

and selection criteria, 
3. A current resume or curriculum vitae (CV), and 
4. Names and contact numbers of three professional references. 
 
Ensure that all communications (including your Cover Letter) include the Announcement Reference Number 
(AID-15-09) and the Title of the Position(s) for which you are applying (Acquisition and Assistance 
Specialist). 
 
Submit the complete application package via email, to usaidhrkinshasa@usaid.gov 
 
Failure to comply with these instructions may result in your application being considered “non 
responsive” and eliminated from further consideration. 

 

Point of Contact: 
Sandra Kiyanga: skiyanga@usaid.gov 

 
Only short-listed candidates will be acknowledged. 
 
DEFINITION: 
Foreign Service National (FSN): A host country national employed at a U.S. Mission abroad, who is 
not a U.S. citizen, nor a family member of a direct-hire Foreign, Civil, or uniformed service member 
under Chief of Mission authority. 

 

Closing date for this position: April 23, 2015 
 

The U.S. Mission in the Democratic Republic of the Congo provides opportunity and fair and equitable 
treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 
disability, political affiliation, marital status or sexual orientation. The United States Agency for International 
Development (USAID) also strives to ensure equal employment opportunity in all personnel operations.  
Women and members of minority groups are encouraged to apply. 

 

 

http://photos.state.gov/libraries/china/240500/pdf/DS-174_002.pdf

