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VVAACCAANNCCYY  AANNNNOOUUNNCCEEMMEENNTT  

 

SOLICITATION NUMBER: USAID/Jordan-EXO-15-005 
 
OPEN TO:   All interested candidates 
 
POSITION:   USAID Development Program Specialist - Budget 
    Program Office  
 
OPENING DATE:    September 03, 2015  
  
CLOSING DATE:   September 16, 2015  
 
WORK HOURS:   40 hours/week 
 
SALARY:    (JD20,401 – JD33,661) 
     Position Grade Level 11 
 
PLACE OF PERFORMANCE: Amman, Jordan 
 
 
USAID/Jordan has an immediate vacancy for USAID Development Program Specialist - 
Budget position at the Program Office.  This is a Personal Services Contract (PSC) 
position, grade FSN-11.  The work schedule is 40 hours per week.   The salary level of 
the selected candidate will be determined based on meeting the required qualifications 
and documented previous salary history.  The qualified selected candidate may be 
employed at a trainee level until reaching the position’s full performance level.   
 
Applicants who do not meet the minimum number of years of experience may also be 
considered only after it is determined that there are no other qualified candidates.  
Should such an applicant be chosen for the position, the starting salary will be set at a 
trainee level.  Trainee-level appointments will require the employee to work for a certain 
period of time before the employee is eligible for the FSN-11 level.  USAID/Jordan may 
select more than one candidate with this solicitation. 
 
Basic Function: 
 
Under the Supervision of the Deputy Director for Budget and Management at the 
Program Office, the incumbent serves as the focal point in the Mission for developing, 
maintaining, analyzing and reporting budget and financial information covering the 
Mission program portfolio as a whole.  The incumbent provides support to the 
Supervisory Program Officer and Deputy Director for Budget and Program Management 
on critical budget functions with regard to: 1) programming of funds and management of 
the Mission's operating year budget 2) policies, procedures, practices, and 
documentation related to managing program budgets; 3) contributing to drafting and 
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reviewing periodic programmatic and budgetary reports; and 4) Government of Jordan 
(GOJ) development priorities and its legal and regulatory environment, budget process, 
and general decision-making process as it relates to the implementation of USAID 
programs. The incumbent serves as the Mission Advisor for OPS (Operation System) 
Master, and will conduct training sessions for the Mission on this tool and one-on-one 
training for technical team members. 
 
Major Responsibilities:  
 
Budget Formulation and Implementation                                                                                                                    
 
Under the Supervision of the Deputy Director for Budget and Management at the 
Program Office, the incumbent serves as the Program Office's principal budget analyst 
responsible for the development of a range of budget analysis tools to assist Mission staff 
at all levels in decision making.  S/he tracks and reports on the Mission’s historical 
funding trends and assists in developing budget projections. 
 
Manages process to have funds allowed to Mission from USAID/Washington (AID/W).  
Works to arrange timely arrival of program funds from AID/W, drafts and carries through 
emergency requests for funding; drafts request to obligate memos for approval by the 
USAID Administrator or the Director of Foreign Assistance in Washington; and works with 
AID/W and FMO to ensure funds are allowed to correct Program Elements and to correct 
Field Support mechanisms in Washington. 
 
Provides guidance to the Program Office and Development Objective (DO) teams on 
budget planning, pipelines, and budget allocation. S/he conducts research and provides 
analyses on a range of technical issues related to program implementation, including but 
not limited to: pre-obligation requirements, country and assistance checklists, fund 
directives and earmarks, forward-funding regulations, limitations set forth in the annual 
appropriations bill, separate notification requirements and Congressional Notification 
format and submissions, USAID’s internal policies and procedures as outlined in the 
Automated Directives System (ADS), and funds control requirements. S/he manages the 
Mission's annual operating year budget, including designing and maintaining relevant 
tracking documents, and drafting and reviewing relevant DO agreements. 
 
The incumbent works with the Financial Management Office and the Assistance and 
Acquisition Office to manage and maintain the Mission’s budget information systems, 
tracking Mission program budget requests and allowances, obligations, and providing 
budget analysis reports in conjunction with FMO staff.  The incumbent also supports the 
Program Office's Mission pipeline management and oversight responsibilities by providing 
analyses and proposing appropriate management actions.  S/he uses OPS Master to 
track budget formation and execution, pipeline reporting, and reviewing commitments and 
sub-obligation actions.  The incumbent provides expert budget updates generated from 
OPS Master to Senior Management and Mission Technical Offices on a regular basis. 
 
Responsibilities also include managing the Field Support Database, monitoring the 
database per AID/W guidelines, and preparing reports; creating spreadsheets for each of 
the operating year budgets; tracking pipeline data and ensuring that DO teams are 
informed, and preparing pipeline reports for Mission and AID/W use. 
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Reporting                                                                                                                                                      
 
Primary responsibility for compilation, analysis and preparation of financial and budget 
data, in collaboration with technical offices and others as necessary, to complete annual 
budget programming and reporting documents.  These include the Operational Plan (OP), 
the Congressional Budget Justification (CBJ), and the Mission Resource Request (MRR), 
and for final submissions of these documents to AID/W. 
 
Program Management                                                                                                                                
 
The incumbent interprets and analyzes key GOJ documents that have direct implications 
for USAID/Jordan's programs and budget.  Key documents include but are not limited to 
the Governorates Development Fund, the Executive Development Program, and the GOJ 
budget.  In this regard, s/he identifies and reports on any significant changes or 
modifications appearing in these documents.  S/he also manages the Sales Tax 
Exemption process with the Jordanian authorities for all USG funded activities. 
 
Minimum Qualification Criteria: 
 
In order to qualify for the position above, the applicant must meet all of the following 
criteria, clearly demonstrated in the curriculum vitae (CV) and/or cover letter. Applicants 
must address each criterion with specific and comprehensive information supporting 
each item.  If the application submission fails to demonstrate eligibility, the application 
will be marked unqualified.  It is the responsibility of the applicant to provide all pertinent 
information.   
 
Qualification Criteria:  
 

1. A Bachelor’s degree in one of the following fields: accounting, finance, or 
business administration is required. 
Supporting documentation (i.e. a copy of certificates and degree) must be 
included in the application for eligibility purposes. 

 
2. Minimum of five years of professional-level experience in fields relevant to 

financial management (e.g., financial analyst, financial reporting accountant, 
strategic planning analyst, budget analyst, risk analyst, financial systems analyst, 
and financial reporting manager) is required.   
 

3. Level IV in both written and spoken English and Arabic is required.  At Level IV 
an employee is required to possess a high degree of proficiency in both written 
and spoken English, including the ability to translate the host country language 
into precise and correct English, and English into the applicable foreign 
language.  On occasion, an employee at this level might be expected to act as an 
interpreter in situations where considerable importance attaches to proper word 
meaning.  English proficiency will be tested.  A score of 785 on the TOEIC exam 
(Listening & Reading components only) or 590 is for the TOEFL ITP exam or 96 
for the TOEFL iBT are acceptable.  Examination scores have to have been 
recorded within the last six months; or the candidate will be tested again.  
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4. Skills & Abilities: 
 
a) Must have demonstrated computer skills in specialized software including 

Windows7 and Microsoft Office Suite especially full competency in the use 
of Excel spreadsheets.  Also, must have demonstrated the ability to 
navigate the Internet with ease.   
 

b) The incumbent must be able to accurately analyze and evaluate a variety 
of data and information, and to convey complex information regarding 
his/her work to a variety of audiences in a clear, concise and appropriate 
manner, in both written and oral form.   

 
c) Must be able to effectively, efficiently and appropriately communicate and 

otherwise interact in a professional, cordial manner with Mission and 
USAID implementing-partner staff, as well as officials up to and including 
senior level officials.    

 
Selection Process:  
 
Applications will be initially screened for eligibility in accordance with the qualification 
criteria above.  Applicants must address each criterion in their application in order to 
meet the minimum qualifications for this position.  Top-ranked candidates who meet the 
minimum qualification criteria will be given an English test. Applicants with passing 
marks will be given a technical test. The technical test will be on any of the criteria 
previously mentioned and top-ranked applicants with passing marks will be invited for 
an interview. Testing and interviewing will be conducted in Amman, Jordan.  USAID will 
screen for nepotism/conflict of interest in determining successful candidacy.  Employees 
must have completed 52 weeks of employment in their current position before being 
eligible to apply.  Interested applicants for this position should submit the below listed 
forms electronically to:   
 
Email:  usaidemployment@state.gov  
A. Complete Universal Application for Employment (DS-0174); plus 
B. A current resume or curriculum vitae; plus  
C. Any other documentation (e.g., certificates, awards, copies of degrees earned) 

that address the qualification criteria of the position as listed above.  All 
documentation must be translated into English. 

 
Note:  Application forms can be accessed from the Embassy web site:   
http://jordan.usembassy.gov/job_opportunities.html 
 
Benefits and Allowances: 
 
As a matter of policy, and as appropriate, a Foreign Service Personal Service Contract 
holder is normally authorized the following benefits and allowances:   
 

- Transportation & Miscellaneous Allowances  
- 13th & 14th Month Bonuses 
- Jordanian Social Security  
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- Mission Provident Fund Program 
- Medical Insurance (Employee & Family) 
- Life Insurance (Employee only) 

 
Point of Contact: 
 
Point of Contact:  Questions may be directed to the Human Resources office, 
USAID/Jordan, Tel: 5906000 ext. 6673/6605. 
 
 
 
 
 
 
 
 
 
 


