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                                             ANNOUNCEMENT NO: VA-15-13(Juba)

	OPEN: 
	To all South Sudanese Nationals. 
Current Mission employees serving a probationary period are not eligible to apply.

	 

	POSITION:
POSITION GRADE:    
	Project Management Assistant 
FSN 08

	OPENING DATE:
	Monday  :  May 18, 2015

	CLOSING DATE:
	Wednesday: June 03, 2015 - max. 4:30 p.m.(South Sudan time)

	WORK HOURS:
	Full time 40 hour per Week.

	
	


The United States Agency for International Development (USAID) Juba, South Sudan is seeking applications for the position of Project Management Assistant in the Office of Transitional Conflict Mitigation (OTCM). 
JOB SUMMARY:
The incumbent will work with the USAID/South Sudan Office of Transition and Conflict Mitigation (OTCM), which will support the Viable Support to Transition and Stability (VISTAS) program in its efforts to mitigate the further spread of communal violence and rising tensions in critical areas where conflict may have national implications. The Program Management Assistant will provide the highest caliber of general administrative and program backstopping support in the areas of general administration, including but not limited to, financial tracking, budget planning, financial reporting; EXO and FM liaison; and travel. Incumbent will draft, interpret and process program documentation; provide database entry and reporting; organize events and meetings; and collect ongoing media articles. 
This position is vital to OTCM operations and services. OTCM expects to continue to work in a fast-paced, highly visible and critical environment for the overall reputation of the Mission. The incumbent is expected to be flexible, able to work under pressure, personally responsible for the quality of their work, and be an effective team member.
MAJOR DUTIES AND RESPONSIBILITIES
A. Administrative Support 
Duties include: (1) Filing, including the proper care, storage, handling and distribution of all files, including extensive program files related to individual small grants; (2) Document control and determining points of clearance and coordination; (3) Typing support to team members; (4) Receiving and forwarding messages and other official and unofficial documentation to appropriate team members; (5) Preparation of letters, memos, and reports as required; (6) Preparation of time and attendance sheets; (7) Assisting in financial tracking, budget planning, and financial reporting as required; (8) As required, scheduling meetings, assisting with translations (written, and verbal), and assisting with facilitating communications with government officials, foreign donor representatives, non-government organizations, media groups, community representatives, etc.; (9) Processing travel requests and travel authorizations; (10) Advising travelers about travel and schedule options and making final hotel and travel arrangements, assisting with the preparation of travel vouchers, coordinating local travel; (11) Coordinating with appropriate Embassy Staff, EXO, FIN, Motor Pool, Travel, etc. and (12) Other duties as assigned.

B. PROJECT MANAGEMENT  
Duties include, but are not limited to: (1) Assisting with the development and management of the VISTAS program, which includes technical and results reporting with baseline and periodic performance targets; (2) Preparing necessary program implementation documents, and assisting the technical staff of contractors, grantees and the mission in planning and implementation functions; (3) Assisting with the development and management of all OTCM programs, which includes technical and results reporting; (4) Drafting, preparing, and processing program and project documentation; (5) Appraising program performance; (6) Preparing standard briefing packages which will be used to brief USG officials, using information included in the OTI activity database;  (7) Assisting program field personnel as needed in the collection and preparation of data including monitoring media and open sources and preparing conflict maps; (8) Preparing standard DoS and/or USAID program management documents, correspondence, and procurement documents, and helping maintain program files; (9) Conducting research in a specified area of project development requiring independent analysis and interpretation. (10) Acting as interpreter for visitors to project sites and other duties as assigned by the management of OTCM; (11) Monitoring and overseeing program activities as directed by the Team Lead.

C. POLITICAL AND SOCIAL ANALYSIS  
The incumbent will work closely with the senior OTCM staff providing insight into South Sudan politics, economics and culture and serve as resource to inform the decisions of senior OTCM staff on the implications and sensitivities surrounding program activities. 

Duties include, but are not limited to: (1) Assist in the interpretation the political, social and organizational relationships as they may impact the scope and direction of programing options; (2) Building relationships, through a variety of means, which assist OTI and implementing partners in broadening their access to and understanding of the government and civil society organizations; (3) Participating in the development of grant ideas as requested; (4) Working closely with a variety of organizations to ensure USAID interests are accurately conveyed and carried out; (5) Representing USAID/OTCM in stakeholder meetings when requested by OTCM Team Lead.

a. Education (10): Diploma in Political Science, Business Management or related field is required.
b. Prior Work Experience (20):  3-5 years of general work experience (with international organizations, regional organizations, NGOs, contractors or similar) in program management, or other development area is required. 
c. Language Proficiency (10): Fluent in English (Level IV) with a capacity to assist in the preparation of papers, correspondence, and analytical materials. Spoken and written proficiency (Level IV).  
d. Job Knowledge (20):  Requires knowledge of project management systems and procedures; planning on a daily basis for routine functions, but needs to plan at least three (3) to six (6) months in advance tasks; Must thoroughly plan OTCM’s administrative support for all team activities; Must possess a strong understanding of South Sudan’s political history; and Knowledge of development principals as well as a good understanding of conflict, transition and political issues.
e. Skills and Abilities (40): Ability to establish and maintain contacts with a wide range of individual partners and to work in a small team setting. Ability to communicate quickly, clearly and concisely – both orally and in writing in English. Must be completely computer literate, with excellent knowledge of Microsoft programs, including Word, Excel, and Access; must be able to prioritize and complete tasks quickly and efficiently; Must be highly motivated, dedicated, a self-starter, and able to work in challenging and stressful environments; Must have excellent interpersonal skills, with the ability to work in a team setting; and Ability to easily interact with high level officials and grassroots organizations.
HOW TO APPLY
Applicants are required to submit an application package on the attached Employment Application Form along with a cover letter of interest, which clearly describes individual’s qualifications for this position, and their CV to USAID by email to: jubahr@usaid.gov  OR Deliver one copy to: USAID/South Sudan, Juba. Applications Box is outside Consular Entrance. The DS 174 form is available on US Embassy web site: http://southsudan.usembassy.gov/job_vacancies.html 

Required Documents:
1. Cover Letter of Interest (including vacancy # of the position)    
1. An up-to-date Resume/C.V. 
Note:  
· Only short-listed candidates will be notified.
· This vacancy is only open to National of South Sudanese.
· USAID Employment Form DS 174 is not required.
· In house Candidates must apply through their supervisors.
· Only short-listed candidates will be acknowledged. 
· Closing date for this position:  June 03, 2015 (Close of Business).
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