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BASIC FUNCTION OF POSITIONPRIVATE 

The incumbent serves as a Project Management Specialist for Monitoring and Evaluation in the Office of Education and Health.   The Office of Education and Health (OEH) has responsibility for a large and complex portfolio of activities to produce sustained improvements in learning outcomes at all levels of the education system including primary, secondary, and technical schools, technical colleges and universities.  The Health team works to improve health and promote a stronger workforce. Key areas of intervention include maternal, neonatal, and child health and nutrition; emerging and infectious disease detection and response; health communication; and support for research to improve information on health topics. 

The incumbent has two principle responsibilities:  (1) serving as the Agreement Officer’s Representative/Contracting Officer’s Representative (AOR/COR) for all assessment, evaluation, and capacity building activities for the Office of Education and Health; and (2) coordinating Monitoring and Evaluation (M&E) activities for the entire Office of Education and Health.  The incumbent serves under the direction of the Education Development Officer.

The incumbent will serve as AOR, COR, and Activity manager for activities as assigned.  S/he provides support and technical input, advice and assistance to the Director of the Office of Education and Health. 

MAJOR DUTIES AND RESPONSIBILITIES

1. COR and AOR for assessments, evaluations, performance monitoring and capacity building in the areas of education and health.  Principal duties and responsibilities include (40% of time):

a) Providing technical and organizational leadership on the design, implementation, monitoring and evaluation of assesments, evaluations, performance monitoring and capacity building actvities. This includes writing statements of work, calculating independent government cost estimates, and all related required documentation.  Ensuring that all activities are appropriately documented in required reports and through regular updates given to USAID stakeholders and external development partners, including the Portfolio Implementation Reviews (PIRs), Performance Pland and Report (PPR), Congressional Notification (CNs), Congressional Budget Justification (CBJ), and Operational Plan (OP).  

b) Working closely with contractors and grantees in implementing activities, including conducting site visits to identify and assist in resolving problems, and provide guidance on USAID policies and procedures.  Following these visits, prepares trip reports with findings and recommendations and supplements these with oral briefings to the OEH Director, and other Mission officials (including the Mission Director) as required.
c) Maintaining project budgets, reviewing, analyzing, and monitoring project vouchers, accruals and expenditure rates, and alerting the Office Director or Team Leader to any findings, tracking the implementation of partner financial reporting mechanisms, and completing incremental funding actions.  Providing project expenditure and pipeline analysis and raising potential cash flow issues in a timely matter.  

d) Managing sub-obligation process for specific projects and coordinates actions, including the processing of implementation letters, GLAAS requests, and special justification documentation as required.

e) Ensuring that contractor/grantees actions requiring approval are carried out in collaboration with host-country partner ministries, governorate partners, and/or community/school partners.

f) Ensuring that activities achieve their intended results.

g) Ensuring that the required audits, reports, evaluations and close-out actions are completed.

These responsibilities require the incumbent to demonstrate sound professional judgment and to provide technical direction and management oversight. 

2.
Serve as the lead for all OEH assessments, evaluations, performance monitoring, and reporting (45% of time). 

a) Articulate and design OEH’s strategic vision for assessments, evaluations (impact, performance, summative, and formative), reporting (PPR, OP, CN, CBJ, and so on), and other related topics, including contributing to Agency working groups on standard indicators and performance goals.  

b) Maintain cutting edge knowledge on latest trends and analysis on performance management and evaluation within USAID and disseminates information to OEH members as appropriate.

c) Ensure that OEH has conducted the required and necessary Data Quality Assessments (DQAs) and that performance data is properly entered into both Performance Reporting Databases as well as Program Office databases.  

d) Maintain an up to date database for the OEH Office for all PPR indicators. 

e)  Monitors OEH plans for mid-term and final evaluations.  Ensures that baseline studies for new programs are conducted in a timely manner.  

3.  General program support (15% of time)

a) Represents OEH at important functions or project events, including meetings within the Mission.  Coordinates and attends site visits and/or meetings with Egyptian and US officials, documents decisions or follow-up actions. 

b) Participates in the development of new strategies and the design of new projects. Drafts Action Memorandum and Project Appraisal Documents.

c) Maintains contact with other USG Stakeholders.   

d) Ensures proper processing and filing of official project documentation. Collaborates with team members and other Mission offices regarding the development and clearance of documents related to project activities.

REQUIRED QUALIFICATIONS
a. Education:  A bachelor degree in the field of Education, Social Science, Public Policy, International Relations, or other related field is required.  

b. Prior Work Experience:  Minimum of three years of professional experience in project administration or managing program performance data and information is required.  Experience in program evaluation is required. 

c. Post Entry Training:  Introduction to the Program Cycle (5 days), Contracting Officer’s Representative/Agreement Officer’s Representative (10 days), Project and Activity Design and Implementation (5 days) and Program Monitoring and Evaluation Essentials Course (5 days) is required.    

d. Language Proficiency Level IV (Fluent) in English and Level IV (Fluent) Arabic is required.      
e. Job Knowledge: Knowledge of quantitative data manipulation techniques is required.  A solid understanding of the principles of monitoring and evaluation and its subsectors (data analysis, reporting, data aggregation, information systems, decentralization and local governance as they apply to monitoring and evaluation, and community involvement and engagement in monitoring and evaluation) is desired.      

f. Skills and Abilities:  1) Excellent interpersonal and communication skills (written and oral) to develop and maintain effective contacts with mission staff, GOE officials, implementing partners;  2) High proficiency in Word, Excel, and PowerPoint; 3)  Excellent ability to manage and prioritize email with superior organizational and analytical skills,4)  Demonstrated ability to conduct budget planning and monitoring, and handle spreadsheet data manipulation; 4) applicant must be innovative, flexible, and able to work under pressure;  5) applicant must demonstrate the ability to take initiative and follow through on complex tasks requiring independent judgment, as well as ability to work within a team context and establish productive working relationships; and 6) considerable knowledge of local conditions, tact, communication skills, financial skills, teamwork, analytical ability, initiative, resourcefulness, and project management skills to effectively manage implementing mechanisms and work as part of a team.      

POSITION ELEMENTS
a. Supervision Received:  The incumbent works under the supervision of the Education Development Officer.  The incumbent operates with a great deal of latitude in carrying out his/her responsibilities. Manages time and monitors progress towards work objectives, and involves supervision at critical time as necessary.

b. Supervision Exercised:  N/A     

c. Available Guidelines: Local and U.S. laws and regulations, including USAID and GOE environmental regulations and policies; the USAID Automated Directives System (ADS); Mission Orders; and strategy, program, and project documents.       

d. Exercise of Judgment:  1) A high degree of professional judgment is required as the incumbent interacts with GOE officials, students, Embassy staff, Program and Procurement Office staff, local implementing partners, and other stakeholders on reporting and implementation issues; 2) Substantial reliance is placed upon the incumbent's decision-making and professional judgment in advising on a variety of important and sensitive matters, with utmost discretion and a thorough understanding of the respective issues and positions of U.S. and Egyptian officials and 3) Professional judgment and perceptions of the technical feasibility, costs and related project management skills are essential requirements to effectively carry out responsibilities.       

e. Authority to Make Commitments: As COR and/or AOR the incumbent is delegated authority for day-to-day project management of implementing mechanisms. S/he has the authority to deal with and resolve most technical and operational aspects of assigned activities in accordance with policy guidance and USAID regulation.      

f. Nature, Level, and Purpose of Contacts: As COR and/or AOR, the incumbent will have contact with public and private sector Egyptian representatives at the senior levels, including senior GOE officials and heads of Non-government organizations (NGOs). Establishes and maintains contacts with USAID staff at various levels, including U.S.  Government/Washington        

Time Expected to Reach Full Performance Level: 1 year       
Selection Criteria:

	Category
	Scoring Percentage

	Education
	15%

	Prior Work Experience
	30%

	Language Proficiency
	10%

	Job Knowledge
	15%

	Skills and Abilities
	30%

	TOTAL
	100%


* As per details reflected under Qualifications above.

RECRUITMENT PROCEDURES AND GUIDELINES:

Resumes must include the month, year and company name of employment for all experience or the experience cannot be considered. 

Candidates must provide in their CVs names of family members working in the Mission. 

Qualified candidates who are interested in this vacancy should apply by submitting an up-to-date CV with a cover letter detailing how they are qualified for the position, quoting the position number, to USAID Human Resources Office, by no later than COB of the vacancy deadline noted above.  Cvs can be submitted via e-mail to usaidhr@usaid.gov, inter-office mail, or by fax to 25160388 (submissions made in any other way will be disregarded). The CV and attachments must not in all cases exceed five pages.  The USAID HR Office will disregard any submissions exceeding five pages and/or those received after the deadline.

Mission employees are not eligible to apply for a vacant position during their three month probationary period. The Mission mandatory retirement age is 60 years. 

The evaluation and selection process usually takes two to three months after the deadline.  Shortlisted applicants are invited for tests and/or interviews during this time frame. Due to the high volume of resumes, only candidates who are seriously being considered for a position are contacted for an interview. Please do not contact HR for a status report on your resume once you receive an automatic acknowledgement of receipt from the system.   Interviewed candidates will normally be advised of the outcome of the selection process after a period of approximately four weeks.

If a selected applicant does not meet all the qualifications listed in the position description, s/he will be normally appointed to an appropriate trainee grade level, below the position grade.  

In determining the appropriate salary, no salary adjustments will be made for fringe benefits such as uniforms, free airline tickets, free medicine or company products, life/medical/accident insurance policies, transportation, meal allowance, or other similar company benefits provided by former employers.  Applicants with prior U.S. Government service may receive salary adjustments at the grade level of the position, to match highest previous USG salary levels in a relevant field.  The USAID Human Resources and Contracting Officers determine the appropriate salary rate.

SOFT COPIES OF THIS VACANCY ANNOUNCEMENT ARE AVAILABLE ON THE USAID MISSION INTRANET, UNDER JOB OPPORTUNITIES AND THE USAID MISSION EXTERNAL WEBSITE (https://www.usaid.gov/egypt/careers).  HARD COPIES CAN ALSO BE OBTAINED FROM THE USAID HR OFFICE OR THE US EMBASSY HR OFFICE.

Priority will be given to qualified FSNs who have been involuntarily RIF’ed.

It is the U.S. Government policy to prohibit discrimination on the basis of race, color, religion, national origin, handicap or gender.








Samia Joseph







USAID/Human Resources Officer
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