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FROM THE AMERICAN PEOPLE












SOLICITATION NUMBER: 72011418R00004






ISSUANCE DATE: 01/05/2018






CLOSING DATE/TIME: 02/05/2018 (17:00 local time)

SUBJECT:  Solicitation 72011418R00004 for a Resident-Hire U.S. Personal Services Contractor (USPSC)
Dear Prospective Offerors:

The United States Government, represented by the U.S. Agency for International Development (USAID), is seeking offers from qualified persons to provide personal services under contract as described in this solicitation.

Offers must be in accordance with Attachment 1, Sections I through V of this solicitation.  Incomplete or unsigned offers will not be considered.  Offerors should retain copies of all offer materials for their records.

This solicitation in no way obligates USAID to award a USPSC contract, nor does it commit USAID to pay any cost incurred in the preparation and submission of the offer.

Any questions must be directed in writing to the Point of Contact specified in the attached information.

Sincerely,

/s/

Ginger Longworth

Contracting Officer

ATTACHMENT 1

I. GENERAL INFORMATION

1. SOLICITATION NUMBER:   72011418R00004
2. ISSUANCE DATE: 01/05/2018
3. CLOSING DATE/TIME FOR RECEIPT OF OFFERS: 02/05/2018 (17:00 local time)
4. POSITION TITLE: Development Assistant (multiple positions)
5. MARKET VALUE: USD 35,854 to USD 46,609 equivalent to GS-07. Final compensation will be negotiated within the listed market value.

6. PERIOD OF PERFORMANCE: One year 
7. PLACE OF PERFORMANCE: Tbilisi, Georgia with possible in-country travel as required.
8. SECURITY LEVEL REQUIRED: Applicants must be able to obtain an HSPD-12 Facility Access level 

U.S. Government Security Clearance and must reside in Georgia at the time of recruitment. 
9. STATEMENT OF DUTIES: The position is located in the Program and Project Support Office (PPS) of USAID/Georgia.
INTRODUCTION AND BASIC FUNCTION OF THE POSITION

The USAID/Georgia Mission has been working to improve the quality of life for the Georgian people for over 25 years.  USAID assistance is provided in three main development objective areas including: democracy and governance, economic growth, and social sector development.  

With more than forty active projects, we have a need for Development Assistants who will support Mission programs across various technical offices. USAID/Georgia currently has multiple open vacancies for development professionals who are American citizens and who have served at least two years in Georgia in development or humanitarian roles and who have or can obtain a U.S. Government security clearance at the HSPD-12 "Facility Access" level. Contracts will be one year in duration with limited benefits, with the possibility of a one-year extension.

The Development Assistants will be responsible for providing support to USAID/Georgia's programs and operations. The incumbent's placement within the USAID/Georgia Mission will be coordinated by the Mission's Front Office and the Executive Office based on the Mission's needs and the qualification and the experience of the applicant.  Depending on final placement, the incumbent will likely spend time on messaging/outreach, supporting technical teams as required, and working directly with various USAID implementing partners at the field level. Such field work may also include monitoring and evaluating technical activities under the direction of the Assistance or Contract Officer's Representative (AOR/COR).  Rotations through other support offices are also available as time and needs allow to give the incumbent(s) a larger view of USAID operations.

MAJOR DUTIES AND RESPONSIBILITIES

Communications & Outreach (70%)
The incumbent works closely with the outreach team in PPS to communicate events, success stories and share activities via social media, press releases, talking points, and fact sheets to effectively communicate Mission accomplishments.  This will entail photography, videotaping/production, social media marketing and professional writing.  The incumbent will also support VIP visits and help control officers in developing and presenting briefing materials.  This may require field visits to project sites around the country in order to collect information and work with implementing partners on outreach as well as with setting event schedules, writing scene setters, etc. 

Project Support (20%)
The incumbent provides support to technical teams and/or staff members of PPS related to project design, implementation, support and reporting.  S/he will assist with document preparation (such as budget cycle requirements, concept papers, event memoranda, solicitations, etc.), participate in project strategy and design discussions and provide assistance in organizing meetings and conferences.  

Monitoring & Evaluation (10%)
The incumbent will assist AORs/CORs with monitoring and evaluation support within the technical teams or in PPS.  S/he will work with Project Management Specialists and AOR/CORs to provide information and documentation that will satisfy USAID monitoring and evaluation requirements.  This may require time in the field and travel around the country.

Other significant elements of the position:

1. Reporting responsibility: The incumbent will be supervised by the PPS Office Director or his/her designee.

2. Supervision Exercised: This is a non-supervisory position.

3. Authority to make commitments: The incumbent will have no independent authority to commit U.S. government funds on behalf of the U.S. government.

4. Nature, level, and purpose of contacts: Contacts are with U.S. Embassy staff, USAID Implementing Partners, U.S. government staff, beneficiaries, stakeholders, and other donors. As a junior member, he/she will work closely with members of other technical and support offices in the Mission. 

5. Exercise of Judgment: Although not a policy maker, it is expected that the incumbent will exercise some judgment in carrying out duties, subject to final review by his/her supervisor.

6. Available Guidelines: The incumbent is required to understand and analyze the basics of Mission and Agency-specific policies and procedures that govern implementation of development activities, to include but not limited to the USAID Automated Directives System (ADS, USG Procurement regulations, Mission Orders, Embassy regulations and policies, etc.)

10. AREA OF CONSIDERATION: US Citizens - former Peace Corps Volunteers and Fulbright Scholars, who have served at least two years in Georgia in development or humanitarian roles.
11. PHYSICAL DEMANDS

The work requested does not involve undue physical demands.

12. POINTS OF CONTACT 
Ginger Longworth, Regional Contracting Officer, email: [image: image1.png]


glongworth@usaid.gov
Rodney Stubina, Executive Officer, Phone (in Georgia) – (+995 32) 254-4167; Email: rstubina@usaid.gov
Eka Kirvalidze, Human Resources Specialist, Phone (in Georgia) – (+ 995 32) 254-4154; Email: ekirvalidze@usaid.gov
All application packages are to be submitted via email to: HR-Tbilisi@usaid.gov
II. MINIMUM QUALIFICATIONS REQUIRED FOR THIS POSITION 
In order to qualify for the position above, the applicant must meet all of the following minimum qualifications:

· US Citizens- former Peace Corps Volunteers and Fulbright Scholars, who have served at least two years in Georgia in development or humanitarian roles.
· Hold a bachelor’s degree from an accredited university in political science, international development/affairs, public administration, public policy, economics, business administration, social sciences or a related field.

· Have a minimum of two years of relevant experience in international development in Georgia – to include experience working within a team structure.

· Have the following skills, knowledge and abilities:
· Basic  knowledge  and  understanding  of  comparative  political,  social,  economic,  and  cultural structures.

· Excellent interpersonal skills and the ability to work within a team structure in a demanding environment, with capability of handling tasks with varying deadlines.

· Knowledge of development prospects and priorities in the Caucasus Region in general and Georgia in particular.

· Knowledge of Georgian history, culture, and working environment.

· Knowledge of the United States foreign/national security policy implications for development assistance.

· Excellent computer skills in software, including Windows, the Microsoft Office Suite, word processing, and spreadsheets.
· Basic knowledge of social media platforms such as Facebook, Instagram and Twitter.
· Have the following language skills:

· Level IV in both written and spoken English. At Level IV an employee is required to possess a high degree of proficiency in both written and spoken English.  
· Level II in spoken Georgian is required and will be tested during the application process.
III. EVALUATION AND SELECTION FACTORS

To be considered for this position, offerors must meet the minimum qualifications noted above.  For those who do, further consideration and selection will be based on a panel assessment of the selection criteria listed below. 

Candidates will be evaluated and ranked based on the following selection criteria to a maximum score of 100 points:

· Evaluation Criteria (100 points):

· Education (10 points):   Hold a bachelor’s degree from an accredited university in political science, international development/affairs, public administration, public policy, economics, business administration, social sciences or a related field.

· Skills, Knowledge and Abilities (35 points):  Experience in outreach, messaging and/or public relations.  Experience with project design, development, implementation, reporting and/or support.  Experience editing, reviewing, researching and working closely with technical specialists in preparing briefing papers, program materials and/or other official documents.  Experience monitoring and evaluating a development project.  Knowledge of development issues facing transition economies and an understanding of development/current issues in Georgia and the Caucasus region.  Familiarity with Georgian cultural, beliefs and customs.  Experience in the following areas is highly desirable: social media, photography/video shooting/editing, work experience conducting staff development/training; and experience in the region.

· Interpersonal and Communications Skills (35 points):  The qualified candidate must possess excellent oral and written English language communication skills.  The preferred candidate must have proven interpersonal skills and a demonstrated expertise in a variety of public communications forums as well as demonstrated experience working in a diverse multicultural workspace with externally and internally imposed time-constraints. The successful candidate must demonstrate good judgment and organizational skills, as well as a good sense for knowing when to consult and seek guidance. 

· Language Skills (20 points):  Demonstrated proficiency in spoken Georgian.
After the closing date for receipt of submissions, a selection committee will be convened to review the offers and evaluate them in accordance with the included evaluation criteria.  Based on the initial evaluation results, the selection committee will proceed with the testing/interview sessions with the short-listed candidate(s). 

Reference checks will be conducted only for applicant(s) considered as finalists. 

The final selected Offeror must be able to obtain the security clearance at the “Facility Access” level and a medical clearance.

IV. APPLYING

To ensure consideration for this position please reference the solicitation number on your application, and as the subject line in any email, cover letter, and any other attached pages. 
The highest ranking applicant(s) may be selected for interviews at USAID’s discretion.

Eligible offerors are required to complete and submit the following documents:

1. The offer form AID 302-3, “Offeror Information for Personal Services Contracts,” available at http://www.usaid.gov/forms.
2. A cover letter and current resume or curriculum vitae (CV) containing sufficient relevant information that respond to the requirements of the position (education/experience) sufficient to evaluate the application in accordance with the stated evaluation criteria. 
3. Separate sheets addressing each of the selection criteria describing specifically what experience, training, education, and/or awards or recognition the applicant has received relevant to each selection criteria described above, providing periods of performance where possible. Responses are limited to 500 words per selection criteria.
4. Applicants are required to provide a three to five page writing sample as part of their application in order to demonstrate their written English language ability.  The writing sample may be an excerpt of a larger work and need not be specifically written for this solicitation.  

5. A minimum of three and a maximum of five professional references from the last five years. Offerors must provide email addresses and current telephone numbers for all references provided. 
6. Statement of Availability: a written statement certifying the date and length of time for which the candidate is available for the position.
Offers must be received by the closing date and time specified in Section I, item 3, and submitted to the Point of Contact in Section I, item 12 to HR-Tbilisi@usaid.gov. Applications received after the date and time shall be considered late and shall be considered at the discretion of the Government.
To ensure consideration of offers for the intended position, Offerors must prominently reference the Solicitation number in the offer submission.
V. LIST OF REQUIRED FORMS FOR PSC HIRES 
Once the Contracting Officer (CO) informs the successful Offeror about being selected for a contract award, the CO will provide the successful Offeror instructions about how to complete and submit the following forms.

1. Completed and singed AID 302-3 (electronic version required) 

2. Contractor Employee Biographical Data Sheet (AID 1420-17)**

3. Contractor Medical History and Examination Form (Department of State Forms) **

4. Questionnaire for Non-Sensitive Positions (for National Security) (SF-85)**

5. Finger Print Card (FD-258) **

** Forms 2 through 5 shall be completed upon advice of the Contracting Officer that the applicant is the successful candidate.

VI. BENEFITS AND ALLOWANCES:

As a matter of policy, and as appropriate, a PSC is normally authorized the benefits and allowances listed in this section.  NOTE: A contractor meeting the definition of a U.S. Resident Hire PSC shall be subject to US Federal Income Tax, but shall not be eligible for any fringe benefits (except contributions for FICA, health insurance, and life insurance), including differentials and allowances.

1. BENEFITS: 

FICA Contribution 

Contribution toward Health & Life Insurance 

Pay Comparability Adjustment

Eligibility for Worker's Compensation

Annual & Sick Leave

Annual Increase (pending a satisfactory performance evaluation) 

Access to Embassy commissary and gym if authorized per post policy

2. ALLOWANCES (If Applicable): 

No allowances are authorized for this Resident-hire position.
VII. TAXES:
USPSCs are required to pay Federal Income Taxes, FICA, Medicare and as applicable U.S. state income taxes. 

VIII. USAID REGULATIONS, POLICIES AND CONTRACT CLAUSES PERTAINING TO PSCs
USAID regulations and policies governing USPSC awards are available at these sources:

1. USAID Acquisition Regulation (AIDAR), Appendix D, “ Direct USAID Contracts with a U.S. Citizen or a U.S. Resident Alien for Personal Services Abroad”, including contract clause “General Provisions”, available at 

https://www.usaid.gov/sites/default/files/documents/1868/aidar_0.pdf
2. Contract Cover Page form AID 309-1 available at https://www.usaid.gov/forms
3. Acquisition and Assistance Policy Directives/Contract Information Bulletins (AAPDs/CIBs) for Personal Services Contracts with Individuals available at http://www.usaid.gov/work-usaid/aapds-cibs.

4. Ethical Conduct. By the acceptance of a USAID personal services contract as an individual, the contractor will be acknowledging receipt of the “Standards of Ethical Conduct for Employees of the Executive Branch”, available from the U.S. Office of Government Ethics, in accordance with General Provision 2 and 5 CFR 2635.

See https://www.oge.gov/web/oge.nsf/OGE%20Regulations.
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