VACANCY ANNOUNCEMENT


U.S. Mission:				Panama

Announcement Number:		Panama-2020-031

Position Title:			Program Assistant

Opening Period:			9/25/2020 – 10/11/2020

Series/Grade:				1550/FP-06
					
Salary:				$42,149
					
For More Info:			Human Resources Office
					E-mail Address: Panamaembjobs@state.gov

Who May Apply:			For USEFM – FP is 06. Actual FP salary determined by
Wash. D.C.
· U.S. Citizen Eligible Family Members (USEFMs) – 
All Agencies.

Security Clearance Required:	Secret.

Duration Appointment:		Definite, Not to exceed 5 years. 

Marketing Statement: We encourage you to read and understand the Eight (8) Qualities of Overseas Employees before you apply.

Summary: The U.S. Mission in Panama is seeking eligible and qualified applicants for the position of Program Assistant in the Political section.

The work schedule for this position is: Full time (40 hours per week)

Start Date: Candidate must be able to begin working within a reasonable period of time of receipt of agency authorization and/or clearances /certifications or their candidacy may end.  

Supervisory Position:  No

Duties: Serve as Grants Officer Representative (GOR) for 30-50 percent of Embassy’s grants, totaling upwards of $2 million per fiscal year.  Ensure proper grant administration in compliance with Grants Policy Directives, Office of Management and Budget regulations, and Office of the Inspector General (OIG) recommendations.  Is the lead action officer on those grants, managing relationships with external grantees, Embassy financial management sections (including preparing payments and vouchers), and Washington bureaus.  In addition, seeks out funding sources available for grants and program initiatives and drafts program proposals.  Develops funding priorities and requests for applications. Maintains Grants Database, records and provides logistical and budget support for all Embassy grants.  Develops budgets, monitors, and reviews implementation of federal awards, and ensures full compliance with U.S. law and regulations.  Assists with training. Ensures full compliance with all necessary reporting requirements.  Prepares payment and vouchers for action by Financial Management Office.  Consults with Public Affairs on outreach or publicity related to foreign assistance.  Tracks budget expenditures to ensure they match FMO and grantee records.

Requirements

EDUCATION: Two (2) years university studies is required.

EXPERIENCE: Three (3) years professional experience in grants management, contract management, budget, accounting, non-governmental organization management, fundraising, public administration, social services, business management, project management, legal, public affairs, development, or government service required. 

JOB KNOWLEDGE:  Must develop an in-depth knowledge of grant policies and regulations and reporting systems. Must have a working knowledge of host-country institutions and civil society organizations in order to recommend and select strongest grants applicants. 

Evaluations

LANGUAGE:  English: Level III (Good Working Knowledge) Speaking/Reading/writing is required.  Spanish: Level II (Limited Knowledge) Speaking/Reading/writing is required. (This will be tested.)

SKILLS AND ABILITIES:  Must be proficient in the MS Office suite of applications. Employee must be able to interpret complex law, regulation, and policy on federal assistance and communicate information clearly and effectively to internal and external managers.  The employee uses discretion and experience to discern best options in selecting and managing grant awards totaling $2 million per year.  Proper drafting and monitoring are required to meet Inspector General recommendations and facilitate executive oversight of foreign assistances. (This may be tested.)

Qualifications: All applicants under consideration will be required to pass medical and security certifications.

Benefits: For EFMs, benefits should be discussed with the Human Resources Office.

The pay plan is assigned at the time of the conditional offer letter by the HR Office.

Other Information: 

HIRING PREFERENCE SELECTION PROCESS: Applicants in the following hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that these applicants accurately describe their status on the application. Failure to do so may result in a determination that the applicant is not eligible for a hiring preference. Of the appropriate military branch of the service and contain (1) the military service dates including the expected discharge or release date; and (2) the character of service. Acceptable documentation must be submitted in order for the preference to be given.

** This level of preference applies to all Foreign Service employees on LWOP and CS with re-employment rights back to their agency or bureau.

For more information (i.e., what is an EFM, USEFM, AEFM, MOH, etc.) and for additional employment considerations, please visit the following link: https://careers.state.gov/downloads/files/definitions-for-va

HIRING PREFERENCE ORDER:
	
(1) AEFM / USEFM who is a preference-eligible U.S. Veteran*
(2) AEFM / USEFM
(3) FS on LWOP and CS with reemployment rights **

* IMPORTANT: Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of their most recent DD-214 (“Certificate of Release or Discharge from Active Duty”), equivalent documentation, or certification. A “certification” is any written document from the armed forces that certifies the service member is expected to be discharged or released from active duty service in the armed forces under honorable conditions within 120 days after the certification is submitted by the applicant. The certification letter should be on letterhead.

How to Apply: All candidates must be able to obtain an hold a Secret Clearance. All applicants must apply through the Mission website.

Required Documents: In order to determine qualification and eligibility, you MUST submit the required documentation detailed below with your application by the closing date of this announcement. If you fail to provide requested information, or the information you submit is insufficient to verify your eligibility, you will not be considered for this position.

1) DS-174 (Employment Application) 
2) Copy of Orders/Assignment Notification or equivalent 
3) Diploma or Transcripts of Educational requirement.
4) DD-214 – Member Copy 4, Letter from Veterans’ Affairs, or other supporting documentation (if applicable).
5) SF-50 (if applicable).
6) Other (Any additional documentation that supports or addresses the qualification requirements of the position as listed in the vacancy announcement, e.g. resume, curriculum vitae, certificates, etc.)

What to Expect Next: Applicants who are invited to take a language or skills test, or who are selected for an interview will be contacted via email.

For further information: The complete position description listing all of the duties, responsibilities, required qualifications, etc. and DS-174 Employment Application, may be obtained by accessing the following link: https://pa.usembassy.gov/embassy/jobs/
Thank you for your application and your interest in working at the U.S. Mission in Panama.

Cleared:
POL: SOviedo
HRS: MDevega
FM: MColmenares
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