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           Peace Corps-Philippines
The United States Peace Corps program in the Philippines seeks qualified candidates for the following position:


Program Assistant 
for the Children, Youth & Family Program 
[Code: PC-CYF)
TYPE OF CONTRACT: Personal Services Contract (PSC)

Contract is for 1 year & renewable, subject to funding availability.

BASIC FUNCTION OF POSITION

Under the supervision of the Program Manager (PM), the Program Assistant assists in the planning, implementation, and monitoring of projects, as well as in volunteer site identification and volunteer support.  The Program Assistant operates in a three-person team with the PM and Community Integration Coordinator (CIC) and coordinates with other Program unit members as well as the Training and Administrative units to find a common approach.  The Program Assistant also provides administrative support to the Program and Training Unit’s operations including, but not limited to trainings, report monitoring, leave requests, and management of contacts and external counterparts.

MAJOR DUTIES AND RESPONSIBILITIES
Program, Training, Volunteer Support (60%)

· Contributes to the maintenance and updating of Volunteer communication roster/ databases; works closely with Volunteer Support Unit to ensure accurate and timely changes to PCV info in various tracking systems.

· Helps organize, plan and provides admin support to PC program/training events and participates in those conferences as facilitators (when appropriate).

· Receives and tracks volunteer leave requests and endurance sport requests and circulates for approval and signatures with PM and other appropriate staff members and maintains all records regarding such requests.

· Assist the CYF PM and CIC in leading the technical and admin side of trainings (IST/PST/MST/COS/SPA) through curriculum planning, supervision to PST technical staff, monitoring of technical training events, facilitating sessions as needed, and managing overall technical training components.

· Assist CYF PM and CIC in managing PCT/Vs issues, helping them resolve the situation and serve as a coach in PCT/V problem solving process.

· Support CYF PM and CIC in providing high quality and timely response to PCVs report and partners’ feedback.  Help the CYF PM and CIC in establishing regular communication with CYF PCVs through email updates, technical call-ins, and intervention phone calls (as needed).

· Work closely with the CYF PM and CIC in the comprehensive site matching process through detailed analysis of PCTs background, skills and attitude and Host Agencies’ needs and dynamics.

· Maintains contacts with Host Government Agencies and coordinates with appropriate level personnel regarding any program-related requirements such as Host Government Volunteer Request Forms, Bio-Data submission and approval, and other Host Government reporting requirements. 

· Maintains contacts with Host Government Agencies and submits program reports such as Quarterly Volunteer Reports and emergency communication updates and facilitates dissemination of information as appropriate.

· Establish and/or strengthen partnership with local, regional and national partners and attend regular network meetings as well as represent Peace Corps CYF in various inter-agency partnership meetings.

· Conducts site assessment visits, PCV site visits (including intervention visits), and housing checks and provides field assistance to CYF PM and CIC as needed and directed by the Director of Programming and Training. 

· Under the guidance of the DPT and CYF Program Manager, assists in the preparation of periodic program documentation for PC headquarter submission, e.g. CD Quarterly Report, Job Specific Requirements, Volunteer Assignment Descriptions, Project Status Reports, Integrated Planning and Budget Systems.  

· Organizes the site identification process, tracking submission of forms, and monitoring progress toward meeting site identification targets.

· Conducts research and participate in special studies relative to the development of Peace Corps’ programs.

· Performs other tasks as assigned. 

Administrative Support (20%)

· Provides administrative/logistical support to the program staff regarding official travel including motor vehicle request, flight schedules, and lodging reservations.

· Stays informed of Peace Corps manual regulations and policies and mission administrative notices for the purpose of updating the Program Staff on new regulations and administrative procedures.

· Serves as liaison for visiting program staff or PC program consultants by coordinating travel plans, preparing briefing packets, arranging for hotel reservations, etc.

· Performs other tasks as assigned. 

Secretarial Support (15%)

· Supports the Director of Programming and Training by handling and relaying messages (and other program staff when those staff are not in the office). 

· Meets and greets Program Unit’s visitors, attending to each or referring to appropriate offices.

· Maintain Program calendar and assure that appointments and submission deadlines are kept.

· Collates, packages and prepares for distribution of pertinent printed materials for meetings and correspondence (PCV site packets, site identification packets, etc.).

· Establishes and maintains Program files and ensures that information in VIDA is updated.

· Efficient and responsible handling and safekeeping of records both electronic and hard copies, compliant with Peace Corps Record Management policies and procedures.

· Assist the CYF PM and CIC in documenting all sites visited using the agreed upon site assessment form with very detailed information for each site.  Coordinate with different units (S&S, PCMOs, others) in ensuring the site assessment is thorough and complete.

· Performs other tasks as assigned. 

Safety and Security (5%)

· Assists PMs and CICs in documenting site locator forms by uploading them in VIDA. 

· When assigned, conducts PCV housing checks to certify they meet PC standards.

· Collects and maintains site history files. 

· Ensures all PCV incidents are properly reported.

· Understands and performs role as specified in Post EAP.

Safety & Security Duties per SSI 110 dated May 2016: 
· Addresses Volunteer safety and security by adhering to Peace Corps site development policies and procedures

· Identifies and immediately communicates Volunteer safety and security concerns or issues related S&S to the Safety and Security Manager (SSM) and the Country Director (CD).  
· Assists Program Managers and CICs to ensure that prospective sites meet established programmatic and safety and security criteria (e.g. safe housing, a clearly defined assignment with an organization that shows real interest in working with a Volunteer, etc.).  
· Reviews and references site history files when evaluating potential sites, and incorporates appropriate safety & security-related information into site history files.  
· Monitors Volunteer compliance with Peace Corps policies, especially related to safety & security. 
· Participates in the design and implementation of the Emergency Action Plan (EAP).  
Knowledgeable and supportive of Peace Corps safety and security policies and procedures, including the timely reporting of suspicious incidents, persons or articles. 

PC-P TEAM & PCV SUPPORT
a. Every PSC is an important member of the Peace Corps Philippines Team who commits to embrace and demonstrate the values of the PC-P’s organizational culture of resilience, reliability, positive thinking, adaptability, and passion.

b. Every PSC is an important member of the Peace Corps Philippines Team who commits to identify, create and implement opportunities which further the agency priorities of Inclusivity, Innovation and Improvement.

c. Every PSC is an important member of the Peace Corps Philippines Team who commits to   rigorously provide excellent Volunteer support.  

Travel Outside of Country (TDY)
The Contractor is subject to worldwide availability and may be requested by the Peace  Corps to be reassigned or transferred permanently to another Peace Corps Post/Headquarters  or  perform temporary duties (TDY) as required and to travel to other assignments within Peace Corps’ as assigned.  Any such reassignment or transfer shall be subject to agreement of the Contractor.  The Statement of Work as defined will remain the same; however the duties may be subject to change as determined by the Contracting Officer. 

QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

· Education:  Bachelor’s Degree in Social Science preferably in Social Work, Psychology, Development Communication, Public Administration, Economics, and Political Science.  Other fields of study are acceptable if work experience is related.

· Prior Work Experience: At least five year experience in related field, specifically in support of program activities. Additional experience in the following categories is an advantage:

1. Two years of project management including budgeting, event organizing, and building partnerships with stakeholders;  

2. Two years working with volunteers, development issues, and policies; 

3. Demonstrated experience working in sectors, areas, and regions related to PC Philippines program; and 

4. Experience working in a multi-cultural environment is preferred.

· Post Entry Training: 

Trainings in the use of VIDA, VRT, as well as use of tokens and GPS. Training in MS Excel is also required. 

· Language Proficiency:  Fluency in English and Filipino 

· Job Knowledge: General knowledge of project management including budgeting, event organizing, and building partnerships with stakeholders. Understanding of volunteerism and its role in development, development issues and policies, organizations, and sectors/areas where PC Philippines is involved in. 

· Skills and Abilities:  Proficiency in the use MS Office applications (Word, Excel, PowerPoint, etc.), GIS, Outlook and internet, experience in database management is desired. Knowledge of online resources as well as experience in conducting research and data collection.  Ability to communicate and establish working relationships with key contacts across levels. Be able to prioritize tasks within specified time, following set guidelines and policies. The individual is also expected to travel up to 20% of the time to conduct housing checks, and assist in different Peace Corps events. Willingness to drive with a valid Philippines Driver’s License preferred.
Level of Effort: Performs duties during a 40 hour workweek at a set schedule. Events may require occasional work in the evenings and on weekends and holidays.


SALARY AND BENEFITS

•
Salary and benefits based on US Embassy Local Compensation Plan

•
Bonus of 17.33% of annual basic salary

•
Medical/Hospital benefits patterned after the US Embassy benefits program

PROCEDURES FOR APPLICATION
Applicants must submit the following documents to vacancy@ph.peacecorps.gov, with the code PA- CYF on the subject box.
1) Application letter: 
Candidates’ application letters must describe how their qualifications meet the position criteria. 
The letter should also demonstrate the applicant’s written communication skills in English, which shall be further tested via a skills exam prepared for the shortlisted candidates.

2) Comprehensive Resume or CV: 
Qualifications, previous duties, responsibilities and accomplishments listed in the comprehensive Resume/CV must all be verifiable.  Application documents would best be in a PDF file, in letter size paper, and file size of not more than 10MB.  Please do not email scanned copies of documents that are not requested. An ID picture is not required in the CV.

Application is open until position is filled. 

Note: due to high volume of applications received, we will only contact applicants who are being considered. No need to follow-up. Thank you for your understanding. 

EQUAL EMPLOYMENT OPPORTUNITY
The Peace Corps is both a federal agency and a vehicle through which American citizens offer needed assistance to people around the world and, in doing so, promote greater cross-cultural understanding between Americans and the people of the host countries.  The fulfillment of the Peace Corps’ mission to foster greater understanding among the world’s citizens requires that we adhere to the highest standards with respect to equal employment opportunity for all Volunteers, employees, and applicants. Discrimination based on factors that have no bearing on a person’s ability to serve and perform his or her duties is not permitted and will not be tolerated.
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