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


Safety and Security Manager
[Code: SSM)
TYPE OF CONTRACT: Personal Services Contract (PSC)

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

GENERAL DESCRIPTION

The role of the Safety and Security Manager (SSM) is to support security-related functions (i.e. site inspection and selection, Volunteer site visits, emergency planning, incident response, etc.) that are critical to post operations and Volunteer support. The Office of Safety and Security provides technical oversight of security related matters and SSM professional development. The SSM reports to the Country Director (CD) who manages day to day workload. The SSM has primary responsibility for managing appropriate safety and security systems and procedures in compliance with Peace Corps Manual Sections (MS) 270 and other policies, and develops risk mitigation and response strategies to implement the Post security program. The SSM is responsible for reporting non-compliance with MS 270 to the CD. Under the direct supervision of the CD, the SSM may also be the contact point with the Peace Corps Safety and Security Officer (PCSSO), Regional Security Advisor (RSA), Embassy security officials, and local law enforcement agencies in carrying out the responsibilities designated below or as directed by the CD. Technical review, evaluation and training will be conducted during PCSSO visits and through review of reports submitted and other materials produced.
ROLES AND RESPONSIBILITIES

1. Supports and Verifies Safety and Security Policy Implementation: Provides administrative support and verification that adequate systems are functioning to support Volunteer safety and security in accordance with MS 270, Volunteer/Trainee Safety and Security. This should include, but is not limited to:

· Establishes and monitors post’s system to collect site locator form information for the Volunteer Information Database (VIDA), updates the information as needed and controls for accuracy;
· Collaborates with programming staff to develop and monitor a system for site history data;
· Collaborates with programming staff to develop site selection criteria, protocols and a system to ensure that all Volunteer sites have been properly evaluated and documented;
· Participates in the annual completion of the safety and security section of the Administrative Management Control Survey (AMCS) and shares results with PCSSO;

· Ensures that a system is in place to monitor Volunteer/Trainee whereabouts;
· Ensures that an emergency communication system is in place that allows Volunteers and staff to communicate in a timely and effective manner in cases of emergency;
· In cooperation with other Post staff, regularly updates and monitors safety and security data in VIDA (i.e. emergency contact information, Emergency Action Plan (EAP) events, etc.); and
· Under direction from the CD, ensures critical PCSSO and/or RSO recommendations are adequately addressed within the timeframe/deadlines outlined.
2. Coordinates Safety and Security Training
· In collaboration with the Director of Programming and Training (DPT) or equivalent, participates in the design, development and delivery of safety and security related Pre-Service Training (PST) and In-Service Training (IST) sessions. Collaborates with senior staff to ensure appropriate safety and security training is provided to post staff.

· Under the technical supervision of the PCSSO, works with the Training Manager to ensure that all safety and security learning objectives are integrated into Pre-Service Training/In-Service Training (PST/IST) and successful completion is documented;
· Regularly provides staff safety and security briefings/orientations to ensure that they understand roles and responsibilities with respect to safety and security; conducts emergency preparedness training as appropriate;
· Provides an overview of Peace Corps’ approach to safety and security and relevant, Post-specific, security concerns/considerations during training-of-trainer (TOT) events;
· Trains a back-up to assist with safety and security responsibilities during a crisis or when the SSM is unavailable.
3. Supports Home-Stays and Site Identification
· In coordination with programming and training staff, establishes that safety and security criteria for the selection of home-stay families. When appropriate, participates in the development and delivery of home-stay family orientation;
· Visits sites with conspicuous safety and security concerns as needed to recommend for or against final approval (e.g. areas of high crime or risk of natural disaster), or to identify mitigation strategies.
· Under the technical supervision of the PCSSO, collaborates with the programming staff and Peace Corps Medical Officer (PCMO) to develop volunteer site and housing criteria and verifies that PCV sites and housing has been inspected and approved prior to occupancy.
· Ensures GPS coordinates are maintained in VIDA for Volunteer sites, consolidation points and other key locations in accordance with Agency procedures. Ensures that GPS data is kept up-to-date based on changes in Volunteer placement. Trains staff on the use of GPS equipment (if applicable) to ensure that any staff involved in site identification and Volunteer visits can capture GPS data.
· Compiles documentation on disaster-prone areas and ensures that programming staff are aware of that information as part of the site identification process and the approval process of Volunteer housing;
· Works with appropriate staff in mapping Volunteer sites and consolidation points.

4. Manages Incident Reporting and Response:

· FOR SEXUAL ASSAULTS - as part of the designated staff at post, manages the security and non-medical follow-up for Volunteer incidents of sexual assault, including but not limited to:

· Assuring that the Volunteer or other Volunteers are safe from imminent or serious threat and taking immediate action to remove victim or others if a serious or imminent threat exists;
· Communicating with the Assigned Security Specialist for guidance when required and according to the notification protocol;
· Protecting the confidentiality of information surrounding the sexual assault;
· Coordinates with the Office of General Counsel on the hiring of an attorney to advise a Volunteer on the legal process (when necessary);
· Conduct post-incident assessment to identify any ongoing threats or security concerns and mitigation strategies;
· Participates in agency Coordinated Incident Response System (CIRS) calls when needed;
· Makes logistical arrangements for Volunteers (e.g. hotel or travel arrangements); and
· Assists in developing a safety plan in collaboration with the Assigned Security Specialist and the Victim Advocate.

· FOR ALL INCIDENTS - Ensures that reportable incidents are communicated to the CD in accordance with policies and procedures; serves as the point person for completing incident reports in the CIRS per the Consolidated Incident Reporting Guidelines.

· Under the technical supervision of the PCSSO, collaborates with the CD and PCMO to develop reporting, response and follow-up procedures for Volunteer incidents; supports delivery of appropriate support services to victims in a timely manner such as:

· Providing immediate, direct, and follow up support to a PCV in the event of an incident or security situation, as directed by the CD;

· Referring PCV to necessary medical and emotional support;

· Assisting PCV to file a police complaint and attending investigative meetings, court hearings or trials;

· Reevaluating the Volunteer’s site and/or home;

· Providing additional personal safety training or support; and

· Disseminating relevant information
5. Advises on Safety and Security Policy and Program:

· Under the technical supervision of the PCSSO, makes recommendations to the CD for changes in training and program policy and procedures as they relate to Volunteer safety and security based on changes to the security environment at post.

· With direction of the PCSSO, participates in the Legal Environment Survey and subsequent revisions to accurately advise the CD and PCVs when crime incidents occur.

· In collaboration with the CD, assists in developing a plan for implementing PCSSO visit recommendations. This plan will be reviewed by the PCSSO and coordinated with the RSA. Provides regular updates on implementation progress and/or challenges to the CD and the PCSSO.

· In collaboration with the CD and under the technical supervision of the PCSSO, prioritizes and executes improvements to post’s safety and security systems.
6. Prepares for and Responds to Emergencies:

· Serves as the main technical advisor to the CD and senior staff at Post during an emergency situation.

· Coordinates the testing of the EAP with Volunteers and staff at least once per year in accordance with the Agency’s EAP testing guidelines. In collaboration with other staff, prepares a written report of the results of the EAP test and submits it to the PCSSO for review before distribution to other relevant parties.

· Under the direction of the CD and the technical supervision of the PCSSO, coordinates an annual risk assessment and review of the EAP. Ensures that revisions to the EAP are made as needed.

· In coordination with the CD/DMO/RSO/PCSSO, ensures that office emergency drills are conducted according to applicable guidelines.

· Under the technical supervision of the PCSSO, develops criteria for the selection of consolidation points and/or regional transit houses and ensures that the sites chosen comply with the criteria. Reviews EAP consolidation point information for accuracy

· Tests security equipment such as satellite phones, radios and other emergency devices periodically. Routinely trains users on the operation of all emergency equipment.

7. Acts as Safety and Security Liaison:

· Establishes and maintains open communication, in collaboration with the CD, with the PCSSO and the RSA, informing them of both problems and progress in the country, such as major incidents, changes in crime data and other information on new policies or programs affecting safety and security.

· Develops and maintains contact with Embassy security staff and local law enforcement to obtain crime updates and information needed for assessing the security environment of Post, and to foster relationships that can be leveraged during emergency situations or in response to crime incidents.

· Serves as post's primary safety and security contact/intermediary with other non-governmental organizations, volunteer organizations (e.g., VSO, JICA, KOICA, etc.) and other development agencies.

8. Analyzes Crime Trends: 
· Conducts annual crime trends analysis; shares results with staff and Volunteers as appropriate; and coordinates modifications of post’s safety and security program based on findings. 
· Submits annual trends analysis to the Office of Safety and Security (i.e., PCSSO) and Region (i.e., RSA).

9. Shares Information: Develops and maintains a legible and orderly system for collecting, compiling, and disseminating pertinent safety and security information to be made accessible to appropriate Post staff and Volunteers as required, including, but not limited to:

· Travel warnings and policies (including Post travel/transportation policies);

· Safety and security information for visiting PCVs;

· Notices to staff and Volunteers about security concerns;

· Alerts to Program Managers and other staff about site-specific security concerns.

10. Develops Resources and Policy: Develops and organizes safety and security resources such as manuals, handbooks, leaflets, pamphlets, slides, videos, and memos and makes their contents and Peace Corps policies known to staff and Volunteers.

11. Coordinates Duty Officer Program: In collaboration with the CD and PCSSO, coordinates post duty officer system. Trains designated duty officers on their roles and responsibilities for responding to and reporting of incidents.

12. Inherently Government Functions:  

· Designated limited supervisory responsibilities.  (As assigned by Country Directors (with the approval of their Regional Directors - See MS 743 and MS 744):
· Responsible for creating and monitoring monthly work schedules for the Safety and Security Assistant.

· Responsible for daily supervision of the Safety and Security Assistant to ensure adherence to Peace Corps policies and procedures.

· Responsible for ensuring the Safety and Security Assistant has the necessary equipment to fulfill their responsibilities and that it is in good working order.

· Responsible for conducting performance appraisals for the Safety and Security Assistant

13. Other Duties as Assigned: May perform other safety and security duties as assigned by the Country Director following consultation with and concurrence of the PCSSO or the Office of Safety and Security.
LEVEL OF EFFORT
Performs duties at assigned Post during a 40 hour work week. Will be required to travel on an overnight basis as needed to support PCVs and PC events. May be required to work outside of or in addition to normally scheduled hours to support PCVs and fulfill other post requirements. May participate in in-country or out-of-country trainings provided to PC staff.
QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE

The SSM must at a minimum possess the following skills and abilities to effectively carry out the duties of the position:

Minimum of 7 years relevant experience and meet the required qualifications:

· Experience with safety and security programs of Peace Corps

· OR –

· Experience with safety and security programs of similar NGO/development organizations

· OR –

· Relevant professional security or law enforcement experience

-AND-

· Ability to develop and maintain effective working relationships with other organizations, including local law enforcement, criminal justice, emergency management and other NGO/development agencies;

· Ability to analyze crime trends and other risks and propose mitigation strategies;

· Demonstrated organizational and communication skills;

· Demonstrated English proficiency, both written and oral;

· Demonstrated local language fluency;

· Ability to work with Microsoft Office Suite, and other basic computer knowledge;

· Understanding of GIS and application to safety and security mapping;

· Ability to conduct training and give presentations, in both English and a local language;

· A high school diploma (or local equivalent); Bachelor’s degree preferred.

· Languages: Fluent in Tagalog and English

· Knowledge, Skills, Abilities:
· Excellent interpersonal skills and the ability to effectively communicate and manage sensitive situations, such as working with victims of crime, domestic violence, and/or sexual assaults

· Ability to develop and maintain effective working relationships with other organizations, including local law enforcement, criminal justice, emergency management and other NGO/development agencies
· Ability to analyze crime trends and other risks and propose mitigation strategies
· Demonstrated organizational and communication skills
· Ability to use computers, including the Microsoft suite of software, and the ability to learn new programs
· Ability to conduct training and give presentations
· Willingness to drive, with a valid Philippines Driver’s License, preferred.
· General knowledge and understanding of volunteerism and its role in development, development issues and policies, organizations, and sectors/areas where PC Philippines is involved in. 

· Education: Bachelor’s degree preferred. 
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 SSM on the subject box:
1) Application Letter: 
Candidates’ application letters (one to three pages) must describe how their qualifications meet the position’s criteria, and must include the information requested below:
1- Please detail your professional experience supporting victims of crime with specific examples.

2 -Please detail your professional experience creating partnerships with law enforcement and/or

Community groups.

3. Please detail your practical experience helping people improve their capacity through a training that you have designed and implemented.


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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