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

TRAINING  ASSISTANT 
[Code: TA)

TYPE OF CONTRACT: Personal Services Contract (PSC)

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

BASIC FUNCTION OF POSITION

Under the direction and supervision of the Training Manager (TM), the Training Assistant  (TA) supports activities primarily related to the administrative and logistical components of training programs within the directions, policies and procedures of Peace Corps/Philippines.  The TA is expected to support design, implementation and evaluation of pre-service, in-service trainings (PST/IST), including other training events as assigned.

MAJOR DUTIES AND RESPONSIBILITIES
General

· Understands and supports Peace Corps’ goals, philosophy, and mission in the Philippines. Studies and understands the Trainees’ and Volunteers’ project plans and assignments.

· Becomes familiar with the overall objectives, design, and delivery of various PST/IST training components.


· Acts as integral training staff member; foster productive and cooperative working relationships among staff, Volunteers and communities.   
Administrative and Financial Administration (50%)

· Works closely with key staff in the GSU and Admin/Finance unit in the development and implementation of policies and procedures regarding the use of and access to all Peace Corps and/or training site equipment and services.

· In strict coordination with the Admin Assistant for Finance (AA-F), assists with fiscal, cost and budgeting controls and procedures, including the monitoring of goods and services, as well as coordinating the accounting, cost reporting and voucher system.

· Assists the AA-F in preparing vouchers for walk-around allowances of PCTs, reviews travel claims and per-diem of staff, as well as coordinates other disbursements for services rendered in support of the PST and/or ISTs.

· Meets regularly with the GSM and the AA-F to report on all PST/IST financial, budgeting, and logistical matters.

· Monitors PST Staff Cash Advances and Liquidations.


Specific Financial Tasks:

	Particular
	TA role/duty

	1


	PCVs travel allowance attending IST, MST, PST and COS
	Prepares worksheet as basis for obligation by the 

AA-F

	2
	Purchase Order (obligations) related to IST, MST, PST and COS
	Completes Work Order Supply Request Form (with or without interim cash advance)

	3
	Cash advance requirements related to IST, MST,  PST & COS
	Coordinates with the Cashier and prepares worksheet as a basis for obligation by the AA-F

	4
	Sub-cashier duties related to IST, MST, PST & COS
	Requests and disburses funds at the training sites

	5
	PST sub-cashier’s advance
	Monitors and reviews liquidations

	6
	Vouchers
	Reviews training venue invoices and reconcile against contract/s.

	Budgeting Tasks:

	1
	IST/MST/PST/COS  development of working budget
	Coordinates and assists TM in the development of the working budget

	2
	Budget monitoring of Training Unit (PC14 and 16)
	Prepares data entry to budget, track tools to monitor actual vs budget, to help TM make informed decisions

	Procurement

	1
	Training Venue/ Travel and Events logistics
	a- Scouts training venue, recommends possible venue to admin & performs ocular inspection

b- Prepare the venue requirement as basis for preparing RFQs, Ads and Contracts

c- Prepare the initial rooming list and number of participants as basis for computing amount

d- Prepare the draft menu for the entire duration of the training event

e- Coordinates all logistics requirements associated with training venue

f- Coordinates with the Admin Clerk in purchasing plane tickets for training participants.

g- Work closely with TSS on PST Staff House selection and contracting




Events Management (30%)

· Works closely with the GSM in arranging lodging needs with training venue (hotel) manager and thereafter reviews and reconciles bills at training venue.

· During PST :
- Assists AA-F in coordinating  meal service requirements during Training of Trainers (TOT), PST orientation week, training days, and final PST week. Take care of timely reporting of meal costs.

     - Works closely with TSS on logistics and supplies management

     - Reports to the AA-F on a timely basis any upcoming requirements, and any concerns of the PST staff and

       Trainees.

     - Assists in photocopying and preparation of training materials.





     - Assists in scheduling all PC vehicles used for the PST/IST and, in conjunction with PST drivers, assure that all     

       vehicles are kept in proper operating condition.

     - Manages information and feedback received with utmost care and relay this to the TM and concerned units   

       as necessary and appropriate.

· For all other Training Events: Performs all necessary assistance before, during and after the event such as but not limited to logistical arrangements, materials/supplies requirements, cash advance liquidations.
· Leads and/or coordinates the documentation of each training event through photos and videos
· Assists in PC-P office events when necessary and available. 
Other duties (20%)

· Based upon the requirements of PST,IST and other training events, identifies and organizes all logistical support necessary to facilitate staff, PCT/V travel and participants site visits, field trips, social and other events.

· Attends staff meetings for logistical requirements of the Training program.

· Be accessible to Trainees/Volunteers to provide technical and/or cultural information and insight. 

· Assists PST staff to research and assemble information on community resources (bank, post office, and internet locations, markets, tourist attractions, and more).

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

· Participates in training sessions as appropriate or requested.

· Maintains a professional and positive public image with the training staff, Trainees/Volunteers and the local community.

· Attends assigned training sessions with other staff.

· Prepares final reports post-training as assigned. 

· Demonstrates to Trainees/Volunteers an effective cross-cultural working relationship.

· Executes other tasks as determined by the TM.

Acts as a COTR: The Training Assistant acts a Contracting Officer’s Technical Representative (COTR) for training contractual agreements.

Acts as a logistician:  The Training Assistant (TA) will be required to courier cash and/or purchase orders to various vendors who furnish supplies and/or services to PST training site, or other locations as directed by the Contracting Officer. The TA will not be functioning as a procurement official but will only be acting as an intermediary between the Contracting Officer and the vendor. The TA will not exercise any procurement discretion concerning the supplies or services to be purchased or the cost limits of these purchases; these will be determined by the Contracting Officer.  The TA may also be required to courier cash to PC trainees or volunteers.


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.  


Safety and Security Responsibilities per SSI 110: 

Addresses Volunteer safety and security by adhering to Peace Corps site development policies and procedures.  Identifies and immediately communicates Volunteer safety and security concerns and issues to the Safety and Security Manager (SSM) and the Country Director (CD).  Assists Program Managers (RMs and SMs) to ensure that prospective sites meet established programmatic and safety/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 and security-related information into site history files.  Monitors Volunteer compliance with Peace Corps policies, especially related to safety and security. Participates in the design and implementation of the Emergency Action Plan (EAP).  Acts as duty officer, as needed.  Knowledgeable and supportive of Peace Corps safety and security policies and procedures, including the timely reporting of suspicious incidents, persons or articles.  

Inherently Governmental Function (IGF):

May be designated as sub-cashier.  (Designated by the Chief Financial Officer)
Responsibilities as a sub-cashier include performing limited cash disbursements as directed by the DMO, proper disbursing and collecting of funds, proper accounting for funds advanced, safeguarding funds advanced, and accepting personal responsibility and financial liability for funds after successful completion of the requisite training for performing sub-cashier duties.  (See MS 760 and OFMH 13)

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:  College degree required. Degrees in development communication, international relations, community development, business management, or training, preferred.
· Prior Work Experience: At least three years of progressively responsible work experience in training and events management, required.  Experience in budget and monitoring, preferred. Prior relevant work in the area of volunteer training or with an international NGO, preferred.

· Language Proficiency:  Fluency in English and Filipino, and the ability for cross cultural communication skills is required. Proficiency in other major Filipino dialect, preferred.
· Job Knowledge: Good working knowledge of training and events management, such as logistics and supplies management, budget preparation and monitoring, and general administrative support skills are required for this position.  

· Skills and Abilities: Excellent computer skills and familiarity with presentation/A-V applications and tools; good to excellent working knowledge of administrative procedures, information/database management and accounting/budgeting skills, are required for this position.  Very good to excellent communication, inter-personal and organizational skills are required for this position. Physically fit to work long hours and to travel in the Luzon and Visayas regions as necessary. Able to work responsibly & efficiently with minimum supervision.  

· 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.

PERFORMANCE EXPECTATION: 
Probationary Period:  First 180 Days (six months)
Full Performance Level: 1 to 2 years

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 TA 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 of not more than 10MB, formatted in letter size paper.  
ID picture is not required in the CV.

Application is open until position is filled. 

Note: We will only contact applicants who are being considered. No need to follow-up. Thank you for 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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