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JOB VACANCY ANNOUNCEMENT
PEACE CORPS - ACCRA





July 1, 2019
Number:
PC 19-005
Position:             
Executive Assistant 
Office:
U. S. Peace Corps
Open to:
All Interested Candidates 
Work hours:
40+ a week 

Closing Date:
July 31, 2019

Starting Salary
GH¢54,929 – 82,396

PERSONAL SERVICES CONTRACTOR (PSC)

The Peace Corps is a United States federal agency that promotes international peace, friendship and sustainable development by providing trained men and women to serve in local communities.  In Ghana, these trained men and women (Peace Corps Volunteers) work in the areas of Health, Education, and Agriculture.  The agency in Ghana is seeking to hire an Executive Assistant to assist with its operations in the Accra office.

Desired Qualifications and Statement of Work: 

· Please see the attached Desired and Required Qualifications, and the Statement of Work.

Interested applicants for this position must submit the following or the application will not be considered: 
Application materials (Cover Letter, CV, other documents that directly support qualifications based on the Statement of Work) may be submitted in any one of the following two ways:

Email:


GH-jobs@peacecorps.gov
Mail:    

US Peace Corps





PO Box 5796




Accra North

Accra, Ghana 

All application materials, including a Cover Letter and CV, must be received in the Accra office no later than 5:00pm on July 31, 2019.  Any applications received after this time will not be considered for employment.
. 
U. S. Peace Corps – Ghana 

Executive Assistant
Number of Positions:  1

Duty Station:  Accra
REQUIRED QUALIFICATIONS
· Demonstrated organizational and communication skills;
· Demonstrated English proficiency, both written and oral

· Ability to work with Microsoft Office Suite, and other basic computer   knowledge to include databases;
· Ability to develop and maintain effective  working  relationships  with  other  organizations,  including  U.S. Embassy, NGO/development agencies, and other Peace Corps Posts
· Ability to conduct training and give  presentations, in both English and a local   language;
· Local equivalent to a bachelor’s degree
· Excellent English speaking and writing skills

· Minimum of 3 years prior work experience preferably with an international organization
DESIRED QUALIFICATIONS

· Experience working in a cross-cultural setting

· Experience working in a fast paced, demanding environment

· Knowledge and understanding of US values and culture

· Experience working with a team
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STATEMENT OF WORK:

Executive Assistant
The Executive Assistant is responsible for administrative support to the Country Director (CD). The incumbent will also provide administrative support to the Safety and Security unit, the Programming and Training Unit and the Administrative Unit at the discretion of the Country Director. Support includes, but is not limited to, assistance in the areas of public governmental relations, adherence to protocol, records management, correspondences, human resources, safety and security and Volunteer support.  The Executive Assistant handles sensitive documents and communications, which require the adherence to the standards of confidentiality and professional conduct.  The Executive Assistant is often expected to work independently and with little supervision.

This is a personal services contract position (PSC). 

Executive Unit Support   45%       
· Produces and sends official letters, e-mails, and memos, Delegations of Authority documents, and various reports and other correspondences in draft and final form for the Country Director or other appropriate staff members  

· Communicates with other PC posts, the Country Desk Unit and other PC/Washington offices for information on the behalf of the CD

· Manages and organizes various files (general correspondence, memos, Description of Service statements, newsletters, handbooks) and ensures accessibility. Serves as Post’s Records Liaison
· Receives and directs calls and visitors to appropriate office or staff
· Public Relations: Creates and maintains an official PC/Ghana welcome information packet to distribute to visitors (TDY) providing an overview of PC/Ghana’s work.

· Sorts out incoming mail from the US Embassy (USE) and oversees distribution; Receives general e-mail messages addressed to the agency, forwards as applicable, and responds to routine requests/inquiries; prepares draft responses to incoming letters and emails where appropriate, alerts CD to urgent correspondence
· Supports CD in preparation for Senior Staff Meetings
· Performs other duties as assigned, including room reservations for visitors
· Representation/Government Relations: Develops and maintains database of contact information for government officials and all collaborating organizations where appropriate to be used for mail merges and special event invitations

· Liaise with USE Protocol Assistant (PA) and COM’s OMS to organize PC events to be hosted by COM (welcome receptions for the new Trainees; receptions for various conferences, PC anniversaries, etc.)  

· Draft briefing materials and guest list for USE/PC events in conjunction with CD

· Ensure timely distribution of invitations and follow up on RSVP with PA  

· Work USE and PC events, when requested, with the PA to receive guests and advise on the final attendance list

Peace Corps Volunteer (PCV) Support    25%                                                                                                  

· Compiles and issues the monthly Peace Corps Ghana newsletter. Informs all staff of guidelines and deadlines to ensure that all trek schedules and event dates are published at least two months in advance

· Submits regular contribution to the newsletter, Volunteer birthdays, and other information relevant to Volunteers (updated staff lists, phone numbers, packages list, holidays, etc.)
· Assists CD with updating the Volunteer Handbook for publication each fiscal year. Coordinates with all sections to ensure that the handbook contains the most up-to-date and accurate information and policies  
· Assists APCDs and CD with reviewing DOS statements and prepares final copies for CD or ACD signature; scans a copy and forwards to the appropriate office in PC Washington; maintains an original copy in the site history files
· Schedules close of service exit interviews
· Inputs information into VIDA database as needed

· Assists with preparations of PCV site booklets
· Assists PCVs with general inquiries and guidance

Safety and Security
10%


· Provides support to the Safety and Security Manager 

· Maintains the Duty Officer log book and roster list; prints the weekly whereabouts report for the DO and oversees the handing over of the DO bag
· Assists the SSM with EAP communication tests, as needed, and immediately, and without prompting, reports safety incidents and, or issues, which pertain to the security of Volunteers, Staff or PC property
· Immediately communicates Volunteer safety and security concerns and issues to the Safety and Security Manager (SSM) and CD

· Knowledgeable and supportive of Peace Corps safety and security policies and procedures, including the timely reporting of suspicious incidents, persons or articles
Human Resources   10% 
· Assists Director of Management and Operations (DMO) with organizing and coordinating hiring process for local employee  staff selection and recruitment; prepares vacancy announcements for approval and posting on website or other platform; receives all job applications and arranges interviews after receiving shortlist, and communicates with candidates regarding their status

· Responsible for the smooth operation of the Post’s FSN employees time and attendance system, tracks FSN bi-weekly time and attendance records; makes adjustments for approved annual, sick, and official leave; submits required documentation and records to the US Embassy Payroll office, and the DMO via the Voucher Examiner on a quarterly basis for Washington.  Follows up on the FSN timesheets and maintains them as mandated by the records management
Other PC/Ghana Organizational Support 10%
· Assists with orientation and/or training of new hires or colleagues as necessary to enhance cross-training and sense of teamwork

· Maintains a courteous and professional demeanor with Staff, Volunteers, and visitors at all times.  Refers any problems regarding staff or volunteers to the CD or other appropriate Senior Staff

· Assists with preparation for trainings, conferences, and special events as requested and authorized by the Country Director

· If time permits, performs special assignments for staff members

· Attends all staff meetings.  Participates fully, takes minutes and prepares any required information for these meetings in a timely manner, as requested by the CD

Temporary Duties (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. 
· This position can act as an occasional money holder
The PSC may be requested to courier cash and/or purchase orders to various vendors who furnish supplies and/or services to PST/IST training site, or other locations as directed by the Contracting Officer. The PSC may also be requested to courier cash to PC trainees or volunteers. The PSC will not be functioning as a procurement or disbursing official but will only be acting as an intermediary between the Contracting or Disbursing Officer and the recipient. In the case of dealing with vendors, the PSC 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
