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INTERAGENCY FSN EMPLOYEE POSITION DESCRIPTION

The Program Management Specialist (Crime and Violence Prevention) serves as a Foreign Service National (FSN)
professional responsible for assisting with the management initiatives in the Development Objective One (DO1) of Crime and
Violence Prevention. This DO supports the broader goals and objectives of the Merida Initiative, a bilateral security
agreement between the United States and Mexican Governments. Reporting to the DO Team Lead for Crime and Violence
Prevention, s/he will provide technical advice and analysis to the team leader. S/he will contribute to the design,
implementation, and monitoring of USAID democracy activities under this DO. S/he will also provide program and
administrative support, technical oversight and project management functions, and coordinate USAID activities with other US
government agencies and US Consulates around Mexico at the direction of the DO1 Team Lead. S/he will work closely with
and maintain strong working relationships with key government and civil society actors within his/her assigned program

dreas

' 14. MAJOR DUTIES AND RESPONSIBILITIES % OF TIME ]

Program Management (50%): USAID/Mexico in collaboration with other USG agencies and offices provides significant
contributions under Pillars Il and IV or the Merida Initiative. The incumbent will provide programmatic and technical support
to the JACS Office under Pillar V. The incumbent will therefore provide technical input into USAID/Mexico’s projects related
to crime and violence prevention. In particular, s/he will be expected to be conversant in technical issues concerning crime
and violence prevention programs and policies and maintain strong relationships with Government of Mexico counterparts
and civil society. S/he will contribute to the management of USAID/Mexico’'s programs in the crime and violence prevention

portfolio

The incumbent will be COR/AOR, alternate COR/AOR or Activity Manager for one or more USAID assistance or acquisition
agreements. COR/AOR duties will include: approving annual work plans, approving branding and marking plans,
maintaining records of official program and financial reports, ensuring implementing partners are adhering to sound financial
management practices, liaising with USAID's Office of Acquisition and Assistance and Regional Legal Office on program
implementation issues and with GOM counterparts as appropriate, arranging for program evaluations, and conducting
regular field site visits. With guidance from his/her supervisor, the incumbent will negotiate on behalf of USAID/Mexico with
implementing partners regarding program implementation. Finally, the incumbent will collect program data and contribute
qguantitative and qualitative input into the Mission’s Operational Plan and other required program impact reports,

Administrative and Program Support (25%): The incumbent will help coordinate the administrative and program support
activities for the JACS Office as they relate to crime and violence prevention. At the direction of the DO1 Team Lead, s/he
will fulfill a number of program support requirements, which are substantial due to the high profile nature of the Merida
Initiative.  The incumbent must be able to prepare briefing documents and scene setters, as required. The incumbent must
also be able to prepare reports, correspondence, and documents in a professional manner requiring little or no editorial
changes in both English and Spanish. The incumbent will support the DO1 Team Lead in a wide variety of assigned tasks,
including: contributing to annual performance reviews of programs and developing Mission Operations Plans; organizing
donor coordination events in support of project activities; and facilitating meetings between partners, Mexican officials, and
Mission staff. At the direction of the DO1 Team Lead, s/he will coordinate with the Program Office to ensure programs and
achievements are properly integrated in planning and reporting documents.

Communication and Partnerships (25%): The incumbent will support efforts of the DO1Team Lead to build and expand its
partnerships with the private sector, civil society, foundations, academic institutions, etc. to further identify shared goals and
objectives and promote collaboration and leveraging of resources. S/he will work with the Program Office in maintaining
database of ongoing discussions and partnership planning. as well as directly engaging potential partners under the
supervision of the team leader in forming and concluding of partnerships. S/he will engage with other DO teams to explore
opportunities for collaboration among project activities. The incumbent will facilitate meetings in an effort to explore
partnerships and ensure that action items are followed up on by the appropriate team or office. The incumbent will be
responsible for working with the Program Office to share DO1 success stories, best practices , event updates and other
social media related information . S/he will perform olher duties as assigned or required.

NS | |

15. QUALIFICATIONS R’-EQUIRED FOR EFFECTIVE PERFORMANCE |

Education: The incumbent must possess a bachelor's degree or host-country equivalent formal education in a field

a.
relevant o the position, such as paolitical science, international affairs/development. or public policy/administration.
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_ INTERAGENCY FSN EMPLOYEE POSITION DESCRIPTION
Prior Work Experience: At least three years of progressively responsible, professional-level experience in democracy
and governance, crime prevention, or a related field in Mexico is required.

Post Entry Training: Programming Foreign Assistance, Assistance and Acquisition for Contracting Officer's
Representatives, Financial management Overview, and on the job training and orientation on USAID programs,
procedures, and documentation.

Lang_uage Proficiency (List both English and host country language(s) proficiency requirements by level (11, Ill) and
specialization (sp/read): Level IV English (spoken and written) and Level IV Spanish (spoken and written) are required.

Job Knowledge: Must have a familiarity with USAID/ Mexico's portfolio, and specific knowledge of justice concepts,
principals, and practices. Must also understand Mexico's political, social, cultural, and economic situation and history.
S/he must be able to acquire a strong understanding and knowledge of USAID procedures, programming policies,
regulations and documentation, monitoring and evaluation methodology, and results measurement is required.

Skills and Abilities: Must be diplomatic and able to work effectively with other USAID and Embassy staff, consultants,
Mexican officials, and civil society leaders. Must be able to work independently and to manage various projects on a
daily basis with supervision from the DO1 Team Lead. Must have the ability to handle stress and competing demands
in order to complete work in a timely manner. Must be able to think critically and to interpret and distill information for
diverse audiences. The incumbent must be able to effectively review work plans and performance monitoring plans,
develop indicators, and monitor development activities through site visits and interaction with implementing partners. A
good working knowledge of Microsoft Office software (Excel, PowerPoint. and Word) is required.

16. POSITION ELEMENTS )

b.

Supervision Recerved  Recerves direct supervision from the Crime and Violence Prevention Team Leader, a
Foreign Service National Sentor Crime Prevention Specialist,

Supervision Exercised  S/he will supervise contractor and grantees in his/her role as COR/AOR. The incumbent
will not supervise local staff

Avatlable Guidehnes: U.S. legislaton. USAID Automated Directives Svstem (ADS). USAID Misston Orders.
FAM Manuals, Admimistrative Notices, Contracts, Grants. and other agreements.

xercise of Judgment. The incumbent must be able to make sound recommendations that require few or no
revisions or changes. S/he must be able to judge the quality of information provided by implementing partners and
must deal effectivelv with them  S/he must be able to listen to contradictory points of view and demonstrate sound
judgment, particularly m support of or explanation of USAID policies or procedures. S/he must exercise sound

Judgment in establishing priorities for numerous requests and selecting appropriate action.

Authority to Make Commuitments: While incumbent must clear recommendations through the Team Leader or
Office Director, s/he will exercise those responsibilities delegated to hinvher by the Contracting Officer in the
COR/AOR designauon letter.

Nature, Level and Purpose of Contacts: Contacts are with all levels of USAID and the.U.S. Embassy and require
strong interpersonal skills. The incumbent will also correspond and interact with GOM officials, civil society
leaders, other donors. private sector representatives, and contractors and consultants.

Time Expected to Reach Full Performance Level. Approximately 12 to 18 months
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