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INTERAGENCY FOREIGN SERVICE NATIONAL EMPLOYEE POSITION DESCRIPTION 
Prepare according to instructions given in Foreign Service National Handbook, Chapter 4 (3 FAH-2) 

1. POST 2. AGENCY 3a. POSITION NO. 

Burkina Faso USAID 358572100008 

3b. SUBJECT TO IDENTICAL POSITIONS?      ☐ Yes       ☐ No    

 Agencies may show the number of such positions authorized and/or established: 

  
 

 

4. REASON FOR SUBMISSION        

☐  a. Reclassification of duties:  This position replaces 

 Position No.:  Title:  Series:  Grade:   

☐  b. New Position 

☐  c. Other (explain):  Update 
 

 
5. CLASSIFICATION ACTION 

 
Position Title and Series Code 

 
Grade 

 
Initials 

Date 
(mm-dd-yy) 

 

a. Post Classification Authority: USAID Project Development Specialist , FSN- 
4005 FSN-10   

 
 

b. Other:      
 
 

c. Proposed by Initiating Office: USAID Project Development Specialist , FSN- 
4005 10   

 
 

 
6. POST TITLE POSITION  (if different from official title) 

 
7. NAME OF EMPLOYEE 

Peace and Governance Specialist Vacant 
8. OFFICE/SECTION:  a. First Subdivision:     
 
b. Second Subdivision:       

c. Third Subdivision:  

 

APPROVALS AND SIGNATURES SECTION 

9. This is a complete and accurate description of the duties and 
responsibilities of my position. 

10. This is a complete and accurate description of the duties and 
responsibilities of this position. 

    

Typed Name and Signature of EMPLOYEE  Date 
(mm-dd-yy) Typed Name and Signature of SUPERVISOR Date 

(mm-dd-yy) 

11. This is a complete and accurate description of the duties and 
responsibilities of this position. There is a valid management need for 
this position. 

12. I have satisfied myself that this is an accurate description of this 
position, and I certify that it has been classified in accordance with 
appropriate 3 FAH-2 standards. 

    
Typed Name and Signature of SECTION CHIEF or 
AGENCY HEAD  

Date 
(mm-dd-yy) Typed Name and Signature of Executive Officer Date 

(mm-dd-yy) 
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13. BASIC FUNCTION OF POSITION 
 

Under the direct supervision of the Democracy, Rights & Governance (DRG) Officer, the Peace and Governance 
Specialist (PGS) is responsible for the management of peace, security and governance activities in Burkina Faso, 
particularly in the area of Counter Violence & Extremism (CVE), but also including governance efforts within USAID’s 
resilience programming. The PGS acts as advisor on project planning and implementation, monitoring and evaluation, 
financial management supervision, and other issues as needed. 
 
The PGS should possess a thorough knowledge of the Democracy and Governance portfolio, and keeps abreast of 
technical developments in the country. The PGS is familiar with project management and understands the various types 
of documentation -task order, cooperative agreement, and grant documents, evaluations and field trip reports- as well as 
work plans and monitoring and evaluation plans. S/He maintains close working relations with the implementing partners, 
USAID regional staff in Accra and Dakar, and assumes management functioning of the technical office in the absence of 
the Governance and Democracy Officer.  
 
This position requires exercise of broad individual judgment, overseeing the management of resources, implement 
programs, and coordinating relations with high-level representatives inside and outside of the USG.  The political 
environment in Burkina Faso is highly complex and frequently unpredictable, and the PGS must be flexible and able to 
provide advice on peace and governance approaches and activities amid rapidly changing circumstances. 
 

14. MAJOR DUTIES AND RESPONSIBILITIES         % OF TIME 
 

The primary technical role of the PGS is to serve as the Burkina Faso activity manager for the CVE portfolio, and advise 
on DRG programming and components within the resilience portfolio. In addition, the PGS must also serve as a subject 
matter expert on the DRG sector and provide regular updates to his/her USAID colleagues regarding the sector 
development. 
 
Program Management - 50% 
 
The incumbent ensures day to day communication and interaction with USAID project implementing partners. Provides 
technical oversight of implementing partners, ensures that implementing partners fulfill the requirements of their 
contract/grant in accordance with terms, conditions and specifications of such contract/grant. S/He communicates 
regularly with the contract/grant managers for each project to harmonize USAID technical direction and project 
management. 
 
S/He conducts site visits and meets regularly with implementing partners to assess progress of activities. Organizes and 
coordinates consultants and USAID staff field visits. Identifies implementation problems, issues and constraints, and 
recommends remedial actions and other ways to improve performance.  
 
Keeps key staff at USAID offices in Accra West Africa Regional Office, Dakar Sahel Regional Office, and Burkina Faso 
fully informed of his/her work actions as they relate to the different projects.  Supports evaluations as needed or as 
directed by the contract/grant managers to identify program constraints and recommend program interventions.  
 
S/He participates in activity design and related technical, policy, procurement, gender, and budgetary analyses required to 
implement agreed upon activities, including assessing both gaps and opportunities at the intervention level; identifying 
various organizations that could serve as change-agents; and, ensuring appropriate program/project documentation is 
professionally executed.  Similarly, s/he supports the review of project designs, sub-grants and proposals for economic, 
financial, technical, social, and environmental soundness. 
 
Communication and Reporting - 25% 
 
The PGS serves as technical advisor to USAID on peace and security, governance, and other development issues. S/He 
provides inputs and perspectives on technical aspects relevant to program development and implementation. S/He 
advises U.S. government (USG) stakeholders on political matters regarding the Burkinabe administration and senior 
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government leadership, and provides the most suitable approaches for dealing with the Burkinabe government officials 
and counterparts. 
 
The PGS contributes to strategic planning and ensures all periodic reporting requirements to Ouagadougou, Washington, 
Accra and Dakar related to his/her programs are met. The PGS prepares key peace and governance documentation, 
including the Operational Plan, Performance Report, Congressional Budget justification, Mission Strategic Resources 
Plan.  S/He writes up technical summaries and analytical reports as needed.   
 
The PGS coordinates the evaluation of peace and governance activities during and following project completion, to 
ascertain project impact and cost-effectiveness, including implications for future programming and financing. 
 
The PGS is responsible for (1) collaborating with a broad range of partners and customers on strategic approaches on 
peace and governance issues, including CVE; and (2) obtaining and maintaining support and communication from 
partners, customers, and stakeholders on governance themes and issues. 
 
Partners include regional institutions, such as ECOWAS, U.S. Embassies in the region, bilateral and multi-lateral donors, 
and other USAID bi-lateral missions in the region, other USG institutions, PVOs/Non-Government Organizations, think 
tanks, Congressional staff, and others.  Customers include, but are not limited to, host-government counterparts, 
representatives of regional institutions such as ECOWAS, members of civil society organizations, and members of the 
general population. 
 
Program Design - 10% 
 
The PGS researches potential new areas of program intervention and drafts concept papers, results packages, and 
activity plans. S/He participates in program designs, evaluation, technical review and monitoring, and submits analysis 
and recommendations for program development purposes. 
 
Representation - 15% 
 
The PGS may be asked to represent USAID and/or the USG in its dialogue with host country officials and regional 
institutions’ representatives in the Trans-Saharan Counterterrorism Partnership (TSCTP) region such ECOWAS.  On 
instruction from USAID/West Africa the PGS assists to represent USAID in various donors, government and development 
partners’ forums related to programs under his/her purview. 
 

15.   QUALIFICATIONS REQUIRED FOR EFFECTIVE PERFORMANCE 

a. Education:  A Bachelor’s degree in Political Science, International Relations, International Development, Law, 
Business, Public Administration/Public Affairs, Economics, Statistics, Journalism or other social science discipline is 
required. 

b. Prior Work Experience: Minimum of Six years of substantive professional work experience on Countering Violent 
Extremism (CVE) or democracy and governance issues is required.  At least three years of international work 
experience is required with an international organization such as bi-lateral or multilateral donors or international non-
governmental organizations. 

c. Post Entry Training:  Any relevant on-the-job training (conflict-sensitive programming, strategic design). 

d. Language Proficiency:  Level IV (Fluent) in both English and French (speaking, writing and reading) is required. 
Operational, managerial, and strong analytical and writing skills are necessary, specifically experience in the 
independent analysis, interpretation, and presentation of complex data in both oral and written form and in precise, 
accurate, clear and complete formats. 

e. Job Knowledge:  Position requires knowledge and understanding of USAID procedures, regulations, and policies 
and broad knowledge of the Trans Sahara Counterterrorism Partnership (TSTCP), including an extensive knowledge 
and understanding of activities and players in the field; and a detailed knowledge of development theory as it relates 
to international peace and governance promotion.  Must be able to obtain, analyze and evaluate complex material; 
prepare accurate, factual and analytical reports; and provide objective advice. A good understanding of US foreign 
assistance mechanisms and instruments and excellent interpersonal skills are required. 

f. Skills and Abilities:  Strong interpersonal skills, including the ability to work effectively with superiors, subordinates, 
colleagues and partners, both inside and outside the Embassy, are required, as well as maturity, stability, objectivity, 
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resourcefulness, adaptability, and sound professional judgment. Strong computer skills are essential in order to 
prepare effective, comprehensive reports and for daily work.  Excellent knowledge of and experience with Microsoft 
Office Suite and Google Applications, as well as the ability to conduct Internet research and management of other 
Internet resources, is required. 

16. POSITION ELEMENTS 

a. Supervision Received:   Supervisor: USAID/Burkina Faso Democracy and Governance Officer.  Assignments 
are made via annual work objectives, daily email exchanges, and weekly coordination meetings. 

b. Supervision Exercised:  None. 

c. Available Guidelines:  US Government guidance includes laws, legislative initiatives, Congressional interests 
and concerns and USG policy guidelines are readily available.  However, due to the fact that countering violent 
extremism is an emerging field of study and programming for U.S. assistance, guidelines are not always well-
established and clear and frequently require interpretation to apply them to daily design, implementation, 
management and reporting on programs and activities.  This is particularly important in the context of Trans 
Sahara Counterterrorism Partnership (TSCTP) and complex crises due to complex funding streams, political and 
other factors that often must be considered in planning and implementing activities. 

d. Exercise of Judgment:  A high degree of independent judgment will be required to prepare documentation and 
to consulting with other donors and Missions active in the Peace and Security sectors including identifying 
opportunities for collaboration and coordination of interventions. 

e. Authority to Make Commitments: The incumbent has no authority to make financial commitments. 

f. Nature, Level, and Purpose of Contacts: The purpose of contacts is to inform on or elicit information about 
Countering Violent Extremism (CVE) and activities in order to perform project management actions, inform U.S. 
Government policy formulation and/or implementation, and contribute to project and activity design.  This may 
include information and communication to and with senior U.S. government representatives, host-country 
representatives, regional institution representatives and other donors.  Contacts with the parties mentioned 
above will occur in both structured and unstructured settings.  These contacts are necessary to influence and 
facilitate policy and/or project implementation.  At the present time, relationships with the parties mentioned 
above are cordial and cooperative.  The incumbent will not be authorized to make commitments or decisions on 
policy revisions. 

g. Time Expected to Reach Full Performance Level: Six (6) months.   
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