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Employment Opportunities

AMIDEAST seeks a full time Program Officer for the USAID Master’s Scholarship Program, which is located in AMIDEAST's El-Bireh/Ramallah office.  Initial contract period is anticipated to begin o/a September 1st, 2014.  
The Master’s Scholarship Program is intended to enhance the capacity of Palestinian university graduates to obtain access to Master’s level educational opportunities at U.S.-based institutions. The MSP will address skills and opportunity gaps prevalent in the Palestinian society. The project will provide scholarships for Palestinian university graduates to pursue their master's degrees at U.S universities.

This position provides scholarship management support to the Chief of Party in the implementation of the USAID Master’s Scholarship Program and shares overall technical responsibility for the successful implementation of the programmatic goals with the Chief of Party including ensuring that goals, objectives, and milestones are achieved. 

Specific duties will include but are not limited to the following:

· Develop and implement an outreach and recruitment plan

· Assist in the screening and selection of candidates

· Arrange for student testing and design pre-academic training plans for selected finalists 

· Prepare and conduct pre-departure orientations for scholarship recipients 

· Conduct participant processing and facilitate travel arrangements and visas

· Design, conduct, and monitor follow-on activities for alumni

· Ensure program compliance to USAID systems, policies, procedures, and regulations regarding vetting, visas, permits, contractual agreements, and submission of reports

· Assist the COP in all financial monitoring and reporting of program component costs

· Develop systems and maintain records that provide for the proper evaluation, control and documentation of assigned activities and prepare a variety of written correspondence, reports, procedures, directives, and other materials

· Correspond with applicants, World Learning, AMIDEAST, and USAID on all relevant issues 

Applicants must have the following credentials and experience in order to be considered:
Essential:

· An undergraduate degree in education or related social sciences

· 5 years of relevant experience or Masters degree + 3 years of experience

· Excellent written and spoken English and spoken Arabic

· Organized, conscientious, and detail-oriented

· Excellent communication and organizational skills

· Ability to multi-task in a busy workplace environment

· Proficiency in Microsoft Word, Excel, and Outlook required

· Ability to work independently as well as part of a team and be self-directed and motivated

Desirable:

· Prior scholarship management experience

· Experience with TraiNet, GEO-MIS, and SubAward reporting

· Familiarity with online and social media programs and tools

To apply, please e-mail a cover letter expressing interest that explains why you are interested in this opportunity, along with a detailed resume/CV and contact information for three professional references no later than July 20, 2014. Please use the following email address to submit your letter and resume/CV: mshafie@amideast.org and indicate the position you are applying for in the subject line.  Only short-listed individuals will be contacted for further consideration. No phone calls, please.

