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AMERICAN INSTITUTES FOR RESEARCH




Overview:

AIR’s International Development Program seeks to enhance the capacity of developing countries to improve their quality of life through education and social development. We have worked in collaboration with local partners in more than 80 countries over the past three decades. In partnership with others, we seek to: ensure children’s equitable access to all levels of education; improve the quality and relevance of education; and empower individuals, communities, and institutions as agents of social and behavioral change. 
This position is responsible for providing senior level comprehensive, professional services in all aspects of pre and post-award contract-related activities for government and private sector business, including coordination of proposal development cycle. The ability to meet deadlines and work well under pressure, a commitment to teamwork, attention to detail, and thorough follow-through will be the key to success in this role.
Responsibilities:

The Sr. Contracts and Proposal Development Specialist will be responsible for: 
•Coordinating the full cycle of proposal efforts with the technical division, contracts department, subcontractors, finance department and human resources, both domestic and international ensuring all deadlines are met.
•Drafting contract and grant awards, including special award conditions, negotiation memos leading up to award
•Assisting in the negotiation of contract/grants awards, and reviewing and advising on proposed budgets to ensure compliance with all federal requirements. 
•Administering grants and contracts, managing subcontracts and sub-awards, and ensuring compliance with award terms and conditions. 
•Tracking changes to and interpreting relevant USAID, USDOL, World Bank and State Department regulations as they pertain to International Development contracts, cooperative agreements and program grants. 
•Providing support, guidance and coordination for International Development program staff, including during grant application process. 
•Assisting with field office start-up and contract/project close out and maintaining award-related files.

Qualifications:

•Bachelor's degree, preferably in a business-related field;
•minimum 6-8 years experience in federal government USAID contracts or grant administration working with CR, CPFF, T&M, FP, IDIQ and GSA vehicles; other federal government contracts experience a plus.
•strong knowledge of US Government contracting regulations and policies, including experience and training in federal compliance rules, regulations and standards associated with federal funds and non-profit accounting (A-110, A-122, A-133 and 22CFR226) and knowledge of FAR, AIDAR, federal travel regulations, OMB circulars, and USAID and State Department regulations regarding overseas allowances. 
•Candidates should have experience with business proposal development, proficiency with office software, including MS Word and Excel, strong written and verbal communication skills, proven organizational skills, and a capacity to handle multiple tasks under tight deadlines. 
•Candidates should have experience managing all phases of a proposal development process in response to USAID and other funding agency requests for proposals (RFPs).
•Qualified candidates should demonstrate the ability to work independently and in a team, at times under pressure, evenings, and weekends, and ability to assess priorities and manage a variety of activities with attention to detail and follow through while interacting professionally with diverse staff and applicants. 
•Prior experience with international non-profit organizations and experience mitigating risk of overseas project activities a plus.

To Apply: 
AIR offers an excellent compensation and benefits package, including a fully funded retirement plan, generous paid time off, subsidized garage parking, tuition assistance, and more.  For more information, please visit our website at www.air.org.  
To apply, please go to https://jobs-airdc.icims.com/jobs/6736/job

  

