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	Job Description

	
	Title
	Senior Contracts and Compliance Officer

	
	Location
	Worldwide

	
	Req #
	CFO012012



About Us
Futures Group develops and delivers innovative, locally relevant, evidence-based solutions to improve the health and well being of people around the world. Since 1971, we have assisted governmental and non-governmental agencies, foundations, and the private sector by designing, implementing and evaluating programs in HIV/AIDS, sexual and reproductive health, population and family planning, maternal and child health, infectious diseases, and gender. Futures Group has deep expertise in policy and advocacy, research and strategic information, health markets and private sector engagement, modeling and economic analysis, patient monitoring and management/HMIS, strategic consulting, and program management.
Position Summary

Futures Group is seeking a Sr. Contracts and Compliance Officer with mid-level experience, to be based in either Washington, DC or in India/Africa/UK.  Futures Group operates under government contracts, assistance agreements, and foundation grants in prime and sub roles.  Operation often includes issuing subcontract, sub-assistance, grant, and consultant agreements across the globe. Reporting to Director for Contracts and Global Support, this position is responsible for development, negotiation/review, compliance assurance, and records management for various contractual agreements from start to closeout. The Contracts and Compliance Officer will support all contract matters for projects serving as the liaison to contracting officials in both client and partner organizations, and on compliance related support to projects and country programs. He or she is also responsible to monitor proposed changes in compliance requirements by the USG, and coordinate comments within Futures Group when the issue is likely to directly impact Futures Group’s operations. 

Key Responsibilities
· Review and negotiate new funding agreements, and assure compliance of funding terms and conditions are appropriately reflected in the sub-awards. Support generally covers the full agreement life-cycle – program award through closeout.

· Act as Contracts department’s primary representative on Business Development team. Support to proposal development including preparation and review of teaming agreements, representation and certifications, small business plans, past performance documentation and cost sharing plans. (Only applicable for US candidates)

· Monitor and ensure compliance with Federal Acquisitions Regulations (FAR), AIDAR, the public reporting under the Transparency Act, small business reporting, and foreign government regulations like DFID, EC etc.

· Participate in monthly meetings with Program Director and/or Chief of Party for supporting any outstanding compliance issues in the projects.

· Create brief compliance profiles for new and ongoing projects for reference and guidance of Program Directors and Program Operations staff, and update them as necessary.

· Manage and/or support project start-ups and close-outs.

· Develop framework for compliance reviews in overseas programs and partners, perform on-site and desk compliance reviews, identify gaps and finalize corrective action plans with stakeholders. 

· Design a tracking system for corrective action plans and periodically review the progress of implementation of corrective actions.

· Train the program and operations staff on compliance requirements based on client/donor regulations and contractual requirements.

· Working closely with General Counsel, suggest and work on refinement of business processes and documents related to contracts and agreements.

· Assist in roll-out, training and implementation of revised processes.

· Support the Governance responsibilities of Director-Contracts and General Counsel.

Qualifications
· Bachelor’s Degree plus 5 to 10 years’ experience in US government contracting and grants, including support to or working with at least one of the following organizations: US Centers for Disease Control and Prevention and US Agency for International Development. Experience with UK Dept. for International Development, European Union Development Programs is highly desirable.
· Practical certifications and demonstrated training desirable (e.g. CFCM, NCMA, InsideNGO)
· Working in multi-cultural environment and experience in Asia, Africa and Latin America will be a definite plus.
· Language: English required, other languages desirable
· Technical/Training Qualifications Required:  

· Demonstrated experience applying FAR , AIDAR and CFR 

· Contract negotiating skills

· Strong written and verbal communication skills

· MS Office productivity tools (e.g. Word, Excel. PowerPoint) 

· Demonstrated experience in developing compliance systems, compliance training curriculum and delivery.

· Technical/Training Qualifications Preferred:  

· Developing and delivering contract/grant training programs

· DFID and EU contract terms

· Small business contracting plans, exposure to esrs, fsrs, CPARS, etc. 

· Experience working on MS SharePoint

· International travel (up to approx.20%)
Physical Demands
·  Regularly required to stand or sit, and move about the facility

Work Environment
·  Usual office working conditions free of disagreeable elements.

All applications for this position should be submitted online at www.futuresgroup.com via the Careers page.  Futures Group provides equal employment to all participants and employees without regard to race, color, religion, gender, age, disability, sexual orientation, veteran or marital status.
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