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STATEMENT OF WORK
Volunteer Liaison
Peace Corps/Mozambique

This is a permanent position based in the Maputo Office. The incumbent is responsible for organizing all financial, administrative and logistical support to all Volunteers serving in Mozambique. Reports to Deputy Director of Management and Operations.
Duties and Responsibilities:
Financial and Administrative Support to Volunteers:				70%
· Calculates Volunteer per diems for all official medial and non-medical related travel. Prepares Disbursements Cover sheets in FOR Post.
· Prepares Travel Authorizations for Volunteer In-country and International Travel.
· Forwards to PC Washington Volunteer requests for Readjustment Allowance Withdrawal, HOR Changes
· Manages the Volunteer In Country Allowance (VICA) and Volunteer end of Service (VESI) Odyweb Application. Enters all recurring and non-recurring reimbursements on bi-weekly bases.
· Maintains VICA Files.
· Prepares, translates and monitors payments through imprest or through VICA of all Volunteer Housing Rentals and makes sure that all payments due are processed.
· Monitors all Volunteer housing repairs payments and clearance of advances.
· Submits requests for Volunteer Readjustment Allowance allotments. Monitors payments.
· Responds to all payment and logistics inquiries for Volunteers. 
· Serves as POC with HQ for any Volunteer financial related matters.
· Prepares Volunteer Loan Deferment letters. 
· Maintain all Volunteer files.
· Coordinates collection and processing of the annual Volunteer Living Allowance Survey and recommends any adjustments.
· Prepare spreadsheets for PC Conferences.

Other Volunteer Support:							30%

· Responds to routine Volunteer queries either through letters, text messages, or e-mail;
· Works with the Volunteer ICT Committee to support their activities in coordination with the ICT Initiative Coordinator (IT Specialist); 

Duties and Responsibilities – Other
· Perform other duties as assigned.

Safety and Security Duties

· Immediately communicates Volunteer safety and security concerns and issues to the Safety and Security Manager (SSM) and CD.  
· Knowledgeable and supportive of Peace Corps safety and security policies and procedures, including the timely reporting of suspicious incidents, persons or articles.
· Conduct other tasks as requested by the Country Director, DMO or DDMO.

The Contractor is subject to worldwide availability and may be requested by the Peace  Corps to be reassigned or transferred permanently to another Peace Corps Post/Headquarters  or  perform temporary duties (TDY) as required and to travel to other assignments within Peace Corps’ as assigned.  Any such reassignment or transfer shall be subject to agreement of the Contractor.  The Statement of Work as defined will remain the same; however the duties may be subject to change as determined by the Contracting Officer


Required Qualifications:
· Bachelor degree in Business administration or finance
· Minimum of 3 years relevant experience
· Excellent organizational and administrative skills; 
· Ability to work with minimum supervision; 
· Level IV Portuguese and strong English ability; 
· Strong interpersonal/communication skills; 
· Ability to work effectively with diverse populations; 
· Above-average computer skills, including effective utilization of MS Word, Excel, and MS Outlook;
· Valid Driver’s License
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