
 

SHORT-TERM CONTRACT ASSIGNMENT 
EXPERIENCE and SPECS of WORK REQUIRED 

 
Position:  Short-term Program Consultant 
Job Location:   EPIC headquarters office, NoMa, Washington, DC 
Employment Term: Two month contract  
Employment Type: Part-time (24 hours/week)  
Rate negotiable:  Based on experience and ability to meet required deliverables   
Required Education:  Bachelor degree 
Required Experience:  Three years of USAID grants administration experience  
Related Categories:  Administration, Program Development, Management  
Posted:   September 16, 2018  
Application deadline:  September 21, 2018  

ABOUT EPIC  
The Education for Peace in Iraq Center (EPIC) works directly with civil society leaders in Iraq to 
provide relief to vulnerable populations, monitor the crisis to better inform public policy, and 
enhance understanding of Iraq’s story. EPIC was founded in 1998 by U.S. veterans and humanitarian 
advocates who believe that a human security approach can make Iraq safe and prosperous again.  
 

POSITION SUMMARY  
EPIC seeks a dynamic, qualified, and highly motivated individual to serve as a Short-term 
Program Consultant to establish EPIC’s new program to support the safe and voluntary return 
of displaced Iraqis to their homes in the Ninewa Plains and Western Ninewa areas of northern 
Iraq. EPIC will be part of a consortium led by Heartland Alliance International. EPIC's 
contribution to the work will include researching risk factors, monitoring and reporting, 
establishing and managing an early detection and response system, and developing PSAs and 
other media products to promote social cohesion. 
 

Reporting to the Executive Director, the contract assignment is for two months working 24 
hours/week at EPIC’s headquarters office located in Washington DC’s NoMa neighborhood. 
Strong applicants will have a successful track record with USAID grants administration including 
experience with compliance plans, budgets and financial reporting, project management, 
staffing and defining roles, risk assessments, and working with organizational partners. This 
position requires excellent written and verbal communication skills in English; strong 
interpersonal skills; proven tactics and strategies for effective project management; and ability 
to multi-task while maintaining attention to detail.  
 

Deliverables: The successful candidate will be responsible for: 

 Identifying all sub-grant requirements and objectives after becoming fully conversant on 
the project; 

 Finalizing an EPIC-specific results framework and scope of work;  

https://epic-usa.org/


 Creating a detailed work plan, including deliverables and schedule for completion; 

 Creating a detailed budget, reporting, finance and compliance plan; 

 Devising a risk assessment and management plan; 

 Identifying roles and responsibilities for key staff (and job descriptions for incoming staff 
associated with the project); 

 Drafting a communications plan; 

 Drafting a field work plan and assist with registration process in Iraq and Northern Iraq; 

 Devising an oversight, assessment and reporting plan; 

 Identifying key personnel and establish relationships with HAI and sub-grantee partners; 

 Handing over systems and train incoming staff associated with the project; 

 Additional tasks as requested by EPIC's ED. 

Qualifications 

 At least three years of USAID grants administration experience;   

 Experience working with/within organizations devoted to international development;  

 Knowledge of capacity building; 

 Excellent English oral and written communications skills; 

 Initiative, resourcefulness, and flexibility—ability to work independently with minimal 
supervision; and 

 Ability to handle confidential information with complete discretion.    

 Experience in Iraq or the MENA region preferred but not required. 

Timeline: Applications must be received by September 21, 2018. We expect work to begin as 
early as September 24 with all work completed by December 1, 2018. 

How To Apply: 

Please email the following documents listed below to careers@epic-usa.org by September 21st. 
Please include “Short-term consultancy” in the subject line.  

 Cover letter describing how your skills and experiences could meet the needs of this 
project; 

 Project proposal outlining how you might approach this project to deliver the specified 
outputs (2-3 pages maximum); 

 Current resume with contact information for three professional references; and 

 Writing or work sample (5‐page maximum). 

Proposals will be considered until a contract is signed.  
 

EPIC is an equal-opportunity employer. 
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