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Junior Program Analyst 10/24/2018

Position Title: Submission Date:

Work Location (City, State): Washington, DC

Engineering

Job Function:

Clearance Requirements:
Top Secret

Hiring Manager: Kameron Turner

Program Manager: Ty Taylor Desired Start Date:

Salary Range (to — from):

Contingency (please select all that apply):

[ ] Contingent on Task Award and Funding

[C] Contingent on Customer Approval

[C] Contingent upon interim security clearance

[0] Contingent upon client-specific background check (i.e., DHS clearance)
[] Not Contingent upon any of the above

Position Type : New Position Employment Type: "ull-time

FLSA Status: Exempt (Salary) Citizenship Required : Yes
Number of positions : 1

Travel Required: minimal Estimated Percentage:

Certifications:

Notes to Recruiter:

[ ***Insert description on pg.2 before signing or requesting approvals* \

Hiring Manager Approval/Date:

Program Manager Approval/Date:

Vice President Approval/ Date:

President Approval/Date:
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Job Description (Required Information: job duties, required skills, & required education):

The junior level program analyst supports the Cross-Cutting Programs Officer to administer and execute multi-regional
programs that identify, establish, train, maintain, and coordinate the Center’s partner counterterrorism messaging
networks. These networks, primarily comprised of non-governmental partners, serve as Center partners to produce
original content and local research; disseminate messaging products created by others to foreign audiences abroad;
and engage credible voices that will resonate with local audiences.

POSITION DUTIES:

1. Assists the Partnerships Team in coordinating specific strategic planning, budget, administrative, and partner
capacity-building training issues for the Partnership Office.

2. Interfaces with staff of U.S. Embassies and Consulates in priority countries and

emerging areas of concern to organize and implement project-level workshops with CVE influencers in religious
communities, civil society organizations, academics/researchers, technologists, and representatives of media outlets
and private sector entities.

3. Assists the program officers with the development of follow-on grants component of the Functional Cell’s
multi-regional capacity-building program

4. Assists in the development and implementation of tools to ensure strategic coordination and consistency across
Partnership’s Regional Teams, including drafting internal memos and coordinating clearance process for taskers issued
by the Front Office to Partnerships.

5. Assists the Partnerships Team in resource planning functions for the Partnerships Office, working closely with GEC
Resources staff to determine and brief the Chief of Partnerships on resources required to complete forecasted
programs. Drafts internal memoranda for additional funding requests as necessary.

6. Assists Partnership Team in executing monitoring and evaluating techniques to measure the effectiveness of
Partnership’s current programming, recommending areas for improvement where appropriate.

7. Works closely with Partnership’s Regional Team Leads to facilitate training programs with the GEC’s foreign
government partners designed to build the capacity of foreign government-led regional messaging centers.

8. Monitors trends in identified networks’ CVE efforts, and recommending ways to fill programming gaps and
identifying opportunities.

9. As needed, develop, implement, and coordinate U.S. government efforts to recognize, understand, expose, and
counter foreign state propaganda and disinformation efforts aimed at undermining United States national security
interests.

10. Other duties as assigned.

MINIMUM QUALIFICATIONS:

1. Knowledge of current analytic thought on counterterrorism/counter violent extremism (CT/CVE).

2. Ability to synthesize information and relevant insights from U.S. government agencies, academia and the private
sector in order to formulate CVE communication programs and engagement approaches.

3. Broad knowledge of current U.S. foreign policy objectives and programs.

4. Skill in oral and written communication.

5. Ability to establish liaison within the foreign policy and intelligence communities to exchange information vital to
both spheres of operation.

6. Organizational skills and multi-tasking abilities.

7. Creative thinking and analytical skills.

8. Written and oral communication skills.

9. Ability to work independently, with minimal supervision, and multi-task in a high volume, fast-pace work
environment.

10. Maintain a flexible, team-oriented approach to work.

11. Excellent ability to build and maintain strong working relationships with colleagues.

12. Significant familiarity or direct experience in working for the State Department.
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