
Position Description: Program Specialist   

 

 Basic Function of Position: 

To manage the ODC office, including the Resource Manager and U.S. government Security 

Assistance programs.  Serve as the Security Assistant Specialist for the Office of Defense 

Cooperation and be the second in charge of the Department by managing the other positions 

in the department and representing the ODC Chief when he is not available.  Perform 

administrative actions as deemed necessary for ODC operational continuity. 

 Major Duties and Responsibilities: 

A. SUMMARY OF OVERALL DUTIES:  

1. Provide continuous liaison between the Office of Defense Cooperation (ODC), Security 

Assistance Organizations, and the Sri Lankan and Maldivian Ministries of Defense 

officials who have primary interest in Security Assistance matters. Keeps the ODC Chief 

fully informed of all official and unofficial requests from Defense Ministry officials and 

maintain effective communications between the ODC, Security Assistance 

organizations, and both Ministries of Defense.  

 

2. Identify Sri Lankan and Maldivian Priority of Security Assistance requirements as 

received from the Ministries of Defense and refine the requirements and recommend 

to the ODC Chief balanced, multi-specialty training projects in operations, technical, 

logistics and management fields for the military. Assist the ODC Chief in developing Sri 

Lanka's and Maldives' Country Security Cooperation Plan. Recommend to the ODC Chief 

the types and categories of equipment and training available from the US that is most 

suitable to enhance capabilities and Improves standards. The incumbent will also ensure 

programs are practical and balanced and that they improve the host countries' 

relationship with the U.S. The process includes organizing, obtaining the necessary 

clarifications, procurements of slots to various projects, identifying needed equipment, 

obtaining funds, proper selection process, implementation of projects, obtaining funds, 

proper selection process, Implementation of projects, monitoring and effective 

administration of the current year programs. 

 

 

3. Prepare unclassified communications to appropriate Ministry of Defense officials in 

response to communications to and from the U.S. Office of Defense Cooperation. With 

the approval of the ODC Chief, prepare communications in final form for dispatch.  

 

 



4. Conduct research work connected to the Sri Lanka and Maldives military and security 

forces with respect to Security Assistance programs, and function as the principal 

advisor to the ODC Chief on Security Assistance program requests, U.S. policy and 

philosophy governing such requests, in accordance with the Security Assistance 

Management Manual (SAMM) and other applicable regulation. Through study and 

personal contacts, keep current and informed about U.S. and host country objectives 

and priorities. Develop and maintain contacts with the appropriate Ministry officials in 

order to determine host nation interests and needs and to explain US DoD philosophy, 

policies, and procedures for obtaining training, orientation tours to U.S. Military 

installations, grant aid. 

 

5. Identify host government infrastructure limitations; conduct detailed research into 

what IS available under Security Assistance programs that could be provided in order to 

improve capabilities.  

 

 

6. In the absence of the Security Cooperation Specialist, attend the annual Security 

Cooperation Education and Training Working Group (SCETWG) as the principal delegate. 

Submit training plan to the ODC Chief for approval and present the annual security 

cooperation presentations for Sri Lanka and Maldives at SCETWG; procure a complex 

variety of training/projects for the two host countries. 

 

7. Responsible to the ODC Chief for the management and administration of the Security 

Assistance Branch of the ODC which is subject to bi-annual (every two years) inspection 

by the PACOM Security Cooperation Inspection (SCI) teams.  

 

 

8. Maintain all Security Assistance program-related regulations for training, exercises, 

humanitarian assistance, and Foreign Military Sales.  Maintain records and files 

connected to past and future programs, handle correspondence and reports related to 

Security Assistance programs for Sri Lanka and Maldives.  

 

9. Prepare for and convene meetings with Sri Lankan and Maldives officials as and when 

necessary for the purpose of planning and executing current year, budget year and 

planning year programs. 

 

 

10. Keep track of students' activities in Sri Lanka and Maldives for a period of two years after 

completion of training in the U.S. as required by Security Assistance regulations.  

 

11. Process host nation personnel for human rights vetting In accordance with U.S. Policy 

and Laws. 



 

 

B. DUTIES RELATED TO TRAINING AND EDUCATION PROGRAMS (FMS, FMF, EXBS, and T1O) 

TIME ALLOTMENT: 70%  

 

1. Project budget year and planning year training requirements for Sri Lanka and Maldives 

as necessary. At a minimum, provide continuity and enhanced levels for appropriation 

of funds. 

 

2. Obtain and provide Defense Ministry officials detailed information concerning Training 

& Education programs and conferences/seminars, costs, schedules and prerequisites.  

 

3. Identify Sri Lankan and Maldives Defense officials' priorities for training of military 

students in the United States.  

 

4. Develop and prepare for the current year and budget year input data and program 

changes to appropriate U.S. Military components and Unified Commands as required 

by regulation.  

 

5. Procure seats and implement current year training projects. Close out previous year 

training programs in accordance with regulations. 

 

6. Provide continuous liaison between the ODC and relevant host nation ministries during 

the period of student selection. Conduct administrative processing, official briefings, pre 

 departure orientation and schedule examination of students prior to training (English 

Comprehension Level test for Maldives). Monitor students during training, conduct 

student de-briefings on completion of training and review student utilization of training 

with host nation military. Prepare travel orders, arrange travel and visas for students, 

and meet all pre requisites such as Leahy Vetting, local security clearance and medical 

certificates to attend training in the US and abroad. 

 

7. Support Embassy's Economic Section in implementing Export Control and Related 

Border Security (EXBS) Program EXBS program to include identifying military training 

needs of host nations, coordinating training and travel and processing of students for 

EXBS courses.   

 

 

 

 



 

8. Coordinate with ODC Chief, JIATF·W, and PACOM Augmentation Team (PAT) Leader, 

and host nations in scheduling, planning, and executing Joint Combined Exchange 

Training (JCET) and Counternarcotic exercises/training. Coordinate and plan other no 

funded and/or US Services hosted exercises such as exercises with Marine Forces Pacific 

(MARFORPAC). 

 

C. DUTIES RELATED TO FOREIGN MILITARY SALES/FUNDING (FMS/FMF) TIME ALLOTMENT: 

10% 

 

1. Maintain all FMS case files and all other files required in monitoring cases from the 

time a letter of offer and acceptance is completed up to the time case closure action is 

taken. Initiate action to resolve any problems that develop concerning FMS/FMF cases.  

 

2. Prepare letters for equipment, training, or visits to the United States; maintain 

suspense files, handle correspondence until completion of the case. 

 

3. Provide effective interface between host nation and U.S. systems; apprise appropriate 

host nation officials of the services available to the host nation as FMS/FMF customers, 

e.g. Logistics and Technical Assistance Teams that are tailored to meet specific 

requirements for the service desired and preparation of requests to appropriate U.S. 

Security Assistance elements.  

 

4. Monitor and advise both ODC Chief and the host nations of any problems concerning 

the transportation and delivery of FMS/FMF items, the use of commercial freight 

forwarder or the Defense Transportation System; provide advice to the relevant 

ministries concerning special procedures for delivery of munitions and other hazardous 

cargo; act as the principal point of contact to arrange for inspection and validation of 

transit damage reports and claims, provide advice concerning US Government 

transportation policies and procedures. 

 

5. Represent ODC at PACOM Security Cooperation Conferences in the absence of the ODC 

Chief or Defense Attaché, Project FMS/FMF potentials and make annual presentations 

at such conferences.  

 

6. Conduct research in the military equipment needs of the host nation in response to 

reports called by U.S. Military elements and project possible equipment and training 

needs which would eventually lead to FMS/FMF cases. 

 



 

D. EXCESS DEFENSE ARTICLES (EDA) TIME ALLOTMENT: 2% 

 

1. Maintain all EDA case files and all other files required in monitoring EDA transactions 

from initial request to final delivery. Initiate action to resolve any problems that 

develop concerning EDA cases.  

 

2. Assist Sri Lanka and Maldives in requesting FDA.  

 

3. Provide effective interface between host nation and U.S. systems; apprise appropriate 

host nation officials of the equipment available through the EDA program.  

 

4. Monitor and advise both ODC and the host nations of any problems concerning the 

transportation and delivery of EDA items, the use of commercial freight forwarder or 

the Defense Transportation System; provide advice to the relevant ministries 

concerning special procedures for delivery of munitions and other hazardous cargo; 

act as the principal point of contact to arrange for inspection and validation of transit 

damage reports and claims: provide advice concerning U.S. Government 

transportation policies and procedures.  

 

5. Conduct research in the military equipment requirements of the host nations in 

response to reports called by U.S. Military elements and project possible equipment 

and training needs which would eventually lead to FMS EDA cases.  

E. DUTIES RELATED TO REPRESENTATIONAL RESPONSIBILITIES TIME ALLOTMENT: 3% 

 

1. Assist the ODC Chief with arranging meetings for U.S. visitors with host nation officials. 

2. Act as Interface between Mission staff, visitors, and ODC personnel to arrange social, 

volunteer, and sports programs. 

3. Provide administrative and logistics support to visitors when required.  

4. Advise ODC Chief, DAO, and Country Team of any military or local customs and traditions.  

5. Maintain records of all ODC sponsored visits to Sri Lanka or Maldives. 

F. PROFESSIONALIZATION OF THE SECURITY FORCES AND MINISTRIES ON COMPREHENSIVE 

SECURITY ISSUES TIME ALLOTMENT: 1%  

 

Under the guidance of the ODC Chief, is responsible for the management, budgeting, and 

implementation of DoD and DoS funded programs to strengthen and professionalize the Sri 

Lankan and Maldivian Security forces through the different funding streams such as T-l0, FMS, 

JCETs, OHDACA, and other programs. Other programs include Subject Matter Expert 

Exchanges and Mobile Training Teams.  



 

G. SECURITY SECTOR REFORM (SSR) TIME ALLOTMENT: 1% 

 

In order to enhance the Civil-Military relationship between the security forces. Political 

parties, ministries, and civil society, SSR workshops are conducted to develop possible 

solutions addressing local and regional issues. This task requires collaborating with other 

international partners, embassies, missions, and International and National Non-

Governmental Organizations to plan and execute programs that aim to reform the security 

sector. 

H. HUMANITARIAN ASSISTANCE AND DISASTER MANAGEMENT TIME ALLOTMENT: 4% 

 

1. Manage, schedule, and coordinate Humanitarian Assistance, Disaster Management and 

Humanitarian Demining programs. These programs are coordinated with USAID, CMSE, 

Embassies Political Section, PACOM, APCSS, MPAT, and COE in order to schedule 

exercises, conferences, symposiums and training events and identify equipment needs.  

 

2. During an actual crisis, the incumbent will assist in coordinating with the host nation 

disaster management agency through official and unofficial channels. 

 

3. Manage and coordinate OHDACA funded projects with ODC Chief, USAID and CMSE. Help 

identify host countries humanitarian needs.  

I. HEALTH (PANDEMICS, MEDICAL, HIV, AIDS AND OTHERS) TIME ALLOTMENT: 4%  

 

Program, advise, plan, and manage courses, conferences, exercises, seminars, and training 

that address health issued from a security perspective. Some of these programs are funded 

by IMET, COE, USARPAC, USAF, and PACOM. 

J. OFFICE MANAGEMENT TIME ALLOTMENT: 3%  

 

1. The incumbent is responsible for information collection, office administration, forward 

planning, and assisting the ODC Chief and DAO, Front Office, and Country Team The 

incumbent is responsible for overall administration of the office and to advise the ODC 

Chief. The incumbent also oversees the strategic planning of security assistance to Sri 

Lanka and the Maldives, and manages a budget specialist.  Is ultimately responsible for all 

office administration, correspondence, hotel and travel coordination, Human Rights 

vetting, program execution, and host nation support for the office and it’s many TDYers. 

 

 

 

 



 

2. The incumbent also reviews publications and maintains personal contact with all 

concerned related offices (from a comprehensive security perspective) to gather 

information relevant to the effective administration of the office and critical mission 

needs. 

 

K. BUDGET RELATED DUTIES TIME ALLOTMENT: 2%  

 

Assist in preparation of annual training and education assistance budgets as required. 


