
Position Description: Security Cooperation Specialist   

 

 Basic Function of Position: 

Serve as the Security Cooperation Specialist for the Office of Defense Cooperation, Sri Lanka 

and the Maldives. Develops and manages U.S. Security Cooperation Programs for Sri Lanka and 

the Republic of the Maldives to include 333 (Building Partner Capacity), MSI (Maritime Security 

Initiative), CTFP (Counter Terrorism Force Protection), EDA (Excess Defense Articles), HA 

(Humanitarian Assistance), HMA (Humanitarian Mine Action), DR (Disaster Relief), OHASIS 

(Overseas Humanitarian Assistance Shared Information System) and other Title 10 programs. 

Incumbent will be responsible for advising the Office of Defense Cooperation on planning, 

developing, negotiating, implementing, as well as managing and evaluating the current year 

Budget and Plan Year Programs of Title 10 programs; will perform administrative actions as 

deemed necessary for Office of Defense Cooperation operational continuity. 

 

 Major Duties and Responsibilities: 

A. Summary of Overall Duties:  

1. Provide continuous liaison between ODC and Sri Lankan and Maldivian Ministries of 

Defense officials who have primary interest in Security Cooperation matters. Keep ODC Chief 

fully informed of all official and unofficial requests from both Ministries of Defense officials; 

maintain effective communications between the ODC and both Ministries of Defense.  

2. Identify Sri Lankan and Maldivian priority of Security Cooperation requirements as received 

from both Ministries of Defense; refine the requirements and recommend to the ODC Chief: 

balanced, multi-specialty training projects in operations, technical, logistics and management 

fields for the military. With the final approval of the ODC Chief, develop military training 

programs, after detailed study of alternatives, for presentation to the annual INDOPACOM 

training workshop for procurement of slots. Recommend to the ODC Chief, types and 

categories of training available from the U.S. that is most suitable, provides advantages to 

enhancing capabilities, improves standards, and develops a practical and balanced program 

that helps improve the host countries' relationship with the U.S. This process must include 

organizing, obtaining the necessary clarifications, procurements of slots to various projects, 

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 host nation 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 Cooperation. Function as the principal advisor to the ODC Chief 

on Security Cooperation Program requests, on U.S. policy and philosophy governing such 

requests, in accordance with the Security Cooperation 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, needs, and to explain 

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

Military installations, granting aid equipment, and student utilization.  

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

available under Security Cooperation programs that could be provided in order to improve 

capabilities.  

6. Attend the annual Security Cooperation Education and Training Working Group (SCETWG) 

as the principal delegate. Submit training plan to the ODC Chief for approval. Present the 

training plan for Sri Lanka and the Maldives at SCETWG to procure a complex variety of 

training/projects for the two host countries. 

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

Security Cooperation 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 Cooperation program related regulations for training/projects. 

Maintain records and files connected to past and future programs; handle correspondence 

and reports related to Sri Lanka and Maldives applicable Security Cooperation programs.  

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. Maintain a roster of student activities in Sri Lanka and Maldives for a period of two years 

after completion of training in the U.S. as required by Security Cooperation 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 (CTFP, Regional Centers, GPOI, IMET - 

35% 

 

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 host nation officials detailed information concerning Training & 

Education programs, 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 examination of students during training. Conduct student de-

briefings on completion of training. Review student utilization of training with host nation 

Ministries. 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 U.S. and abroad.  

 

C. Duties related to Training and Education Programs (GPOI, IMET) - 40 %                                                

 

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 host nation officials detailed information concerning Training & 

Education programs, 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 examination of students during training. Conduct student de-

briefings on completion of training. Review student utilization of training with host nation 

Ministries. 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 U.S. and abroad.  

  

D. U.S. Service Academies - 7%                                                                                                                                                 

 

1. Process Sri Lankan and Maldives' candidates for U.S. Service Academies 

2. Coordinate and assist the ODC Chief with interviews and physical fitness tests and ensure 

timely submission to respective U.S. Service Academies.  

3. Maintain historical files on nominees and selected candidates. 

 

E. Peacekeeping (PKO) – 3%                                                                                                                                                

1. Identify and assess host nation capabilities and USG priorities to assist in planning 

peacekeeping missions that have positive outcomes served by soldiers that adhere to UN 

standards.  

2. Work closely with Global Peacekeeping Operations Initiative and Enhanced International 

Peacekeeping Capabilities to assist in planning and executing regional and national programs 

within policy guidelines. Plan and manage the delivery of Peacekeeping related equipment to 

the Peacekeeping Training Center. The incumbent also works closely with Sri Lanka, Country 

Team, and USPACOM to ensure that their training priorities are related to troop deployment 

for Peacekeeping Operations.  

  

F. Duties Related to 333 – 10%                                                                                                                     

   

1. Maintain all 333 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 333 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 333 recipients, 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 and the host nations of any problems concerning the 

transportation and delivery of 333 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.  

 

G.  Duties Related to Representational Resp.  – 3%                                                                                                              

 

1. Assist the ODC Chief with local officials for arrangements for ODC visits  

2. Act as interface between Mission American community and visitors to arrange social and 

sports programs.  

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

4. Advise ODC Chief of any military or local customs and traditions.  

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

6. Assist the ODC Chief with local officials for arrangements for ODC visits  

7. Act as interface between Mission American community and visitors to arrange social and 

sports programs.  

8. Provide administrative and logistics support to visitors as required.  

9. Advise ODC Chief of any military or local customs and traditions.  

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

 

H. Budget Related Duties – 2%                                                                                                                                                      

 

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


