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Background 
 

The Famine Early Warning Systems Network (FEWS NET), funded by the United States Agency for 
International Development (USAID), is a leading global provider of objective, evidence-based food 
security information and analysis. Created in 1985 in response to famines in East and West Africa, the 
project provides global coverage with a mix of presence and remote monitoring countries. The FEWS 
NET implementing team includes NASA, NOAA, USGS, USDA, Kimetrica, and Chemonics International, 
which manages the Washington-based technical office and more than 20 field offices. 

Based on in-depth understanding of local livelihoods, FEWS NET analysts monitor information and data 
on factors that affect food security, such as weather conditions and climate, crops, pasture, markets and 
trade, and nutrition. FEWS NET produces regular reports including the Food Security Outlook and 
Outlook Updates, emergency alerts, market and price updates, and global weather hazards. The project 
also produces specialized research products on food security drivers and crosscutting issues such as 
climate change and resilience. FEWS NET makes all reports available at www.fews.net and distributes 
them globally to governments, relief agencies, and other organizations engaged in humanitarian 
response and development programs. 

The ongoing third phase of FEWS NET (2012-2018) relies on close collaboration with international, 
regional, and national partners on food security analysis and reinforcement of food security networks. 
Major activities include joint monitoring and assessments, data exchanges, collaborative analysis and 
report writing, and training. FEWS NET supports local and regional food security networks to contribute 
to achieving the global objective of food security for all. 

Description  
 
The FEWS NET Project Assistant will provide front-office administrative, operational, and logistical 
support to the FEWS NET Senior Management Team (SMT, composed of the Chief of Party and two 
Deputy Chiefs of Party), Operations Team, and more generally to the Washington D.C. Technical Team, 
to help ensure that the office is well-managed and that project operations run smoothly.  
 
Key responsibilities include: 

 

 Manage correspondence and communication for senior management and oversee filing of key 
FEWS NET documents in both electronic and hard format such as timesheets, TAARs, and leave 
requests for field staff 

 Assist the Operations Manager and SMT in developing and implementing guidance on various 
technical and operational processes and procedures 

 Prepare travel-related processes for the home office (HO) tech team, including travel requests, 
visa applications, travel advances, logistical arrangements, and expense reports 

 Schedule and maintain SMT meeting calendar and organize relevant documentation in advance 
of meetings 

 Support SMT correspondence with field and HO staff and the PMUs 



 
 

 Maintain key administrative “trackers” for the project, including but not limited to: vacation 
schedules, performance evaluations, staff development, and HO and field staff travel for 
approval and security purposes 

 Coordinate recurring (e.g., weekly and monthly) FEWS NET internal meetings, including 
compiling the agenda, organizing and setting up meeting rooms, managing office technology, 
taking minutes as required, and maintaining meeting reports. 

 Coordinate logistical and administrative needs for the project (e.g., ordering supplies for project 
where/when needed) 

 Serve as the primary liaison for the FEWS NET team with Chemonics’ support divisions (IT, Office 
Services Department, Human Resources); refer team inquiries to the appropriate division, when 
needed 

 Provide technical support to project activities, as requested by the SMT  

 Support project recruitment in the home and field offices, as needed 

 Maintain employee directory and contact list 

 Coordinate social events, employee recognition, and annual gatherings 

 On occasion, welcome visitors to the office 

 Undertake other tasks to ensure the efficient and effective implementation and management of 
the FEWS NET project, as requested by the Operations Manager or SMT.  
 

Location and reporting 
The Project Assistant is based in the FEWS NET Home Office in Washington, D.C. and reports to the 
Operations Manager. 
 
Qualifications 
 
The Project Assistant must meet, at a minimum, the following qualifications: 

 University degree in a field relevant to this position. 

 Excellent communication skills with demonstrated ability to work with diverse individuals/groups.  

 Solid knowledge of Windows systems and Office 2003-2013 suites, including Excel, and a strong 
interest in improving computer skills.  

 Professional demeanor, comfortable working with both senior and junior technical and 
professional staff. 

 Proactive in delivering on professional responsibilities and organizational commitments on time 
and at a high quality. 

 Detail-oriented and well-organized to meet multiple, sometimes overlapping deadlines. 

 Ability to respond to changing circumstances and priorities in a focused manner.  

 Critical and independent thinking capabilities. 

 Capacity to proactively and assertively address issues as they arise, with the support of other team 
members. 

 Competency in written and spoken French or Spanish is strongly preferred. 

 Advanced academic qualifications in a field relevant to the work of FEWS NET is preferred. 

 Experience in a similar position with an international development firm is preferred. 

 Experience living and working in a developing country is preferred. 
 


