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Job Description 
This form enables us to accurately post your position on external sites. The information provided here will be featured in the job post. Please do not 
use acronyms or industry jargon. Be clear and concise in your answers to the open-ended questions. Incomplete forms will delay posting. Once this 
form is complete, email it to the HRSC at hrservicecenter@care.org. 

Note: All position grades are determined by the Compensation & Benefits Team in People &Culture (HR). Please DO NOT fill in the "Grade" box below.  

Position Information 

Position title: Date requested: 

Type of position: Grade (for HR use only): 

Division: Department: 

Country: Incumbent’s name (if applicable): 

Job Summary 

In 1000 characters or less, state the position’s overall purpose or objective, highlighting the general functions the position is responsible for and
articulating what the position is expected to accomplish. This section will appear on external sites. 

mailto:hrservicecenter@care.org
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Responsibilities and Tasks 
 

Describe the major responsibilities, principal tasks, and end results the position is responsible for. Please include rationale as to why it is done 
and the impact it has on the team or organization. List the responsibilities in the order of importance and state the estimated percentage of time 
the employee should spend on each responsibility during a typical year. 

 

JOB RESPONSIBILITY 1 
 

 
 
 
 

% of time 
 
 
 
 
 
 
 
 
 
 
 
 
 

JOB RESPONSIBILITY 2 
 
 
 
 
 

% of time 
 

 
 
 
 
 
 
 
 
 
 
 
 

JOB RESPONSIBILITY 3 
 
 
 
 
 

% of time 
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JOB RESPONSIBILITY 4 
 
 
 
 
 

% of time 
 

 
 
 
 
 
 
 
 
 
 
 
 

OTHER RESPONSIBILITIES AS ASSIGNED                          % of time 
 
 

Qualifications (Know How) 
 

Indicate the minimum required level of education, experience, and skills necessary to qualify for the position and fulfill the organization’s 
expectations for job performance. Also include the education, experience, and skills desired for the position. 

 
Education/Training 
E.g. high school diploma; college degree (specify major/minor); specialty (ex. Accounting). Include the following phrase when possible: 
“or equivalent combination of education and work experience.” 

 
Required 

 

 
 
 
 
 
 
 
 
 
 
 
 

Desired 
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Experience/Technical Skills 

 
Number of months/ years of previous professional experience in a similar position. Examples: languages; planning; budgeting; word-processing, 
basic accounting; advanced written communications; presentations; fundraising; training/facilitation, etc. 

 
Required 

 
 
 
 
 
 
 
 
 
 
 
 

Desired 
 

 

 

 

 

 

 

 

 



Page 5 of 7 

 

 

 

 
 

Problem Solving 
 

Click on each level (1, 2 or 3) below to indicate what level of problem-solving this position will face. 

Select Level: 

 

 
 
 
 
 

Why does the position fall into this category? 
 
 
 
 
 
 
 
 
 
 
 
 

 
Competencies 
 
CARE has 5 Core Competencies that all staff are expected to demonstrate and 2 Leaders Competencies expected of those in management and 
leadership positions.  
 
Competency proficiency levels define the degree to which a person in a given job is required to demonstrate the competency through observable 
behavior. 
 
The chart below provides guidance when assigning proficiency levels to jobs. This guidance should be used as a starting point. Click HERE for 
guidance on CARE’s Job Classification System 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
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A. Core Competencies 

 
Please indicate at what proficiency level you expect this role to demonstrate each Core Competency. This may be used in performance conversations 
and as a guide for staff development. You can find detailed descriptions of each Competency and Proficiency Levels here. 
 
 RELATIONSHIP BUILDING  

Develops internal and external trusting & professional relationships. Purposefully develops networks to build value through collaboration. 
 

 INCLUSION  
Contributes to an environment where all employees feel a sense of belonging, valued for their differences, and empowered to participate and 
contribute freely. 
 

 DYNAMIC LEARNING MINDSET  
Continuously seeks opportunities to learn, questions past approaches in the current environment, owns growth and learns from failure. 
 

 DELIVERING RESULTS  
Invests time in planning to achieve goals while meeting quality standards & demonstrating commitment. 
 

 COMMUNICATION 
Effectively and appropriately interacts with others to build relationships, influence, and share ideas. Uses tact, diplomacy & cross-cultural 
sensitivity to navigate difficult situations. 

 

B. Leadership Competencies 
 

If this role is expected to manage direct reports, please indicate at what proficiency level you expect this role to demonstrate each Leadership 
Competency. This may be used in performance conversations and as a guide for staff development. You can find detailed descriptions of each 
Competency and Proficiency Levels here. 
 
 Strategic Leadership & Execution  

Applies vision to think beyond the immediate situation. Invests time in planning, discovery, and reflection. Ensures business goals are met by 
executing, monitoring, & adjusting. 
 

 PEOPLE LEADERSHIP  
Inspires, motivates, & empowers people to achieve organizational goals. Coaches, mentors, and manages employee experience, and employee 
performance. Creates space for others to lead. 

 
 

C. Functional Competencies 
 

Choose the top 3 Functional Competencies from CARE’s Competency Library that this role must demonstrate to create the desired impact. There 
are many competencies that will fit the role, however, please think about the most essential skills needed for this employee to succeed in their 
role.  
This may be used in performance conversations and as a guide for staff development. You can find various job-specific Functional Competency 
Libraries here. If you are unable to find a specific Competency that you consider essential, please contact your HR Business Partner.  
 

  

  

  

  

 

https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
https://careinternational.sharepoint.com/sites/USA-PeopleandCulture/SitePages/CARE's-Competency-Framework.aspx
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Organization 
 

 
Next level supervisor 

 
 
 
 
 

 
Immediate supervisor 

 
 
 
 
 
 
 

 
Peer Peer This position Peer Peer 

 

 
 
 
 
 
 
 
 

Peer Peer Direct Report Peer Peer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 

 
 
 
 
 


	Untitled

	Position title: Cost Proposal Manager Level 1
	Date requested: 8/20/2024
	Type of position: Active Full Time
	Division: Resource Development
	Department: Institutional Fundraising & Strategy
	Country: Anywhere CARE has presence
	Incumbents name if applicable: Cyrus Githaiga
	Next level supervisorRow1: Sr. Cost Proposal Manager
	Immediate supervisor: Cost Proposal Manager 
(Level 2)
	Peer: 
	Peer_2: 
	This position: Cost Proposal Manager 
(Level 1)
	Peer_3: 
	Peer_4: 
	Peer1B: 
	Peer2B: 
	Direct Report: None
	Peer3B: 
	Peer4B: 
	Text1: Competencies
	Text2: Project Management
	Text3: Problem Solving and Decision Making
	Text4: Teamwork and Collaboration
	FC2: [2 – Capable]
	FC3: [2 – Capable]
	FC4: [2 – Capable]
	CC1: [2 – Capable]
	CC2: [2 – Capable]
	CC3: [2 – Capable]
	CC4: [2 – Capable]
	CC5: [2 – Capable]
	LC1: [1 – N/A]
	LC2: [1 – N/A]
	Dropdown9: [F]
	Text10: The Cost Proposal Manager (CPM) Level 1 will report to the Cost Proposal Manager Level 2 (CPM II) of the Institutional Funding & Strategy (IFS) Unit and will directly contribute to the achievement of CARE’s goals to raise funding from the US Government for humanitarian and development assistance. 



The CPM will be responsible for developing and submitting cost proposals for humanitarian and development assistance of low to medium complexity, leading key proposal team members/stakeholders across the full business development cycle (capture, live, BAFO).  To be successful in this role, the CPM will need to have project management skills along with familiarity with cost and pricing concepts and technical know-how in the preparation of a cost proposal package that is competitive, responsive, and compliant to donor and CARE policies and procedures. The CPM will contribute to initiatives to strengthen systems and processes within the team including instituting best practices/standard operating procedures (SOPs), knowledge management, and capacity building.  Relationship building is also critical in this role to ensure strong collaboration across a multi-functional and geographically dispersed group of proposal team members. 


	JR1: Cost and Pricing Lead
	JR1B: Responsible to deliver responsive and competitive cost and pricing applications on USG cooperative agreements and contracts of low to medium complexity. Oversee planning and organization of the cost proposal process, determine roles/responsibilities for budget inputs, identifying key deliverables and effectively set the timeline for submission.  Lead on: (a) overall strategy, budgeting, and consolidation of cost applications highlighting issues to consider in decision to pursue the funding, (b) budget justifications, (c) gate reviews, d) as well as working with Award Management Solutions and other CARE departments as needed to obtain assurance of compliance with donor and CARE requirements including project startup, as well as exception approval for budget gaps and other implementation risks. Review the solicitation requirements, advise proposal team leads on the interpretation of requirements, and recommend, or when necessary lead, responses to meet those requirements. Provide tailored cost/pricing templates for proposals. Conduct budget orientation for HQ Technical Assistance teams, Country Office (CO) teams, and implementing partners to ensure harmonization and consistency of assumptions and cost elements in the proposal budgets.  Facilitate budget negotiations between the HQ Technical Assistance team and the CO as well as external partners to ensure that an appropriate level of effort for technical oversight and monitoring are included in the budget.  Prepare and/or review budgets and collaborate with the Country Office/Regional Office to ensure CARE costs are fully recovered and all donor requirements and policies are fulfilled.  Collaborate with the technical team to ensure the budget is aligned with the technical proposal taking into consideration design, SOWs for CARE and partners, staffing recruitment etc. Prepare and/or review the required certifications.  To succeed in this work, the CPM will have critical thinking, effective problem solving and negotiation skills, as well as understanding of when to escalate issues.
	JR1C: 75%
	JR3: Knowledge management and capacity building
	JR3C: 5%
	JR3B: Supports the efforts of the cost team leadership in managing, leading, and organizing knowledge management and capacity building on cost/pricing proposal development and its interface with the overall proposal development cycle. 
	JR2B: Provides assistance to other team members in the cost team and or consultants by developing supporting cost schedules, budget narratives, and other key support as maybe required.
	JR2: Assistance with other ad hoc inputs and deliverables
	JR2C: 10%
	JR4B: Stays abreast of changes in donor regulations and collaborates with cost team and IFS leadership. Supports the cost team leadership in advocating for improvements in USG regulatory environment as well as in CARE processes and cost recovery policies. 
	JR4: Donor Funding Trends, Compliance and Competitiveness
	JR4C: 5%
	JR5C: 5
	RSkills: • Bachelor's Degree in Finance or related field
	DSkills: • Working towards a Master’s Degree in Business or related field
	RSkills_Tech: * Over 3 years of combined experience and proven skills in budget development, agreements and contracts management, financial analysis and management accounting, project management of cost and pricing proposal development activities

• Ability to work effectively with others on a team

• Clear writing and communication skills

• Strong problem-solving and budget negotiation skills

• Excellent skills in Microsoft Office applications particularly Excel and Word

• Excellent interpersonal skills

• Ability to work in a fast -paced and extremely time-sensitive environment (can handle pressure)

• Self-starter

• Ability to understand non-profit accounting

• Ability to facilitate training and/or workshops and design/develop relevant materials

• Ability to understand the details without neglecting the bigger picture

• Familiarities with U.S. Government grant and contract regulations
	DSkills_Tech: • Previous work experience with another U.S. PVO, USAID, or a multilateral, multinational organization
• 3 years experience working on cost and pricing proposals
• Familiar with programming principles of Diversity, Equality, and Inclusion, Gender transformative programming, Localization, and the Collaborative, Learning, and Adaptability (CLA) approach, etc.,

	Text15: In order to satisfy donor/client requirements and increase competitiveness, this position will need to liaise with multiple stakeholders to obtain all relevant perspectives and data points, strategize on effectively presenting key information in the cost and pricing proposals, and determine cost effective measures while considering CARE's ability to perform the project, and ensure compliance with donor regulations and CARE's internal policies.
	1: 
	2: 
	3: 
	Button1: 
	Button2: 
	Button3: 
	Text7: Proficiency Level


