ATTACHMENT I – STATEMENT OF WORK
POSITION:	Program Manager - Environment

IMMEDIATE SUPERVISOR:	Director of Programming & Training

COORDINATES WITH:	Programming & Training Specialist-Environment, P&T Staff, CD/DMO, SSM, Admin Unit.

DUTY STATION:	Peace Corps office, Outstation sites, and Training sites 


Peace Corps Tonga has a flexible schedule for staff members provided they are available during the core hours of the day and work eight hours per day, Monday through Friday, for a total of 40 hours per week. Core hours are defined as: 9:30am to 4:00pm, Monday – Friday.

1. Background
a. Summary
[bookmark: _Hlk215572654]Under the authority of the Peace Corps Country Director (CD), the Program Manager-Environment (PM-ENV) assumes responsibility for the design, implementation, and management of Peace Corps/Tonga’s Community Environmental Resilience Project, and the supervision of and support for the Volunteers working in the environment sector. The position reports to the Peace Corps/Tonga (PC/Tonga) Director of Programming and Training (DPT). 
b. Country Program information
[bookmark: _Hlk215492996]The Peace Corps is a U.S. governmental agency that promotes peace around the world by sharing one of America’s greatest resources: Volunteers. The Peace Corps has been operating for over sixty years in 139 countries; the agency’s mission is to promote world peace and friendship, and the goals are: to help the peoples of interested countries and areas in meeting their needs for trained men and women; to help promote a better understanding of the American people on the part of the peoples served; and, to help promote a better understanding of other peoples on the part of the American people. (see www.peacecorps.gov for additional information).

Peace Corps/Tonga places American Volunteers in two-year assignments in rural villages and peri-urban locations across the country (see www.peacecorps.gov/tonga for additional information). As of December 20, 2025, PC/Tonga has a large and complex operation of approximately 33 Volunteers working in two sectors on four island groups. In July 2025, Peace Corps Tonga launched the Community Environmental Resilience Project, a collaboration between the Peace Corps and Tonga’s Ministry of Meteorology, Energy, Information, Disaster Management, Environment, Climate Change & Communications (MEIDECC). This project is expected to receive up to 10 Volunteers annually to partner with communities on project implementation. The number of Volunteers and sectors are both subject to change overtime based on host country request and/or US Volunteer recruitment.

c. Core Expectations for All Staff
· Represent and promote the Peace Corps’ mission and three goals.
· Create a framework for a safe, meaningful and effective experience for Peace Corps Volunteers/Trainees and staff.
· Engage with all Peace Corps partners in a spirit of cooperation, learning, and respect.
· Strengthen a culture of performance improvement by collecting, analyzing, and sharing information for effective decision making.
· Perform with diligence, strive for excellence, and maintain a healthy balance between professional and personal life.
· Adapt in a timely manner to meet changing needs and conditions.
· Respect the different beliefs, cultures and lifestyles of the Volunteers/Trainees, staff, counterparts and communities we serve.
· Collaborate with fellow staff and Volunteers/Trainees to create an atmosphere mutual learning, open communication, accountability, respect, and trust.
· Ensure that Peace Corps’ management of its human, material and financial resources is efficient, cost-effective, and socially and environmentally sustainable.
· Consistently follow and implement Peace Corps policies in both letter and spirit.

d. Reference Materials
Materials the Personal Services Contractor (PSC) must frequently refer to while performing their duties and responsibilities include US Government-wide and Peace Corps-specific laws, regulations, rules, policies, procedures, and guidance.  This includes the Peace Corps Manual and associated referenced documents and other guidance published on the Peace Corps Intranet, as well as the Peace Corps/Tonga Staff Handbook.

In addition, the PSC will contribute to the following materials: the Integrated Planning and Budget System (IPBS) and other operational and/or strategic planning documents, Project Status Reports (PSRs), Survey of Volunteer Training (SoVT), Volunteer Service Opportunities (VSO), Job Specific Requests (JSRs), Initiative Reports (IRs), Quarterly Trainee Requests Submissions (QTRSs), Monitoring and Evaluation Plans (M&E Plans), the specific development and operational plans of the Host Country Government, and project plans for Peace Community Environmental Resilience Project, and the Peace Corps Tonga Volunteer Guide to Policies and Procedures.

2. Major Duties & Responsibilities
Project Development and Management
· In collaboration with leadership from the Ministry of Meteorology, Energy, Information, Disaster Management, Environment, Climate Change and Communications (MEIDECC), participating agencies, and partner organizations, adaptively manages Peace Corps’ Community Environmental Resilience Project, including project review, (re-)design, and implementation across 2-year and Response program activities, to meet community-defined needs and to promote U.S.-Tongan cross-cultural understanding.
· Stays current with global and Peace Corps/Tonga programming guidance, procedures, and resources, including P&T Guidance, global Sector Resource Packages, and other programming resources.
· Serves as Peace Corps’ primary liaison with MEIDECC, maintaining close and cooperative relationships with key government officials, ministry personnel, other participating agencies, and partner organizations. 
· Coordinates and conducts regular project management, review, and evaluation and planning meetings with MEIDECC and other project stakeholders. 
· Conducts an annual analysis of available sector, project, community, and Volunteer data and information, and updates the project, Project Implementation Plan, and Logical Project Framework as necessary, in collaboration with the Programming & Training Specialist(s) (PTS), key stakeholders, the DPT, and Peace Corps/Washington.
· Advises the DPT in the preparation of the Volunteer job descriptions (JSRs) and/or Volunteer Service Opportunities (VSOs).
· Explores potential for Peace Corps Response Volunteer assignments with participating agencies and organizations to scale and sustain project impact.
· Represents and advocates for the project in Peace Corps' cyclical planning and budgeting processes, including operational planning.
· Provides timely input to PC/Tonga operational plans, budget reviews, and other strategic planning documents to ensure project is adequately resourced.
· Supports the DPT in hiring processes and general coordination of the Environment Program staff, including onboarding of new project staff.
Programmatic Monitoring, Evaluation, and Reporting
· Develops and implements methods of monitoring and evaluating project impact and efficacy, in collaboration with MEIDECC, and other project partners.
· Updates project Monitoring, Reporting & Evaluation (MRE) Plan, including project indicators, on an annual basis or as needed to meet project management and Volunteer support needs.
· Adapts global training materials and trains project staff, Volunteers, and Trainees on Peace Corps' approach to programmatic monitoring and reporting, including the use of data collection tools, standard and post-defined indicators, and the VRG system.
· Supports Volunteers to complete quarterly monitoring and reporting requirements via Peace Corps management information systems.
· Supervises the quarterly review and verification of individual Volunteer monitoring and reporting in the Volunteer Reporting and Grants (VRG) system, including the provision of timely feedback to Volunteers on project activities. 
· Generates and analyzes Project Status Reports on a quarterly basis and advises the DPT on adaptive project management strategies to advance project results and achieve project objectives.
· Leads Annual Program Review process for their project per guidance from Peace Corps/Washington, and ensures all deliverables are completed on or before submission deadlines. 
· Compiles, drafts, and disseminates annual summary project reports to the host government, project partners, Volunteers, Peace Corps/Washington, and other project stakeholders. 
· Drafts and reviews submissions to the Volunteer Newsletter, PC/Tonga social media, and other project communications to share Volunteer success stories, promising practices, and resources with Volunteers, Trainees, and potential Volunteers.
Volunteer Support
· Mentors and counsels Volunteers and Trainees on personal and professional matters, including on matters related to cultural adjustment, community integration, and site assignment.
· In conjunction with the PTS, assists in identifying and mobilizing technical and administrative support for Volunteers. Documents all Volunteer support in VIDA, including phone calls, email exchanges, coaching/mentoring, etc. 
· Participates in the Volunteer Service Improvement Committee (VSIC) meetings.
· Per Peace Corps/Tonga Site Visit Policy, visits Volunteers at their respective sites at least once during their service in order to assess the safety and security of the site, review technical activities, and ensure that job assignments are in compliance with established agreements and projected goals and objectives; completes all required documentation per Agency policy and guidance; and completes all follow-up action(s) as needed to address identified issues.
· Coordinates and ensures proper documentation in VIDA of Volunteer site visits from other staff, according to PC/Tonga's Site Management Manual and Site Visit Policy.
· Monitors and enables Volunteers’ compliance with Peace Corps’ policies, procedures, and guidance, and takes corrective action as necessary.
· Works closely with the Peace Corps Medical Officer(s) and Safety and Security Manager to help Volunteers with any health, safety, and security issues that emerge at their site.
· Writes reference letters for Volunteers who are closing their service if requested.
· With support from the PTS, monitors Volunteer whereabouts, documents Volunteer whereabouts in VIDA (Volunteer database), and holds Volunteers accountable to Peace Corps Tonga’s Out of Site policy.
· Encourages the best Volunteers in a group to extend their service for a third year, either at their site, or with a new assignment related to the project.
· Advises appropriate staff members of all Volunteer changes of status
· Reviews Volunteer early termination documentation and prepares documentation to justify administrative terminations, when required.
Training
· Orients, trains, and coaches PTS(s) on Peace Corps policies, procedures, processes, and P&T guidance.
· Supports, coaches, and enables the PTS to serve as lead Technical Trainer for project training events.
· Supports PTS and TM to deliver technical training and (co-)facilitates training sessions.
· Works with the Training Manager and PTS to revise, maintain and regularly update the a technical training curriculum which will best prepare and support Volunteers for a positive and effective service.
· Assists with development of community-based training sites, and identification of resource persons for the technical training component. 
· Coordinates and delivers host community orientations and counterpart training to ensure key community members are prepared to work with and support Volunteers, and understand their role in Volunteer safety and security.
· Contributes to Annual Training Review.
Small Grants Management
· Supports PTS in advising Volunteers and partners on project design and management, including:
· Understanding Peace Corps’ approach and tools to Project Design and Management to ensure post consistency.
· Providing Volunteers with feedback on submitted applications.
· Communicating acceptable activities aligned with the Project LPF and prohibited activities.
Site Management
· Leads development, maintenance, and implementation of PC/Tonga's Site Management Strategy and Site Management Manual for their project, including any accompanying standard operating procedures.
· Works with the MEIDECC, other agencies, and the potential host communities to identify, evaluate, and prepare effective sites for Volunteers in their project.
· Ensures all project sites meet minimum requirements for the project, and the health, safety and security of Volunteers, according to Peace Corps guidance and policies. 
· Leads the process for Volunteer site identification, preparation, and assignment for their project, according to Agency policies and procedures and in coordination with the DPT, SSM, PCMO and other P&T team members.
· Prepares and provides project Trainees with comprehensive site information and orientation prior to site assignment.
· Maintains their project’s site history documentation according to Agency policy and using Agency site management systems, including site-specific safety and security information.
· Coordinates with host community/family, SSM, and PCMO to ensure Volunteer housing meets PC/Tonga housing criteria and performs house checks prior to site assignment approval.
· Ensures key members of prospective site communities for their project are prepared to collaborate on the Volunteer's work and support the Volunteer's health, safety, and security at site.
Safety and Security
· Attends all training to become and remain knowledgeable and supportive of Peace Corps’ safety and security policies and procedures.
· Provides safety and security guidance/support to Volunteers/Trainees when required, including during security incidents or emergency situations affecting Volunteers such as earthquakes, tsunamis, cyclones, floods, etc..
· Supports SSM in monitoring Volunteer compliance with Peace Corps’ policies related to safety and security.
· When serving as a Duty Officer, monitors Volunteer ‘whereabouts’, documenting Volunteer locations in agency systems, and holding Volunteers accountable to policies outlined in PC/Tonga’s Volunteer Service Handbook.
· Identifies, documents, and immediately communicates Volunteer safety and security incidents to DPT, SSM, and CD, including reporting of suspicious incidents, persons, or articles.
· Participates in the planning, training, and implementation of the Emergency Communication System and Emergency Action Plan, including participation in training simulations and actual emergency situations to ensure the safety and security of the Volunteers and Trainees. 
· Serves as a Duty Officer on a rotating basis. In this capacity the PM-ENV will act as the official responsible for responding to emergencies involving PCV/Ts, including immediate travel to a PCV/T site if circumstances require personal attention.
Administration
· Maintains all programmatic information, documentation, and reports in hard and electronic copies for their project, with the assistance of the Quality Assurance Specialist, PTS, and Administrative staff, as needed.
· Actively participates in all-staff meetings and staff development retreats.
· Travels for brief to extended periods of time to execute duties and responsibilities.
· Coordinates with and keeps the Administrative Unit informed of the logistical, supply and administrative needs of Program Team, including monthly travel plans. Conducts procurement-related tasks as directed by a warranted Overseas Contracting Officer.
· The PSC may be requested to courier cash and / or purchase orders to various vendors who furnish supplies and/or services to PST/IST training site, or other locations as directed by the Contracting Officer. The PSC may also be requested to courier cash to Peace Corps’ Trainees or Volunteers. The PSC will not be functioning as a procurement disbursing official but will only be acting as an intermediary between the Contracting or Disbursing Officer and the recipient. In the case of dealing with vendors, the PSC will not exercise any procurement discretion concerning the supplies or services to be purchase or the cost limits of these purchases; these will be determined by the Contracting Officer.
· Maintains PC vehicle log and control of gasoline money received, according to PC/Tonga guidelines and SOPs.
Other Duties
· Supports efforts to maintain the integration of Programming and Training across sectors (Education and Environment), including active participation in team meetings, retreats, and other activities as assigned.
· Serves as acting DPT when called-upon.
· When requested, assists CD hosting visits of VIPs.
· At discretion of DPT and CD, attends international professional conferences or provides technical consultation to Peace Corps in other countries.
· May be designated limited supervisory responsibilities, if assigned by the Country Director and with the approval of the Regional Director. Note: Personal Services Contractors (PSCs) may only supervise other PSCs.  (See MS 743a and MS 744a)
· Performs other duties or assignments, when deemed necessary by the CD and/or DPT, for the successful management of PC/Tonga programs and operations.

3. Minimum Requirements

Required qualifications: 
· Speaks, reads, and writes Tongan fluently. 
· Speaks, reads, and writes English at or above an upper intermediate level.
· Five years of experience in planning and managing sector-related programs within the last ten years.
· One year of experience working in the Pacific sub-region.
· A bachelor’s degree in a field related to Environmental Resilience (examples: Environmental Science, Civil or Environmental Engineering, Ecology, Earth Sciences, Environmental Policy, Emergency Management, Disaster Science).
· Demonstrated organizational and/or documentation skills.
· Professional level computing skills, particularly Microsoft Office.
· Valid driver’s license and clean driving record (must provide proof in application) and availability to travel (driving 4x4 official vehicles with manual transmissions) throughout Country, 50-60% of the time, including overnight.
· Citizen of Tonga.

Desired qualifications:  
· Experience teaching/training youth or adults on environmental awareness, environmental resilience, sustainable agriculture, and/or disaster risk reduction.
· Ability to use the Tongan oratory language and customs in a leadership capacity in a village.
· Able to work independently with minimal supervision, as well as in a group setting.
· Willingness to take calls, work, and travel during odd hours and weekends.
· Experience working with volunteer programs. 
· Experience working with Americans and an understanding of American culture.

4. Roles and Responsibilities
As a senior member of the Programming and Training unit, reports to the Director of Programming and Training. May represent Peace Corps to government officials, non-governmental organization representatives, and project beneficiaries. Maintains and fosters positive and collaborative working relationships with regional and local officials, and other public and private organizations to facilitate the execution of the project.  

Utilize available guidelines for most matters; however, the individual must be able to make judgment calls when the need arises. The PM-ENV must resolve difficult problems in all aspects of program administration and must be skilled in analyzing trends and anticipating changes.

5. Logistics and Work Guidelines

Principal duty station is at the Peace Corps principal office in Tonga, with travel away from the office expected. This is a physically and emotionally demanding position. Contractor is expected to travel away from the Peace Corps office on Tongatapu to the three other island groups and outer island locations up to 35-45% of the time. Travel will often require working during evening or weekend hours and/or overnight stays. Travel locations are often reached via driving on roads in ill repair, small boat travel, and ferry travel to other islands in Tonga. Volunteer sites may require Contractor to carry up to 20 kilograms of supplies/equipment up and/or down steep terrain in difficult weather conditions. Visiting volunteer sites may increase an individual’s exposure to mosquito-borne illnesses such as Dengue. Contractor will often be required to travel alone or in groups.

Contractor may only use Peace Corps equipment and systems in accordance with the Peace Corps Country Policy on Peace Corps equipment and computer systems.

6. Level of Effort and Schedule

This is a contract for full-time work of 40 hours per week, with periods of increased work expected during PSTs, ISTs, and while away from the office on travel. Contractor will adhere to the standard office schedule specified in the Peace Corps Country Staff Handbook unless otherwise on approved leave or working an approved alternative schedule. Contractor is expected to report for work on time and to work diligently on assigned Peace Corps duties and responsibilities during work hours. Contractor must not report for work while under the influence of alcohol or drugs.
