
 

 
Application Instructions 

Language and Cross-Cultural Coordinator (LCC) 
 
Minimum Base Annual Salary Kshs. 2,063,394. This remuneration does not include:  

 13th month bonus 

 miscellaneous allowances 

 90% health insurance premium contribution 

 other mandatory contributions  

Starting Base Annual Salary may be increased up to a maximum range and 
commensurate with documented salary history (e.g. Employer’s pay slip, statement of 
pay). Annual performance-based increases possible. 
 
Please note: This position is based in Kisumu. Housing is not provided and relocation 
costs are not paid. 
 
Interested and qualified applicants are required to access the complete Application 
Instructions and Statement of Work at https://www.peacecorps.gov/kenya/contracts/    
 
Failure to follow Application Instructions will result in your Application being rejected. 

1. Applications accepted by email only at KE-Recruitment@peacecorps.gov  
2. Your application email subject line should be “LCC – Your Full Legal Name” 
3. Applications that do not meet all requirements will be discarded 
4. Attach 1 single file including a combined Cover Letter (describing how you meet 

the minimum qualifications) and your current CV only  
5. Attachment size is limited to 1MB, emails with larger file sizes will be discarded.  
6. Attach only Word or PDF files, ZIP/compressed not accepted. 
7. Application updates and confirmations of applications received are not provided. 

If selected for shortlist interview, you will be contact by phone and/or email 
8. Telephone inquiries are not accepted.  

More than one position may be filled with each vacancy announcement.  
 
All hires are contingent upon funding availability.  
 

Deadline to Apply: Monday, 05 October, 2020 at 8:00 AM local Kenya time 
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STATEMENT OF WORK 
 

Position Language and Cross-Cultural Coordinator 
Division/ Department Programming and Training 
Duty Station Kisumu, Kenya 
Reports to Training Manager 
Open to Preference will be given to candidates who are citizens or permanent 

residents of Kenya. Dual United States citizenship must be disclosed 
in the CV and Cover Letter. 

 
General Description 
The Language and Cross-Cultural Coordinator (LCC) is an integral part of the Programming and Training Unit (PTU) 
team and ensures the quality of the language and cultural component of training. The LCC is responsible for the 
development, preparation, implementation, monitoring and evaluation, and reporting on language and cross-cultural 
components at Pre-Service Training (PST), In-Service Trainings (ISTs and MSTs), Close of Service (COS) training, 
and other workshops for Trainees and Volunteers. The LCC also assists the Training Manager (TM) with the 
recruitment, selection, training, and management of temporary training staff, and coordinates work with the 
Programming Team. The LCC continues to develop new and relevant language and cultural learning materials and 
refine approaches to support Volunteers with on-going language and cultural learning. The work of the LCC is both 
programmatic and training. 
 
LCC must consistently use a range of support and communication skills including active listening, interactive 
coaching, and timely and consistent follow through on requests for support and/or assistance and/or program 
adaptations. The LCC should foster and develop personal and professional growth, celebrate accomplishments, 
promote best practices and consistently champion the efforts of Trainees and Volunteers.  The LCC also works 
closely with other members of Peace Corps staff to support Peace Corps Volunteers/Trainees (PCV/T) in their life 
and work in Kenya. Quality of work is judged by the relevance and effectiveness of the cross-culture and language 
programs and ultimately by the effectiveness of the Volunteers in applying their language and intercultural skills in 
their local communities. Quality of work is also judged by the collaborative participation with all Peace Corps staff, 
especially the programming and training team. 
 

Major Duties and Responsibilities: 

SUPPORT FOR COUNTRY PROGRAM 
 Assist and coordinate with the TM development of a yearly calendar of training events (COTE) and the 

overall language and cross-cultural budget for PCVs based upon their ongoing training needs and post 
priorities, in coordination with PTU staff and other stakeholders. 

 Oversee the design, creation, reproduction, procurement, and inventory of language and cultural training 
materials, services, and resources needed for training events. 

 Establish and act as primary point of contact for professional relationships with language schools providing 
training services and materials to Trainees and Volunteers.  

 Review and develop goals, objectives, and session outlines of language and cross-cultural training events 
with other staff members and make recommendations for improvement before and after the training events. 
Suggest innovations, changes, or polices that may enhance Peace Corps operations. 

 Facilitate trainings for PCT/Vs throughout their 27 month continuum of learning on topics related to language 
and intercultural competence 

 Review evaluations of language and cross-cultural training events and make recommendations for 
improvement of future events and assist in preparation of the annual Training Status Report (TSR) to be 
submitted to HQ. 

 Assist in ongoing staff development by conducting needs assessments, designing Cross cultural training 
sessions, identifying local expertise/trainers/advisers as required, co-facilitating the training, and evaluating 
results. 

 Complete special projects and assignments for the TM and/or PTU team as needed. 
 Provide general support as needed to PTU team, requiring familiarity with Volunteers, projects, sites, and 

functions of the unit. 
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 Manage pool of Language Proficiency Interview (LPI) testers—select, schedule training, and organize 
refreshers on a regular basis.  

 Leading host family identification, selection, matching PCTs to families and managing the PCT-Host Family 
Relationship during PST and co-facilitating orientation training for the selected PST host families. 

 

LANGUAGE COMPONENT/CROSS CULTURAL COMPONENT 
Peace Corps conducts extensive pre-service training to prepare Volunteers for their two-year assignments, as well as 
various in-service events that provide Volunteers and their Kenyan partners with updated knowledge and skills in 
Kiswahili and other Kenyan languages and cross-cultural areas. The LCC provides effective and solid on-site 
coordination and administration to ensure the highest quality of Kenyan language and cross-cultural experiences for 
Trainees and Volunteers. Duties for training events include, but are not limited to, the following:  

      
 Participate in the training staff selection process, particularly for language and inter-cultural positions. 
 Oversee and support language facilitators (LCFs) ensuring that they carry out their responsibilities according 

to their SOWs. 
 Develop goals objectives, and session plans for annual Language Training of Training (LTOT). Collaborate 

with the TM to organize, budget for and implement the LTOT. Facilitate sessions and train others to facilitate 
sessions during the LTOT. 

 Utilize the adult experiential learning model to guide session and materials design, innovative approaches and 
activities.  

 Develop PST local or Kenyan language training calendar and curriculum, including plan for session designs, 
activities, and assignments and cross-cultural component. Address the practical needs of Trainees as they 
strive to adapt to using local or Kenyan language for daily needs and conversation.  

 Organize field trips, excursions, and other language and cross-cultural activities that expose Trainees to 
various aspects of Kenyan society.  

 Identify, create, and/or adapt Kiswahili and Kenyan Sign Language language materials, suitable to Peace 
Corps Kenya’s program, for both PST sessions and independent study. Prior to PST, and in cooperation with 
the TM and DMO, order all necessary language books and materials for use in class, at site, and throughout 
PC service.   

 As appropriate, collaborate with language training provider to conduct additional TOT as necessary 
throughout PST and actively assist LCFs with the design and production of training session materials, 
flipcharts, etc. 

 Monitor language classes and provide ongoing feedback to each LCF at regularly scheduled intervals 
according to evaluation criteria and make recommendations for improvements. Design an evaluation 
instrument for LCFs’ performance. 

 Provide technical expertise to Kiswahili and other local language trainers and facilitators, implementing 
sessions when necessary, encouraging discussions and activities, and acting as an important resource and 
cultural informant. Revise competencies and design, record and evaluate all sessions accordingly.  

 Collaborate with technical and language trainers to design and implement integrated community learning 
activities, including the Community Entry Passport assignment, throughout PST. Ensure the integration of the 
cultural, technical, health and safety and security components of training into the language curriculum 
whenever possible, in classroom sessions as well as in practice language sessions 

 Provide input and cultivate relationships with potential guest speakers with cross-cultural expertise.    
 Conduct site visits during training and in service to monitor PCTs’ and PCVs’ language acquisition. Hold 

individual interviews with both Trainees and host families to discuss language-learning progress.   
 Provide documentation on Trainees’ performance in language and cross-cultural training, in support of 

decisions to recommend or not recommend each Trainee to become a Volunteer.    
 Develop and implement a comprehensive testing approach and coordinate the testing schedule for all 

Trainees.  
 Participate in assessment of Trainees throughout the training, providing constructive feedback to PC and PST 

staff. Participate in permanent site placement meetings.  
 Suggest and submit language materials to be used in pre-departure assignments, the Trainee Handbook, and 

other publications.  
 Train new LCFs if any to ensure every staff member has the same teaching standard of Peace Corps. Be able 

to do on-the-job coaching as necessary. 
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 Design and implement language component evaluation that will help Peace Corps Kenya improve language 
training in the future. 

 Compile copies of all language-training materials and names of resource persons with recommendations for 
future use in a way that can be easily referenced for future trainings.  

 Review and update language/cross-cultural materials to ensure they are up to date and appropriate to the 
nature of the program. 

 Submit Language-training report to TM on a weekly basis. 
 Ensure good communication among the PTU team upholding and supporting the Peace Corps’ goals, 

philosophy and mission. Foster a productive, cooperating working relationship among training staff, partners, 
and other PC staff.  

 

VOLUNTEER/TRAINEE SUPPORT AND ASSESSMENT 
Trainees and Volunteers are provided with quality training and ongoing project support that equips them to be self-
sufficient and to have a productive and fulfilling experience at site. The LCC is a key support and contact person for 
Trainees and Volunteers in language and cross-cultural matters. Support duties and responsibilities include, but are 
not limited to, the following: 
 

 Provide PCTs/PCVs with guidance either as a group or on an individual basis, through positive leadership, 
direct language and cross-cultural assistance, and consultation. 

 Design an ongoing language learning program, including training events, language immersion programs, 
promotion of tutoring, ongoing language learning materials, and assessments throughout service. 

 Encourage and motivate Volunteers to focus on ongoing language learning by distributing relevant materials 
in a timely manner; this can include weekly updates, web-based materials, etc. 

 Support language tutoring for Volunteers including identifying local or online tutors, providing tutors with 
training, providing materials, matching Volunteers with tutors, supporting tutors in the development of a 
learning plan, ensuring the quality of tutoring, managing the tutoring budget. 

 Help Trainees and Volunteers to identify their individual learning needs and provide support to Volunteers 
with strategies in working with their tutor at their permanent site as needed. 

 Support PCVs in the field through organizing Intensive Language Workshops and through providing 
assistance (guidance and materials development) for various continued language learning options. 

 Actively participate in the development and implementation of a trainee assessment and feedback process for 
all training events. 

 Support Trainees and Volunteers with cross cultural information and guidance. Assist Trainees and 
Volunteers in identifying resource people and places in their villages that will help them to fully explore and 
experiment with the language and culture. 

 In cooperation with PST staff, visit trainees at the cluster villages to observe directly the results of training 
and obtain input for future programs. 

 Ensure all Trainees/Volunteers complete LPIs at the end of PST, at mid-service, and at close of service, and 
manage data and record-keeping.  

 Develop collegial relationships with Volunteers and provide timely, proactive, and responsive 
communication through phone calls, text messages, emails, visits at site and at the Peace Corps office, or 
during training events. 

 Keep accurate notes regarding Volunteer communication using the VIDA database. 
 Advise Volunteers on Peace Corps policies and monitor adherence to policies, documenting non-compliance 

as needed. 
 

ADDITIONAL DUTIES 
 Support Trainees and Volunteers and serve as a cross-cultural informant and language coach. Attend 

language, technical, and safety and security sessions 
 Be able to act as a substitute LCF if necessary. 
 Provide general administrative and office support as needed. Prepare correspondence, reports, and other 

documents related to the language and cross-cultural training components.   
 Keep accurate and complete records of all training materials used for each training event. 
 Act as translator and interpreter for PC and PST staff as needed. 
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 Prepare and submit all documents, materials, handbooks, reports, etc. as required by the DPT and according 
to established criteria and format. 

 
Inherently Government Functions: 
 

 May be designated a sub-cashier. (Designated by the Chief Financial Officer) 
Responsibilities as a sub-cashier include performing limited cash disbursements as directed by the DMO, 
proper disbursing and collecting of funds, proper accounting for funds advanced, safeguarding funds 
advanced, and accepting personal responsibility and financial liability for funds after successful completion 
of the requisite training for performing sub-cashier duties. (See MS 760 and OFMH 13) 

 
 

SAFETY AND SECURITY SUPPORT 
Assists the Training Manager in developing, assessing and redesigning competencies and training sessions as 
required. Evaluates and reports Volunteer/Trainee acquisition of safety and security competencies. Supports 
the safety and security systems that are in-place for pre-service training, including reinforcing Trainee roles 
and responsibilities related to personal safety and security. Knowledgeable and supportive of Peace Corps 
safety and security policies and procedures, including the timely reporting of suspicious incidents, persons or 
articles. Evaluates home stay sites to ensure conformity to established standards for safety and security of 
Trainees. Ensures host families and local officials are willing and able to provide appropriate support to 
Trainees. Coordinates orientation for host families, including safety and security matters related to Trainees. 
Assists Training Manager and DPT in developing safety and security systems for pre-service training and 
supports safety and security training objectives, including reinforcing Trainee roles and responsibilities 
related to personal safety and security. Immediately communicates Volunteer safety and security concerns 
and issues to the Safety and Security Manager (SSM) and Training Manager.  
 

OCCASIONAL MONEY HOLDER 

 The PSC may be required 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 required to courier cash to PC trainees or volunteers. The PSC will not be functioning as a procurement or 
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 purchased or the cost limits of these purchases; these will be 
determined by the Contracting Officer. 
 

LEVEL AND EFFORT 
 Performs duties at assigned duty station during a 40 hour work week. Will be required to travel on an 

overnight basis as needed to support PCVs and PC events. May be required to work outside of or in addition 
to normally scheduled hours to support PCVs and fulfill other post requirements. May participate in in-
country or out-of-country trainings provided to PC staff. 

 May be required to live outside Kisumu for the duration of pre-service training (PST) with additional 
compensation for working a sixth day each week.  

 
WORK EXPERIENCE REQUIREMENTS AND QUALIFICATIONS 
Experience:  

o Minimum 5 years’ experience working in related fields 
o Working in training and training design or education settings, in particular with adult learners (highly 

desirable) 
o Prior experience working with Americans and/or experience living abroad preferred.  

 

Languages:  
o Fluency in both English and Kiswahili (written and spoken) is required, and an ability to quickly and 

accurately switch between Kiswahili to English, and vice versa.  
o Ability to speak other Kenyan languages is desired. 
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Knowledge, Skills, and Abilities:  

o Experience with training design and facilitation utilizing experiential, adult-education methodologies, 
counseling or providing feedback to others  

o Experience monitoring and evaluating training events and demonstrated experience in creative and 
innovative solutions 

o Excellent knowledge of Kenya (people, environment, history, religion, etc.) and ability to teach 
Americans about cultural difference and act as a resource person.  

o Strategic planning in designing longer-term training continuum 
o Demonstrated abilities to maintain professional networks of contacts with organizations and/or 

government officials through personal contact and correspondence. 
o Experience teaching foreign language with knowledge of learning styles and approach is a strong 

advantage.  
o Ability to work in a cross-cultural setting as a part of an intercultural team. 
o Knowledge of the challenges and benefits of working in a cross-cultural environment. 
o Ability to work under time restraints and manage many projects.  
o Ability to contribute to process improvements by assessing, analyzing, and recommending solutions.  
o Ability to coordinate effectively with other units and external parties in achieving specific objectives.  

 
 

EDUCATION REQUIREMENTS 
o University/college degree preferred, preferably in English Education, International Development, Cross-

Cultural Studies, or a similar field. Ten years of related work experience also accepted in lieu of 
University/College degree. 
 
 


