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Application and Selection Process

The first step of the application process is to submit a resume in the format provided at http://www.iwid.org/applicants_applications.html.   Qualified candidates will then be invited to fill out the full application.  Applications to the IWID program are screened for eligibility [US citizenship, graduate degree, 4-15 years specialized professional experience] and then forwarded to an independent Screening Panel.  The Screening Panel evaluates the applications and nominates a list of qualified candidates to be interviewed.  Candidates are then notified of a host organization’s interest to interview them.  After interviewing candidates, the host organization selects a Fellow.  All selected Fellows undergo a security clearance process.  Fellows are deployed to their assignments only after their clearances are granted at the Secret level and after successful completion of orientation and training.  Please note that all IWID applicants are not guaranteed to become IWID Fellows.  For more information about the application process, please visit the IWID website (http://www.iwid.org/applicants_process.html)

To Complete the Application

Applicants must include the items listed below in their applications in order for the IWID staff to consider the application complete.  Incomplete applications will not be forwarded to the Screening Panel for review.

1. The Application: 

Applications are submitted electronically.  You may either email your application to iwid@iie.org, or mail it to the IWID program office on a labeled CD.  If you are submitting your application by mail, please be sure to clearly label your name on the CD.  IWID is not responsible for applications lost in transit (this applies both to applications submitted by email and regular mail). 

2. The Personal Statement: 

No more than two typed pages on 8-½ inch paper (space and a half at no smaller than 12 point type), with your name at the top of the page.  In your personal statement you should answer the following questions:

a. What do you expect to contribute to the Scope of Activities using your professional and academic skills?

b. What professional experience do you bring to deliver the expectations of the Scope of Activities? 

c. What are your professional and academic objectives in seeking this fellowship?

d. How does this opportunity fit into your long-term career plans and interest in Women/Gender in Development?

3. Your Resume/Profile:

The IWID program requires that all resumes follow the provided format.  Please use the Resume Format on the IWID website. http://www.iwid.org/downloads/resume_form.doc.  Your resume submission and approval is required prior to filling out the full application and acts as your expression of interest in an IWID position.  
4. Two letters of Reference: 

IWID requires two letters of reference from each applicant.  One letter should be from a current employer or from a university professor if you are completing a PhD.  The second letter should be from the most recent previous employer.
Format:  Both must be typed on organization/university letterhead and must include your                                                                               name at the top.  Reference letters that do not name the applicant at the top or in the body will not be considered.  Please give your references the Reference Form provided in this application packet for guidelines on submission.

Submission of References:  1) Referrers submit the reference letter directly to IWID by fax or regular mail.  Faxed references still must meet the format requirements.  The applicant may mail reference letters in if the letter is in a sealed and signed envelope.  Emailed recommendation letters will not be accepted.

Send all materials to: 

IWID Fellows Program
Institute of International Education
1400 K Street, NW, Suite 650
Washington, DC 20005

(202) 326-7855 or (202) 325-7710
Fax: (202) 326-7698
or to: iwid@iie.org
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A cooperative activity of the U.S. Agency for International Development (USAID) and 

the Institute of International Education (IIE)

Reference Form

Instructions:
You have been selected by the applicant to serve as her/his reference for application to the IWID Fellows Program.  Please address the following points in your reference letter:

1. What is your relation to the applicant?

2. What qualifications, both personal and professional, do you feel make the applicant best prepared to succeed in the role of technical expert and gender advisor to a USAID Mission, Bureau, or implementing partner in a developing country or in Washington?

3. What technical skills and talents does the applicant possess that would make them excel in the role of an IWID fellow?

4. How would you rate the applicant’s oral and written communication skills?     

5. How has the applicant exhibited interest in development issues/projects previously?

6. What qualities indicate that the applicant would easily adjust to diverse cultures and living conditions?

7. Please comment on the applicant’s ability to work as part of a team.

Please make sure that the applicant’s full name appears at the top of your letter.  Your letter should be on letterhead and signed by you.  Also remember to include your contact email address. If you have any questions, please contact the IWID program office by phone at 202-326-7855 or 202-326-7710, or by email at iwid@iie.org.

Guidelines for Submission:
1. Your reference letter may be sent directly to the IWID program office at the Institute of International Education at the following address:




The IWID Fellows Program




Institute of International Education




1400 K Street, NW Suite 650




Washington, DC  20005-2417

2. You may fax in a copy of your letter to the IWID program office, provided that the letter is signed by you and on letterhead.  You may fax your letter to the attention of IWID Fellows Program, at fax # (202) 326-7698. 
3. You may send a signed, scanned version of your letter by email to iwid@iie.org (Preferred.)
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APPLICATION INSTRUCTIONS

I. GENERAL INFORMATION

It is important that you follow the instructions to ensure that your application is processed. 

Please submit application in electronic format only (by email or by mail on a CD).  The application is a Microsoft Word document with form fields.  Please use only the tab key or a mouse to move between the form fields (not the enter or return key).

Start with section A.  Applicant Data and complete the entire application.  Read the Application Certification entirely and sign and return it to IWID: You must sign the Applicant Certification or your application will not be processed.  Completion of section H, Survey Data, is voluntary.

II. SPECIAL FIELDS

Within the application there are special fields that you must complete according to instruction.  Special fields include multiple-choice questions.

III. OTHER INFORMATION

1. Multiple Choice Questions: Select the appropriate response from the drop-down menu.

IV. INSTRUCTIONS
This section will cover each item listed on the application.  If you are unsure about any area of the form, contact the IIE/IWID office by telephone at (202) 326-7855, 326-7710 or by email at iwid@iie.org.

A. Applicant Data

1. Application Date: Date you are applying.

2. Prefix, Last Name, First Name, Middle Name: List your name.  For example: Ms. Doe Jane Ann.

3. Current Address Lines: Your address information such as street name, building or apartment number, PO Box number, and C/O, etc. 

4. City: Type the name of your city.  City Name will be used for correspondence on mailing labels.  For example: Pittsburgh.

5. State: Your state code.  For example, the code for Pennsylvania is: PA.  

6. Country: Type the name of your country if you are living outside the US.  Country name will be used for correspondence on mailing labels, especially for international mail.

7. Zip Code:  Type your nine-digit postal service zip code.  

8. Current Telephone Number:  Type your daytime and mobile telephone numbers.  If applicable, include an extension number.

9. Email: List most used email account and back-up account if you have more than one

10. Permanent Address Line 1: Your address information such as street name, building or apartment number, PO Box number, and c/o, etc.

11. City Name: Type the name of your city. 

12. State: Type your state code. 

13. Country: Type the name of your country. 

14. Zip Code: Type your nine-digit postal service zip code.

15. Permanent Telephone Number:  Type your permanent telephone number.  If applicable, include an extension number.

16. Alternate E-mail Address: Type an alternate e-mail address in the space provided.

B. Personal Data
17. US Citizen: Select the appropriate choice.  You must be a US Citizen to be an eligible applicant for the IWID.  If you are not a US Citizen, please DO NOT continue with this application.

Questions 18-23 are for naturalized US citizens only. If you are a US citizen and were born in the US, skip questions 18-23.

18. Country of Birth: Type the name of the country where you were born, as it would appear on your birth certificate.

19. Date of Entry to US: Type the date on which you entered the U.S.

20. Date of Naturalization: Type the date on which you were granted US citizenship. 

21. City of Naturalization: Type the name of the city where you were granted U.S. citizenship.

22. Naturalization State: Type the abbreviation of the state where you were granted US citizenship.

23. Naturalization Number: Type your Naturalization number.

C. Education
1a. Graduate/Ph.D. Institution: Type the full name of the institution you attended or are currently attending.  Example: University of Virginia. 

1b. Location: Type the city and state of your graduate institution.

1c. Date of Graduation: Type the date you graduated, or expect to graduate. 

1d. Degree: Type the official title of your degree.  Example: Ph.D.

1e. Concentration: Type the area or field of concentration of your title.  Example: Public Health

2a. Graduate Institution: Type the name of the graduate institution from which you graduated.

2b. Location: Type the city and state of your graduate institution.

2c. Date of Graduation: Type the date you graduated, or expect to graduate.           

2d. Degree: Type the official title of your degree.  Example: MA

2e. Concentration: Type the area or field of concentration of your title.  Example: Public Health               

3a. Undergraduate Institution: Type the name of the undergraduate university or college from which you graduated.

3b. Location: Type the city and state of your undergraduate institution.

3c. Graduation Date: Type the month and year you graduated from your undergraduate institution

3d. Degree: Type the official title of your degree.  Example: BA

3e. Major/Minor: Type the official title of your major and minor, if applicable, as it appears on your undergraduate 
      degree.

4a. Other relevant training: Type the title of any other training or program that you may have attended, which you feel 
      is relevant to an IWID Fellowship.  If none, leave blank.                         

4b. Dates Attended: Type the date you began and ended your attendance at training.

4c. Diploma / Certification Received: Type the official title of the diploma or certification received.  If you did not 
      receive a diploma or certification, leave blank.

D. Employment History
1. Current Employment: Multiple-choice selection

2.  Current/Previous Employer: In this section, type the full name of your current and/or previous employer, the name of your immediate supervisor and the current phone number and extension of your supervisor.  Indicate your position and type your complete title with the dates of your employment using the format month/year.  Describe your management responsibilities and any supervisory experience you have.

E. Other Information
1. List, in successive order starting with the most recent, the date and any relevant publications, honors or awards that you have received. 

2. List, in successive order starting with the most recent, community service activities in which you have participated.

3. Indicate relevant experience that would contribute to a successful IWID assignment: For example: Training in change management, four month course, 5/95-9/95.                                     

4. List, in successive order starting with the most recent, your overseas experiences: Begin with the country, year, the purpose (i.e. study abroad, work, vacation) and approximate duration in months.

F. Foreign Language Proficiency
1a. Most Proficient Language: IWID uses the Interagency Language Roundtable (ILR) or Foreign Service Institute (FSI) Scale Type the name of the foreign language in which you are most proficient.

1b. Current competence: Multiple-choice selection 

1c. Competency gained by: Type an “X” in the appropriate spaces.

2a-c. Repeat the steps for answers 1 a-c, if you are presenting proficiency in a second language other than English.

If you know additional languages, please attach a separate piece of paper detailing your competence and the manner in which the competency was gained.

G. Letters of Reference
List References by two employers (if currently employed) or one employer and one university official (if currently at a university): List the names of those who will write your letters of reference.  IWID requires two letters of reference from each applicant.  You should obtain a letter from a current employer or a university professor if you are completing a PhD, and a letter from the most recent previous employer.

Format:  Both must be typed on organization/university letterhead and must include your                                                                               name at the top.  Reference letters that do not name the applicant at the top or in the body will not be considered.  Please give your references the Reference Form provided in this application packet for guidelines on submission.

Submission of References:  Referrers can either mail or fax the letter directly to IWID.  Faxed references still must meet the format requirements.  The applicant may mail reference letters in if the letter is in a sealed and signed envelope.  Emailed recommendation letters will not be accepted.

Send all materials to: 

IWID Fellows Program
Institute of International Education
1400 K Street, NW, Suite 650
Washington, DC 20005

(202) 326-7855 or (202) 326-7710
Fax: (202) 326-7698
or to: iwid@iie.org
H. Survey Data

IWID collects additional information about program applicants for marketing and reporting purposes only.  Completion of this section is voluntary.  The information provided by the applicant in this section will not be shared with the Screening Panel and will have no influence on an applicant’s chances of being nominated by the Panel or placed as an IWID Fellow.

1. How did you learn of the program: Indicate how you learned about the program.  Type an “X” for the appropriate line(s) or type a response in the “Other” line.  If you learned of the program from the internet or a listserve please provide the URL or list address.
2. Gender: Select the appropriate response from the drop-down menu.

3. Race/Ethnicity: Please enter the appropriate response.

4. Date of birth: Please enter your birth date.

5. Marital status: Please select the appropriate response from the drop-down menu.

6. Number of dependents: Please list the number of dependents, if any.

I.  Applicant Certification
1. Applicant Signature: Sign and date the application within the boxes provided to affirm your understanding of the program and your required responsibilities if you are selected as a candidate and a Fellow. 

N.B.: Under the Privacy Act of 1974  (Public Law 93-579), any individual who is requested by or on behalf of a federal agency to provide information about himself or herself must be informed of the authority, purpose and uses to                                                                                                                                             which the information provided is intended to be used.   In conformity with this legislation applicants for grants under the Investing in Women In Development are informed that: 

(a) The solicitation of the information requested in the application for a fellowship is authorized by the United States Agency for International Development which acts as the implementing agency for the program;

(b) The information is intended to be used in screening and selecting fellowship candidates and in the administration of the fellowship;

(c) Failure to provide the information requested could place an applicant at disadvantage in the competition.
LEGISLATIVE REQUIREMENTS:

This grant for the Investing in Women In Development is subject to the Civil Rights Act of 1964, which provides that no citizen of the United States may, on the grounds of race, sex, color, or national origin, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving federal financial assistance.

IIE Eligibility: In the spirit of fairness and to avoid conflicts of interest, there are certain limitations for eligibility to apply for the Investing in Women In Development (IWID) Fellows program.  Employees and relatives of employees of the Institute of International Education and members of the Screening Panel are not eligible.  A relative is defined as a spouse, mother, father, child, grandparent, grandchild, brother, sister, mother-in-law, father-in-law, daughter-in-law, son-in-law, sister-in-law, brother-in-law, nephew, or niece. 
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