[image: image1.png]



ANA Panel Review 
Panel Facilitator Job Description
Job Title: Panel Review Facilitator


Positions that Report to the Panel Review Facilitator:  Proposal Reviewers
Position that Panel Review Facilitator Reports To: ANA Program Area Managers (PAMs)
POSITION SUMMARY: 
The panel review facilitator’s main function is to facilitate discussion and consensus among the proposal reviewers on their panel to help ensure that each application receives an objective review. 

ABOUT OBJECTIVE REVIEW:

Objective review is a process that involves the thorough and consistent examination of applications based on an unbiased evaluation of the merit of the application.  Objective review is an advisory review of applications conducted by a minimum of three unbiased reviewers.  Objective review is essential to ensuring selection of applications that best meet the needs of the program consistent with established criteria and providing assurance to the public that the evaluation and selection process is impartial and fair.  

ESSENTIAL FUNCTIONS: 

1) Facilitation Duties
· Facilitate discussion and consensus among the reviewers on their panel to help ensure that each application receives an objective review.
· Ensure reviewers complete their review in a timely manner, that all reviewers participate in panel meetings, and that a climate of professionalism and respect is maintained.
· Check reviewer comments for clarity, completeness, appropriateness, and grammar/syntax.
· Ensure that reviewer final scores diverge by no more than 15 points.

· Direct reviewers to edit their reviews if/when reviewer comments and scores are unclear, incomplete, inappropriate, or markedly incongruent with the comments and scores of other reviewers on their panel.

· Evaluate performance of reviewers, and make recommendations for which reviewers should be included in future ANA panel reviews.

· Monitor and evaluate the panel review process, and make recommendations on how to improve the process in the future.

2) Rules, Regulations and the FOA

· Ensure reviewers understand the FOA evaluation criteria they use to assign scores to grant proposals and that they are duly diligent in providing thorough, accurate analysis. 
· Ensure that review comments are based solely on published evaluation criteria.
· Ensure that proposal reviewers conduct the review sessions in accordance with all applicable regulations and policies.
· Assist the PAM in ensuring measures to minimize potential conflict of interest issues are implemented, and ensure that any perceived or real conflict is immediately addressed. 

· Determine that reviewer suggestions to improve the application are constructive and appropriate to the specific evaluation criteria.

3) Application Review Module (ARM)
· Facilitate the electronic input of scores and comments into the ARM system by reviewers.
· Generate summary reports in the ARM system for each application reviewed.
· Note:  the ARM system refers to facilitators as chairpersons. 

WORKING RELATIONSHIPS: 
1) Proposal Reviewers – Collaborative relationship in which facilitators guide and direct reviewers throughout the panel review process on processes, protocols, timelines, and ensuring panel reviewers work together, share information, learn from one another, and solve problems respectfully and with minimal conflict.
2) PAMs – Collaborative relationship in which PAMs train facilitators on the roles, responsibilities, and tasks in the panel review process, and review summary reports of each application submitted by facilitators. PAMs will monitor the quality of these reports to ensure that the final product is appropriate to the needs of applicants.   
SKILLS, KNOWLEDGE, EDUCATION, EXPERIENCE and OTHER REQUIREMENTS
1) Knowledge base for working with Native Americans: awareness of Native American history, cultural identity, political organization, and contemporary issues.

2) Knowledge of HHS, ACF and ANA policies regarding the review of applications

3) Facilitation skills: Ability to set ground rules, keep meetings on track, recognize problems and respond appropriately, mediate conflict as needed.  Should conduct facilitation process with openness, honesty and fairness, consistency in actions, focus, active listening, accessibility, flexibility, assertiveness, and enthusiasm.
4) Computer skills in MS Word.
5) Familiarity with ARM, the web-based Application Review Module of the GrantSolutions.gov system. 






