CONTRACT SPECIALIST, GS-1101-09     

MAJOR DUTIES

Administer a planned, systematic approach of quality assurance and contract management to provide adequate confidence that services will conform to validated contract requirements. 

1. Conducts conferences with the contractors to clarify issues on contractual 

requirements, such as, billing procedures, material submittals, socioeconomic requirements, period of performance, liquidated damages (if applicable), invoicing, hazardous material handling (if applicable), delays, the receipting process, discussion of warranty provisions, bonds, etc. Provides explanation of directed changes to contracts, such as, packaging, alternate methods of shipping, changes to period of performance, etc. Monitors contractors performance through telephone conversations, formal correspondence, and other requirements as stated in the contract. Initiates action to correct deficiencies (QDRs (Quality Deficiency Reports), cure or show-cause notices, etc.) when contract performance is not in compliance with original provisions of the contract. Additional actions include the preparation of formal documentation for Contracting Officer signature for such things as overages, rejections, shortages, damaged goods, etc., pertaining to shipments received. The individual is responsible for notifying the contractor in advance of the discrepancy and the type of rejection reported. Billing, disposition instructions, and new delivery schedules are established for the dispositioned items. The information is documented via formal memorandum for the file and signed by the contracting officer. Investigates specific circumstances to determine alternative courses of action.

2. Assess contract performance based on customer satisfaction, statistically valid 

sampling, 100% inspections, or methods prescribed in the Contracting Document performance standards. Monitors contract performance through telephone conversations, correspondence, site visits, inspections, progress reports, and analysis of contractor metrics, for compliance with performance standards, applicable laws, delivery schedules, payment provisions, inspections, progress reports, and other requirements stated in the contract. Reviews performance measures to determine trends. Conduct spot check reviews of customer complaints, and review the contractors’ resolution of those complaints. 

3. Review contractor records to ensure that requirements of the Contracting Documents  are met. These  records may be in the form of reports that tract metrics, and/or adherence to the performance standards. Maintain accurate records of the contractors’ performance. Evaluates contractor actions to correct deficiencies and to assure effective and timely resolution of identified problems. Implement the quality assurance surveillance plan to evaluate contractor performance and ensure contracts are accomplished in a manner consistent with the contractual agreement. Provides reports on contractors performance to Supervisor. Write reports on the contractor’s technical quality performance, i.e., (verifying that adequate technical requirements are established; products and services conform to established technical requirements; and satisfactory performance is achieved). Reviews and verifies invoices, vouchers, and supporting documents. Provides information and assistance to others relating to contracting work and prepares correspondence. 

Performs other duties as assigned.

Factor 1. Knowledge Required By the Position 


Level 1-6 950 points

-     Knowledge of commonly used contracting methods and contract types relating to the

performance of preaward, postaward, and/or contract price/cost analysis functions when the contract actions are well defined and well precedented. 

· Knowledge of established techniques, regulations, and requirements related to a quality assurance functional program, and skill in applying this knowledge to plan and perform a variety of assignments of moderate scope and complexity for which there are precedents;

· Knowledge and skill to draw conclusions and make recommendations by analyzing 

facts and conditions, and making comparison of prices, discounts, delivery dates, or 

handling charges. 

· Demonstrated skill in interpreting, explaining, and applying technical requirements and specifications to quality problems encountered in such activities as procedures evaluation, process audits, product inspections, or investigations of defective material;

· Practical knowledge of conventional factfinding or investigative techniques, and skill to develop, analyze, and evaluate facts relative to unsatisfactory conditions or trends, and to prepare documented reports of findings. Demonstrated skill in maintaining effective working relationships in the activity served by the quality assurance organization; and

· Familiarity with business practice and market conditions applicable to program and technical requirements sufficient to evaluate bid responsiveness, contractor responsibility, and contractor performance. 

· Ability to communicate effectively, both orally and/or in writing.

Factor 2, Supervisory Controls




Level 2-4, 450 points

The supervisor provides assignments in terms of overall objectives and any limitations on the scope of the work. 

The specialist plans and carries out assignments independently, determines the scope and level of quality activities based on the requirements, establishes priorities, interprets and applies general agency quality assurance policies and procedures, and effects coordination/consultation with other activities as required. The specialist develops a factfinding plan and obtains necessary information and supporting documentation (e.g., audit reports, preaward surveys, justifications for sole source and similar requirements) and resolves most conflicts which arise, such as disagreements over technical descriptions, elements of cost, economic indices used, and similar maters which arise.  

Completed work products such as technical reports or reports of investigations are controlled for timely completion,   but are generally accepted as technically sound. Controversial decisions or findings are reviewed primarily so that the supervisor can become familiar with the circumstances and determine if there is a basis for modification of operating instructions or procedures. 

Factor 3, Guidelines






Level 3-2, 125 points

A number of specific guidelines covering aspects of the work are provided to the specialist. Typical guidelines are instructional material, procurement regulations, standard operating procedures and inspection/test procedures.  Guidelines are applicable to a variety of standard tasks relating to one or more of the functional areas of contracting, and are designed to familiarize the specialist with the basic laws governing the procurement process, with the procedures of the Department of  the Army, and with the relevant industry service standards. 

Factor 4, Complexity





Level 4-3, 150 points

 Assignments involve application of a variety of quality assurance techniques and procedures or work directions to the planning and completion of assignments; and various duties involving difference and unrelated contracting processes and techniques in a relatively standardized or controlled work situation.  The specialist uses established methodology and accepted practices to perform a variety of such tasks as procedures, review and evaluation, statistical sampling, product inspection, monitoring controls over purchased material, monitoring controls of nonconforming material, or investigating defects and documenting conditions requiring corrective action.

Factor 5, Scope and Effect





Level 5-3, 150 points

The work is to perform a variety of assignments directed toward ensuring acceptability of products or services. Most problems encountered can be dealt with by the selection or adaptation of established work methods and procedures covering the nature and scope of the activities to be accomplished. The results of the work affect the acceptability of the products or services involved in terms of conformance to technical requirements, meeting the user’s needs in a timely and financially acceptable fashion, and accomplishing the contracted service as intended. 

Factor 6, Personal Contacts





Level 6-2, 25 points

Contacts are with employees in the immediate organization and with technical, program, and financial personnel in other organizations. Some contacts are also made with suppliers, contractors, and suppliers of services. The interest of parties are usually well defined. 

Factor 7, Purpose of Contacts




Level 7-2, 50 points

Contacts are to give, obtain, or clarify facts, which may range from easily understood to highly technical information; and to plan and advise on procurement actions with requiring offices, to coordinate actions with support office, and to resolve related procurement problems. The specialist exercises tact and persuasion in presenting findings and explaining the need for corrective action.

Factor 8, Physical Demands





Level 8-1, 5 points

Most of the work performed at a desk, with some duties requiring periods of walking, standing, or bending while observing operations, witnessing tests or examining material and processes. However, no special physical demands are required. 

Factor 9, Work Environment




Level 9-1, 5 points

Work is performed in a typical office setting with adequate heating, lighting, and ventilation. The work environment involves everyday risks or discomforts that require normal safety precautions. 

Summary: The classification criteria are contained in the OPM Position Classification Standards for Contracting Series, GS-1101

Total Points 1925 falls in the GS-09 range 0f 1855-2100.

