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MAJOR DUTIES

Serves as Procurement Analyst and Agency Program Coordinator for the International Merchant Purchase Authorization Card Program for the Directorate of Contracting, Fort Myer Military Community (Fort Myer, Virginia and Fort McNair, Washington, D.C.).

AGENCY PROGRAM COORDINATOR:  As the Agency Program Coordinator (APC) for the International Merchant Purchase Authorization Card (IMPAC) Program, serves as the Fort Myer Military Community’s focal point for the IMPAC Purchase Card Program.  Initiates, develops and recommends policies and procedures.  Develops and conducts formal training sessions for cardholders and approving officials, prepare customer education materials in order to explain regulatory and policy changes and assist customers by answering questions about IMPAC card usage.  Conduct customer assistance reviews; coordinate with customer of the bank concerning account establishment, modification, termination, and delinquent payments; analyze reports and develop metrics to measure business results; and develop initiatives to expand the program through innovative and streamlined IMPAC card usage. (30%)


Advises management, contracting officers and customers on matters pertaining to contracting policies and procedures. This includes contracting methods, contract incentives, cost and price analysis, and technical evaluations. Assistance is provided upon request regarding specific contracting situations and issues. Develops guidance materials to explain regulatory and policy changes to internal and external customers. This is particularly important for Acquisition Reform Initiatives such as market research, past performance, and performance based statements of work.  20%

Conducts internal contract reviews during various stages of the contracting cycle and provides feedback to the contracting officer and specialists. Develops and conducts in-house training of contracting personnel to improve the acquisition process. Subjects are chosen on the basis of the need reflected during contract reviews and upon development of new regulatory requirements. Also, provides recommendations on how the acquisition process can be improved to meet or exceed customer expectations.  (10%)

Develops methods to measure customer satisfaction in terms of the acquisition process. Metrics must be quantifiable and meet the requirements of the Army Performance Improvement Criteria (APIC). (10%)

Assists the FMMC Small and Disadvantaged Business Utilization Specialist in developing and managing the small business, women-owned business, and other socioeconomic programs for the Fort Myer Military Community. Conducts counseling sessions with businesses on how to obtain government contracts. Counseling may take place in the office or at small business conferences and workshops sponsored by FMMC, local political leaders, or local Chambers of Commerce. Serves as the focal point for small businesses that want to learn more about the IMPAC Program and to become merchants able to accept the IMPAC card. (30%)

Performs other duties as assigned.

Factor 1. Knowledge Required by the Position, Level 1-7, 1250 points 

Incumbent requires general knowledge of contracting procedures, methods, contracts and incentives, price/cost analysis, and technical evaluation techniques to identify contractual opportunities for small and disadvantaged businesses and to review procurement requirements and instruments to satisfy small business program objectives.

Incumbent requires specialized knowledge of the Army’s IMPAC Purchase Card Program in order to function as the Agency Program Coordinator for the Fort Myer Military Community and to develop and implement installation level IMPAC policies and procedures that have been coordinated with MACOM functional proponents, installation functional proponents, tenant activities, and other customers and stakeholders.

Incumbent requires analytical skills sufficient to evaluate audit reports, regulations, market research data, past performance information, and other relevant material as a basis for developing policies, procedures, guidance and recommendations to senior level installation personnel.

Incumbent requires skill in oral communication and public speaking to sufficiently conduct small business conferences and IMPAC Purchase Card training sessions for large groups made up of a diverse audience.  This includes senior level military and civilian Government personnel, small business owners, academia, professional organizations, chambers of commerce, and other interested persons from the surrounding local community.

Incumbent requires skill in written communication sufficient to develop and publish installation regulations and other material.

Incumbent requires skill in using current Information Technologies and the Internet sufficient to conduct academic and regulatory research on-line and integrate results into concise and meaningful guidance for internal and external customers.

Factor 2. Supervisory Controls, Level 2-4, 450 points 

Supervisor assigns general areas of responsibility, sets overall objectives in terms of desired outcomes, and identifies available resources. The employee, in consultation with the supervisor, develops objectives and priorities. The employee independently plans and carries out the work, selecting the approaches and techniques to be used. The work requires initiative in promoting and coordinating the various programs and acquisition reform initiatives among customers and suppliers, internal and external, at the installation, MACOM, and HQDA levels. The employee keeps the supervisor informed of progress and significant problems. Work is evaluated on the basis of customer satisfaction feedback and program performance in relation to goals set by HQDA, the MACOM, and the installation.

Factor 3. Guidelines, Level 3-4, 450 points

Guidelines consist of all pertinent and available directive material from higher echelons and local authority. This includes procurement regulations, directives, Comptroller General decisions, and other legal precedents. The employee exercises judgment to insure uniform application of guidelines by contracting personnel, including correct application among closely related or seemingly conflicting directives. The employee serves as technical advisor on the interpretation of guidelines and devises local instructions or procedures to implement new regulations or to provide guidance for special problems.

Factor 4. Complexity, Level 4-4, 225 points

The employee is responsible for the review, analysis, and recommendation of contracting procedures or policy revisions covering a variety of contracting issues for the Fort Myer Military Community. Responsibilities include initiation, development, and recommendation of contracting procedures for the entire community which includes the MACOM Headquarters, the 3rd U.S. Infantry (“The Old Guard”), The United States Army Band (“Pershing’s Own”), and Arlington National Cemetery. Areas of responsibilities include Agency Program Coordinator (APC) for the Fort Myer Military Community’s IMPAC Purchase Card Program. This involves the overall management of the Community’s IMPAC program to include policies, procedures, training classes, and outreach workshops for vendor merchants and customers.

Assists in developing and managing the Small Business, Women-owned business and other socioeconomic programs for the Fort Myer Military Community. Assists in analyzing trends and accomplishments and initiates actions required achieving assigned goals. Assists in reviewing small business set-aside appeals and certificates of competency cases to ensure policy and procedural compliance. Assists in conducting small business counseling sessions with local small and disadvantaged businesses concerning how to do business with the military.

Performs Procurement Analyst functions at the more complex level such as evaluation and recommendation of disposition of requested waivers to statutory requirements or deviations from regulatory requirements, including those requiring approval by higher authority; and analysis and recommendation of the installation’s positions on a variety of contracting matters such as assessing the impact of actions required in response to audit reports. Conducts in-house training sessions for the acquisition work force concerning changes in statues, regulatory guidance, and acquisition reform initiatives. Also, develops and conducts contract related training classes for our customers and suppliers in order to streamline the acquisition process. Conducts internal reviews of contracting files and procedures in order to document lessons learned and educate the acquisition work force and our customers/suppliers on ways to improve contracting.

The employee serves on cross-functional policy task forces established at the MACOM and installation levels. These cross-functional teams review acquisition reform and reengineering initiatives targeting quality changes that implement DoD’s acquisition goal of “better, cheaper, faster”.

The work is complicated by the necessity for refining general objectives into precise policies, directive, and procedures that are applicable to the work being performed. he employee must analyze new policies to determine the extent of their influence upon other policies and procedure and whether such effects have an adverse impact on the overall regulatory and policy objectives of the community’s contracting program.

Factor 5. Scope end Effect, Level 5-4, 225 points

The purpose of the work is to improve the accuracy and consistency of the activity contracting program by providing staff review of a wide range of contracting actions. Responsibility includes developing new approaches, modifying techniques, and providing material for guides and standards to be used by activity contracting officers and specialists, and the entire Fort Myer Military Community concerning the IMPAC Purchase Card Program. The employee analyzes specific issues, identifies recurring problems, analyzes regulatory changes and develops implementing procedures, and provides advice as a consultant to contract specialist and management. The work affects the quality of contracting work performed by other specialists, the legal and regulatory sufficiency of contracting programs, and effective implementation of Acquisition Reform initiatives throughout the community.

Factor 6. Personal Contacts, Level 6-2, 25 points 

Contacts include management and contracting officials from HQDA, MACOM, representatives from other Federal agencies, private contractors, state and local government officials, local Chambers of Commerce, industrial and trade associations, and small and minority business associations, e.g., Small Business Administration (SBA), Electronic Commerce Resource Centers (ECRC), National Industries for the Blind (NIB), National Industries for the Severely Handicapped (NISH), George Mason University Procurement Technical Assistance Program (PTAP), and Small Business Councils. Contacts are made in a moderately unstructured setting and the purpose and extent of each contact is different.

Factor 7. Purpose of Contacts, Level 7-3, 120 points 

Contacts require the skills, knowledge, and experience to influence, motivate, and persuade contracting officers, contract specialists, IMPAC Purchase Card cardholders and approving officials to modify contractual plans, comply with new procedures and correct contractual deficiencies. Contacts with top management officials require the skills in justifying recommended deviations from regulations or gaining acceptance of revised procedures. Contacts with coworkers, in response to requests for guidance or contractual problems or to conduct training sessions, involve cooperative efforts toward achieving mutual goals.

Factor 8. Physical Demands, Level 8-1, 5 points

Work is primarily sedentary.

Factor 9. Work Environment, Level 9-1, 5 points

Work is performed primarily in office areas and conference rooms.


TOTAL POINTS – 2755,  GS-12


 Duties require submission of SF-450, Confidential Financial Disclosure Report

IAW AR 600-50






