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Citation 1: OPM PCS Contracting Series, GS-1102, TS-94, Mar 90

PD Library PD: No
COREDOC PD: No

Classified By: ANCR 
Classification Date: 11/13/89


	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: 

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 
	Requires Access to Firearms: Varies
	Interdisciplinary: 

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 12

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: 



MAJOR DUTIES:

Serves as Senior Procurement Analyst of the Contract Division, within the Fort Myer Military Community (FMMC), Installation Resource Center (IRC).  Incumbent is responsible for the review of contracts and contracting actions for a variety of supply, services and/or Automated Data Processing Equipment (ADPE) contracts; for the development of guidance material; and for providing technical advice to management and contracting officers at the division which procures  a wide variety of items, the most complex of which include extensive negotiations, which involve cost or pricing data and special or unusual contract terms. Requirements typically range from standard items to specialized items, e.g. equipment or services needed to support an activity; ADPE, software and related services.  25%

-- Conducts reviews of contracts or contract changes within pre-determined categories based on dollar value, method of acquisition, and other factors. Reviews for appropriate contract type, pricing provisions, selection of source, acquisition method, justification and approval determinations and findings, clarity of contract terms, propriety of cited funds, and need for issuance of un-priced contractual documents. Locates errors and returns to buyer for correction.  25%

-- Responsible for development of the Acquisition Plan for the  Fort Myer Military Community (FMMC)  and its supported activities. Serves as member of Program Analysis Group (PANG), Automation Working Group. Develops guidance material for activity contracting personnel. Publishes informational material to inform, clarify , and explain regulatory and policy changes and to note recurring errors observed during contract review. Advise, & manage  contracting officers on matters pertaining to contracting policies and procedures. Assistance is provided upon receipt of changed procedures imposed by higher headquarters i.e. DOD, DA, HCA, etc., involving regulations, laws, and good business practices. Serves as Small Business Specialist responsible for developing and managing the Small Business, Women-owned business and other socioeconomic programs for  FMMC. Analyzes trends and accomplishments and initiates action required to achieve assigned goals. Reviews small business set-aside appeals and certificate of competency cases to assure policy and procedural compliance. Serves as Advocate for Competition responsible for assuring compliance with the competition in Contracting Act of 1984, P.L. 98-382 (Title VII) and for challenging barriers to, and promoting full and open competition. Also serves as Security Officer responsible for the development and execution of the Internal Control Programs in accordance with AR 11-2-7-87, to include inspection of ordering offices and Blanket Purchase Agreement (BPA) calls. Maintains cognizance of the Standard Army Automated Contracting System (SAACONS), all existing, interfacing, and planned systems in general office automation tools (i.e., electronic mail, word processing, etc.) and those other systems dealing with management of the MDW procurement complex. Evaluates and defends engineering change of proposals for submission to the Army Procurement Automated Council for SAACONS. Serves am a member of the Army Procurement Automated Council. 25%


Conducts Personnel Administration and management tasks.  Evaluates performance and provides advice, counseling, and guidance to subordinates. Interviews candidates for positions, recommends appointments, promotions, on reassignments for such positions. Hears and resolves complaints and grievances presented by employees. Refers unresolved problems to higher level supervisor. Takes disciplinary action such as warnings and reprimands or recommends disciplinary action in more serious cases. Identifies developmental and training needs and makes provision for providing identified needs. With the advice and assistance of personnel, manpower, and management specialists, promotes sound position management principles and programs. Participates with the CPAC in conducting position and/or personnel management surveys. Maintains training files and accomplishes required review for interns and Health Program responsibilities. Furthers equal employment opportunity and affirmative action by contribution to goals as stated in the local Affirmative Action Plans. 25% 


Performs other duties as assigned. 


FACTOR 1.  KNOWLEDGE REQUIRED BY THE POSITION, Level 1-7, 1250 points

 
-- Knowledge of pre-award and post-award contracting policies and procedures to conduct reviews of  a full range of contracts, contracting plans, and contract changes for propriety of acquisition method, contract type, and documentation.
-- Knowledge of commercial business and industrial practices procurement of raw materials and costing techniques related to the items procured sufficient to analyze  cost breakdowns and contract proposals.
-- Knowledge of regulations, statues, and related material to develop local supplements and operating instructions.
-- Skill in written and oral communications sufficient to prepare written guidance and decisions; to explain and defend decisions to contracting personnel, contractors, or higher level reviewing officials; and to conduct training.
-- Specialized knowledge of federal acquisition legislation and regulations, DOD and DA policy with regard to small and disadvantaged businesses to determine probable impact and develop policies for the Small Business programs. Familiarity with business practices sufficiently to develop policies and provide guidance for management and contracting personnel.
-- Analytical skill to evaluate various reports, regulations and other relevant material as a basis for developing and implementing division guides and procedures.
-- Broad knowledge of government contracting laws and policies of contracting operations; of DA and MDW contracting requirements; and familiarity with practices of business and industry to develop small business policy and provide guidance to contracting officers and to potential contractors and subcontractors.
-- Skill in oral communication to present recommendations to higher authority, to respond to inquiries from senior authority and industry to obtain compliance with policies from subordinate activities and to represent the division at conference and meetings. 
-- Skill In written communication sufficient to develop proposed regulations, respond to inquiries and prepare analysis of proposed course of action,

FACTOR 2. SUPERVISORY CONTROLS, Level 2-4, 450 points

Supervisor assigns basic area of responsibility for contract review and for other assignments. In consultation with the supervisor or in accordance with established practices, initiates required contacts, obtains required information, selects and applies precedents, and recommends actions or decisions. Responsible for coordination with technical personnel and for the technical accuracy of findings when reviewing contracts. Work  is reviewed on the basis of effectiveness and results achieved, including recommendations and assistance provided to managers, contract officers, etc. Written material is subject to review prior to publication.

Project proposals are made initially in terms of scope, objectives and the user's expectations. The results of the synopsis study performed by the employee largely influences the supervisor's determination of the nature of the work to be done, time frames, and constraints, Plans and carries out assignments, coordinating work and resolving problems with programmers, testing specialists, and user representatives. Interprets policy and devises efficient means and methods to accomplish projects on time. Supervisor is kept informed of progress. Review concentrates timeliness, compatibility with other systems, effectiveness in meeting requirements, and adequate coordination.

FACTOR 3. GUIDELINES, Level 3-4, 450 points


Guidelines consist of all pertinent and available directive material from higher echelons and local authorities to include DoD, DA, and HCA procurement regulations, precedent transactions, now regulations, Comptroller General decisions, etc. Exercises judgement to Insure uniform application of guidelines including correct application among closely related or seemingly conflicting directives. Incumbent must use experienced judgment and initiative in applying principles underlying guidelines, deviating from traditional techniques, and researching trends and patterns to develop now approaches, criteria and proposed policies. Serves as technical advisor to division chief on the interpretation of guidelines and devises local instructions or procedures to implement regulations or to provide guidance for special problems.

For SAACONS, guidelines consist of agency ADP standards, legislation, and existing systems which usually provide useful models. Employee uses Judgement in adapting design approaches successfully used in precedents to the assigned projects. Employee recommends changes in user work processes where efficiency could be improved. Judgement is required in gathering significant data from the users.

FACTOR 4. COMPLEXITY, Level 4-4, 225 points 

The work involves adapting and devising techniques to cover a range of contracting actions, and analysis of a variety of contracting issues.  Employee reviews and evaluates the quality of buyer's decision on a wide variety of contracts some of which involve such complexities as:

-- Sole source procurements;
-- Detailed work specifications unavailable;
-- Engineering, prototype development, and testing requirements;
-- Inclusion of special provisions, e.g., Government-furnished property, quality assurance inspections, and similar terms and conditions;
-- Use of fixed-priced and cost contracts, some with incentive provisions.


Decisions must be responsive to local requirements while complying with all directives and legal requirements. Decisions vary for each situation because of differing considerations, e.g., different contractors, item requirements, contractual provisions, business systems and environments. Requests for deviations from prescribed regulations (i.e., protest and mistakes in bids, disputes determinations, and determinations of non-responsibility) require
assessment of unusual conditions or analysis to identify mitigating circumstances and result in recommendations for action by higher approval authority. Contract reviews also reveal trends and common problems, and require the employee to develop additional guidance or revisions to operating procedures.


For SAACONS, work consists of independent accomplishment of several stages in the automation of a work process, to include participation in defining the problem, designing a solution, and testing abangom required for compatibility to related systems. Although data from pant yearn on problems, approaches and work load largely eliminate the major areas of uncertainty that would exist in a now system, design modifications are necessarily based on incomplete workload data in certain areas.


FACTOR 5. SCOPE AND EFFECT, Level 5-4, 225 points


The purpose of the work is to improve the accuracy and consistency of the FMMC 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 FMMC contracting officers and specialists, problem solving and establishing criteria. Employee analyzes specific issues, identifies recurring problems, analyzes regulatory changes and develops implementing procedures, and provides advice as a consultant to contract specialists and management. Accomplishment of the work affects the mission MDW-wide and the quality of contracting work performed by other specialist and the legal and regulatory sufficiency of the contracting program.

FACTOR 6. PERSONAL CONTACTS, Level 6-2, 25 points 

Contacts are chiefly with employees of the serviced activities representing different parts of the acquisition process, e.g., contracting officers, technical and management officials, accounting, legal and other staff offices, and representatives from higher headquarters. The interest of  a11 parties are clearly defined.

FACTOR 7. PURPOSE OF CONTACTS, Level 7-3, 120 points

Contacts require the skill to influence, motivate, or persuade contracting officers or specialists to modify contractual plans, comply with new procedures, or correct contractual deficiencies. Contacts with top activity management officials require skill in justifying recommended deviations from regulations or gaining acceptance of revised procedures. Contacts with co-workers, in response to requests for guidance on contractual problems or to conduct training session, 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 an office setting and conference rooms. 

TOTAL PTS – 2755 – GS-12


Duties require submission of SF-450 Confidential Financial Disclosure Report
IAW AR 600-50.





