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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: 
Classification Date: 


	PRIVATE
FLSA: Exempt
	Drug Test Required: 
	CIPMS PD: No

	Career Program: 14
	Financial Disclosure Required: No
	Acquisition Position: Yes

	Functional Code: 00
	Requires Access to Firearms: Varies
	Interdisciplinary: No

	Competitive Area: Varies
	Position Sensitivity: Varies
	Target Grade/FPL: 11

	Competitive Level: Varies
	Emergency Essential: Varies
	Career Ladder PD: No



MAJOR DUTIES

Serves as 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.  Procurements are for 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%

Incumbent 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 that are potentially subject to FAR, DFAR, AFAR, and the MDWAI.  Assistance is provided upon request regarding specific contracting situations and issues. Develops guidance materials to explain regulatory importance for Acquisition Reform Initiatives such as market research, past performance, and performance based statement of work. Conducts internal reviews during various stages of the contracting cycle and provides feedback to the contracting officer and specialist. Develops and conducts in-house training of contracting personnel and 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. 25%


Serves as the Information Management Officer (IMO) for the DOC on technical issues related to the system and system related acquisitions. Develops and maintains the division’s Information Resources Management Program. Coordinates and provides as directed by the DOIM. Responsible for submitting annual inputs to the parent Command’s Information Management Plan in accordance with guidance from higher Headquarters. Is proficient in assisting the Military District of Washington Acquisition Centers System Administrator's (SA) with developing ad hoc queries for application against the SPS database. Queries are typically requested by management in order to meet data call requirements or assist in contract management analysis. Provides advice on system technical matters.  Monitors input coded by division personnel for accuracy and conformance to systems requirements and issues error lists for corrective actions.. Analyzes system outputs to evaluate data flow and reporting integrity. Reviews database periodically to eliminate unnecessary or erroneous data. Submits reporting information to system, analyzes and corrects rejects, and researches and corrects errors in database. Assures system security and internal controls. Conducts periodic reviews for DOC to ensure that IT acquisitions are properly incompliant with DOIM's requirements.  20%


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). 5%

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 regulations, statutes, 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.
--Knowledge of a microcomputer system utilizing a fourth generation language data base management system to track contractual actions, create contract documents and produce standard DA/DOD reports and administrative/management information. 
--Knowledge of procedures for ADPE, software and/or new automated systems (networks) required to develop internal policies.
--Knowledge of a Specialized Procurement function sufficient to conduct studies of assigned problem areas and develop standard methods and operating procedures germane to ADP technology for FMMC. 

Factor 2. Supervisory Controls—Level 2-4, 450 Points.

Supervisor sets the overall objectives and resources available for solicitation and contract review, and for other assignments. The employee, in consultation with the supervisor or in accordance with established practices, initiates required contacts, obtains required information, selects and applies precedents if available, and recommends actions or decisions. The employee is responsible for coordination with technical personnel and for the technical accuracy of findings. Work is reviewed on the basis of effectiveness and results achieved, including recommendations and assistance provided.

Factor 3. Guidelines—Level 3-3, 275 Points.

Guidelines consist of all pertinent and available directive material from higher echelons and local authority. This includes Federal and agency procurement regulations, policies, procedures and directives, Comptroller General decisions, Federal and state labor laws for policy matters, and legal precedents. The employee exercises judgment to insure uniform among elated 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 work involves adapting and devising techniques to cover a range of contracting actions and analysis of a variety of contracting issues. The employee reviews and evaluates the quality of buyer’s decision and contractor’s proposals on a wide variety of contracts, some of which involve such complexities as sole source procurements. 

-Detailed work specifications that are unavailable and must be developed with/for the requesting office.
-Lack of historical procurement data or little precedent.
-Inclusion of special provisions, e.g., Government-furnished property, quality assurance inspections, and similar terms and conditions, some of which must be developed locally by the analyst in the absence of regulatory guidance.

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 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.


Factor 5, Scope and Effect—Level 5-4, 225 Points.

The purpose of the work is to improve the accuracy and consistency of the division’s contracting program by providing 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 division contracting officers and specialists. The 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. The work effects the quality of contracting work performed by other specialists 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 FMMC and tenant activities representing different parts of the acquisition process, e.g., contracting officers, technical and management officials, accounting, legal and other staff offices, representatives from several higher headquarters; and with technical specialists and contract negotiators and administrators from other Federal agencies. Contacts are also required with management information personnel at lateral installations, MACOM elements and commercial vendors/representatives. The purpose and extent of each contact is usually different and the needs of each party, particularly technical and management officials, are identified and developed during the course of the contact.

Factor 7. Purpose of Contacts—Level 7-2, 50 Points.

Contacts require skills 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 and staff offices require skill in justifying recommended deviations from regulations or gaining acceptance of revised or proposed procedures. Contacts with co-workers, in response to requests for guidance on contractual problems or to conduct training sessions, involve cooperative efforts toward achieving mutual goals.

Factor 8. Physical Demand—Level 8-1, 5 Points. 


The work is primarily sedentary.

Factor 9. Work Environment—Level 9-1, 5 Points.


Work is performed in office areas and conference rooms.

TOTAL POINTS: 2510 











