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	Career Ladder PD: No



SUPERVISORY CONTROLS

Serves as branch chief with delegated contracting officer authority to sign contractual instruments and obligate funds. Maintains systems to evaluate and monitor contractual performance related to such areas as delivery, cost, amount of progress, or advance payments.  Works under the supervision of the Chief, Contracting Branch within the Installation Resource Center.  The incumbent provides general administrative and technical supervision and is available for discussion of sensitive, controversial or otherwise unusual actions.  The incumbent’s work is reviewed for overall effectiveness in terms of meeting objectives. 


MAJOR DUTIES

 Incumbent determines small & disadvantage business considerations of requirement, acquisition method and procedures to be used, develops acquisition planning milestones, determines competition requirements in accordance with monetary thresholds, regulations and specifications and prepares justification and approvals for non-competitive solicitations.  Also determines basis for award, develops source selection plans for best value procurements, determines need for cost or pricing data, prepares notices to advertise actions, develops special clauses, terms and conditions applicable to each procurement, prepares solicitation documents for bids and offers and conducts pre-bid, or pre-proposal conference.  Reviews bids, prepares applicable determinations and findings, conducts cost/price analysis and technical proposals, determines if negotiations are necessary, prepares price negotiation objectives, determines competitive range for proposals negotiations, reviews contractor’s past performance information, determines responsibility of offeror or bidder.  Prepares final documents. 25%

Appoints COR, conducts pre-performance conferences, negotiates contract modifications, provides information, advice and assistance concerning contractual requirements.  Resolves post award disputes and claims, researches and determines facts, assumptions and potential course of action.  Issues delinquency notices. 25%  

Assures contractor’s compliance with applicable laws and regulations that entail analysis and negotiation.  Analyzes and negotiates overhead rates.  Evaluates adequacy of contractor’s business management systems in terms of government contracting requirements. 10% 

Represents contracting at industrial and trade association conferences to obtain information concerning new and improved products, new manufacturing techniques or marketing practices 15%

Performs supervisory, internal personnel administration and management tasks.  Assigns work directly or through senior specialists, to subordinates based on priorities, selective consideration of difficulty and requirements of assignments and the capabilities of the employees.  Reviews work of subordinates ranging from a detailed review of technical accuracy to a cursory review for sound judgement and timeliness of accomplishment.  Provides technical advice and guidance as required.  Periodically reviews position structure to assure that positions are established to provide optimum balance between economy, efficiency and skills utilization.  As necessary, seeks ways to improve productivity and conserve manpower resources.  Initiates actions for personnel action and selects employees referred for vacancies.  Coordinates and certifies job descriptions and details.  Develops performance standards for subordinates and prepares performance evaluations.  Resolves problems with employee relations and morale, referring with recommended action, only the more serious problems.  Determines training needs and coordinates on training requests.  Encourages and acts upon employee suggestions for work improvements.  Schedules and approves leave of subordinates, ensures that equal employment practices and guidelines are adhered to.  25%

Performs other duties as assigned.

FACTOR 1. Knowledge Required by the Position, Level 1-8, 1550 points

Specialized knowledge of contract administration policy procedures sufficient to monitor contractor performance.  Knowledge of Federal and agency contracting regulations, principles and procedures as well as commodities or services and the industry sufficient to identify sources of supply to meet the anticipated requirements of the organization.  Knowledge of negotiation techniques to negotiate prices, terms, conditions, contract modifications and settlements.

FACTOR 2. Supervisory Controls – Level 2-4, 450 points

Incumbent assigns contracts for administration and provides policy guidance.  Plans and performs the range of contract administration duties, including analyzing, negotiating, settling and executing contractual agreements, issues or problems.  Determines the approach taken and methodology to be used and negotiates significant contract issues.  

Directs branch operations.  Assigns and reviews work of personnel; meets with high level officials throughout Fort Myer and headquarters activities to coordinate program operations and resolve problems.  Selects and appraises employees and approves actions on others; resolves serious complaints and group grievances; decides on serious disciplinary measures; and approves personnel actions for recruitment, reassignment, awards, training
.
FACTOR 3.  Guidelines – Level 3-4, 450 points  
Guidelines include Federal and agency acquisition regulations and policies, legal precedents and the awarded contract(s) which state the parameters for reaching settlement or unilateral decision.  Guidelines are frequently inadequate in providing criteria for resolving problems that arise, such as evaluating unusual payment requests.  Incumbent uses ingenuity and originality in interpreting, applying and deviating from established procedures or techniques for the purpose of establishing strategies or positions and for reaching settlement agreements.

FACTOR 4.  Complexity – Lever 4-5, 325 points

Assignments include delegate authority for planning, coordinating and administering long term contracts on which significant accountability and management controls are required.  Decisions involve the interpretation, analysis, evaluation and negotiation of issues involving uncertainty in approach or substantial depth of analysis.  The work requires the development of innovative approaches or modified techniques to resolve situations that arise over a multiple year period.  Incumbent also develops new information or special criteria involving contractual changes and modifications.

FACTOR 5.  Scope and Effect – Level 5-5, 325 points

The purpose of the work is to plan and conduct acquisitions for commodities, equipment and services to meet the consolidated requirements of FMMC and tenants.  Contractual activity sometimes generates interest by elected officials, labor organizations or special interest groups because of the impact on income, employment and industry affecting a segment of a local economy.

Serve as contracting officer in the administration of contracts, which includes monitoring and evaluating contractor performance, negotiating and executing contract changes, authorizing payments and resolving post-award issues.   This involves analyzing the extents of the contractor’s business volume and expense pool forecasts; the impact of new contract requirements on the contractor’s capability; the scope of research, development and investigative efforts and the effects of cost accounting standards and changes on the contractor’s accounting and other business systems.  Incumbent resolves critical problems that develop after the contract placement.  


FACTOR 6.  Personal Contacts – Level 6-3, 60 points

Contacts are with contractor’s officials (i.e., presidents, senior vice-presidents, contract managers and controllers) and with specialists such as auditors, attorneys and engineers and high-ranking managers and supervisors throughout Fort Myer Military Community, in tenant organizations, and with higher level staff officials. Contacts are generally established in a moderately unstructured setting, with the authorities of the parties being identified during the negotiation or resolution of the problem.

FACTOR 7.  Purpose of Contacts – Level 7-3, 120 points 

Contacts are for the purpose of monitoring, evaluating and resolving matters of contractor performance, management and progress and to obtain fair and reasonable solutions concerning negotiation issues.  The incumbent must be skillful in obtaining compliance with contractual terms and in resolving differences.

FACTOR 8.  Physical Demands – Lever 8-1, 5 points

Work is primarily sedentary.

FACTOR 9.  Work Environment – Level 9-1, 5 points

Work is performed primarily in office areas, conference rooms and similar environments.  However, it may require some traveling and visits to contractor’s and government facilities and work-performance sites.


Total: 3290 or GS-13.

CONDITION OF EMPLOYMENT:

The incumbent of this position must file an initial SF 450, Confidential Financial Disclosure Report per DOD 5500.7-R, upon assuming these duties and annually thereafter.  Incumbent must have the education and training requirements to obtain a contracting officer warrant and be certified at level III under the Defense Acquisition Workforce Improvement Act

FACTOR 1:  Scope and Effect Level 1-2 (350 points)

The incumbent directs and supervises a contracting division in the Installation Resource Center, responsible for both pre-award and post award acquisition for supplies, services, equipment and construction.  The work affects a wide range of activities supporting the varied missions of the installation, which involve obtaining contractor’s services and/or monitoring contractors’ performance throughout the life of contracts where accounting for Government property is involved as well as use of sub-contractors, to assure compliance with terms and conditions of the contract and timely delivery of customer’s requirements.

FACTOR 2:  Organizational Setting Level 2-1 (100 points)

This position reports to the Division Chief (GS-14) who is two levels below the Commander (06)

FACTOR 3:  Supervisory & Managerial Authority Exercised  Level 3-3 (775 points)

The incumbent serves as the first line supervisor with full supervisory authorities and responsibilities of assigning and controlling work to subordinates.  Those authorities include planning, assigning, evaluating work or approving/reviewing evaluations completed by senior specialist or contracting officer and subordinates, ensuring equitable performance standards and measuring techniques, deciding on work problems presented by senior specialist or contracting officer, promote team building and improve business practices.

FACTOR 4:  Personal Contacts Level 4-2 (50 points)

Contacts include high-ranking officials of the installation and tenant organizations, contractors or representatives of private industry, as well as subordinates and other personnel in the Center.

FACTOR 4a:  Purpose of Contacts Level 4-3 (100 points)

The purpose of the contacts is to ensure the Division’s policies, procedures and requirements are fully understood and complied with to defend the position taken on any particular action administratively or in litigation procedures.

FACTOR 5:  Difficulty of Typical Work Directed Level 5-6 (800 points)

The level of work directed is primarily at the GS-11 level.

FACTOR 6:  Other conditions Level 6-5 (1,120 points)

The supervisor is responsible for the contracting work performed at the GS-11 level and higher and uses approximately six to seven subordinate contract specialists in accomplishing the pre-award and post-award functions of the division.

NOTE: Incumbent is required to file Confidential Statement of Affiliations and Financial Interests in accordance with AR 600-50.


