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MAJOR DUTIES

Serves as Contract Specialist responsible for pre-award functions involving Commercial Activities (CA) Programs including: a) continued performance of commercial functions by government employees (military and civilian); and b) conversion of functions performed by government employees to contractor performance.

1. Performs procurement planning for those services to be acquired by contract. Develops procurement objectives for the commercial activities program in terms of competition and price range, and constructs the contractual vehicle including use of pricing arrangements, subcontracting policy, set-aside policy, and similar considerations. Prepares and maintains current acquisition plans, appropriate milestone charts and related schedules. (20%)

2. Serves as advisor to program officials in procurement planning meetings. Advises program officials of the procurement objectives to be used and assists in the preparation of statements of work. Prepares Justification and Approvals (J&A) and solicitation documents. Performs detailed analyses of all elements of cost in contractor proposals and makes competitive range determinations. Conducts pre-proposal conference(s) with prospective contractor(s) to arrive at a clear understanding of what is required under the proposed contract. Obtains appropriate data from business and technical officials. Issues necessary modification to clarify questions concerning such topics as specification changes, language ambiguities, or clarification of contract clauses. As required by the lack of meaningful cost and price information, explores new or innovative contracting approaches to arrive at an equitable contract arrangement. (25%)

3. Serves as lead negotiator. Plans the negotiation strategy, coordinates strategy with negotiation teams, and leads the negotiations that are conducted with contractors to develop the contract price and terms. Awards the contract. (15%)

4. Performs contract administration. Responsibilities typically include incremental funding, preparation of rate and cost adjustments, redirection of effort, coordination of time extension, incorporation of change orders, issuance of stop work orders, issuance of cure notices or show cause letters, monitoring of Government property reporting, approval of progress payments, final payment, and contract close-out. Terminates contracts for the convenience of the Government or for default by the contractor. (40%)

Performs other duties as assigned.

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

Knowledge of contract administration and termination techniques sufficient to administer and closeout contracts.

Knowledge of price/cost analysis techniques, such as learning curve analysis and cost estimating relationships, sufficient to evaluate contractor proposals and prepare a pre-negotiation position.

Knowledge of contract types, methods, and techniques including cost and incentive contracting, award fee, processing of unsolicited proposals, multiple awards, special provisions relating to proprietary rights, and rights in data. Contracts are normally negotiated.

Knowledge of the regulations and techniques of source selection sufficient to conduct a selection.

Skill in negotiation techniques to conduct contract negotiations and to meet and deal with business, industry, and/or Government officials.

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

Supervisor assigns work in terms of overall procurement programs to be accomplished. The employee, in consultation with the supervisor, establishes and executes a work schedule, insuring that the necessary planning, coordination, approvals, negotiation, and other requirements are completed in a timely manner so as not to delay award of any assigned contracts. Establishes clear objectives and necessary priorities to achieve these objectives. Submits negotiation plans to supervisor or higher levels for review prior to negotiation. Conducts negotiations independently. Advises supervisors of potential problems or slippage in the program. Work review is made through status reports prepared by the employee and used primarily by management to keep informed.

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

Guidelines consist of Federal and agency contract laws, regulations, and policies. Guidelines provide general contracting method and requirements but do not have specific applicability to the particular procurement and the wide variety of situations encountered. For example, extensive judgment and originality are required in planning the procurement strategy for commercial activity acquisition programs in structuring the contract to provide economic incentives and flexibility for future contract changes and in resolving administrative problems which arise during the life of the contract. The employee frequently develops new approaches and writes new conditions or clauses to resolve specific situations.

FACTOR 4. COMPLEXITY, Level 4-5, 325 points 

The work consists of managing the commercial activity acquisition program that is not well defined and spans successive program stages. Typical complexities include use of wide variety of cost and fixed-price contracts and a broad range of complex terms and conditions including incentive formulas and progress payments, use of extensive cost analysis to determine reasonableness, difficulty in developing time schedule and lack of precedent and cost data.

Decisions involve uncertainties or problems such as questionable financial responsibility, deficient performance. The employee interprets technical, legal, and audit decisions and analyzes their impact on the procurement. The employee identifies alternate courses of action.

FACTOR 5. SCOPE AND EFFECT, Level 5-3, 150 points 

The purpose of the work is to negotiate and administer contracts under the Commercial Activities Program. This involves developing new approaches or innovative acquisition plans, source selection plans, negotiation strategies and contract terms, conditions or financial arrangements, which may serve as models for future acquisitions. The employee’s recommendations are accepted as authoritative and serve as the basis for committing the command or activity to courses of action, sets precedents that directly affect the economics of various areas and segments of the private industry complex.

FACTOR 6. PERSONAL CONTACTS, Level 6-3, 60 points 

Contacts outside the agency are with company or corporate officials or with State or municipal Government executives in negotiations in unstructured settings. Occasional contacts are with congressional offices or the General Accounting Office on specific claims or protests. Contacts within the agency include managers and program officials, contract review staff, small and minority business advisor, legal and patent counsel, and budget and finance staff.

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

Contacts are to negotiate contracts with industry officials and to resolve problems, which arise during the performance of the contract. Contacts within the agency are to analyze complex procurement issues, advise program officials of procurement procedures, and insure a proper and supportable course of action. Contacts with higher level organizations are to clarify issues surrounding procurements or to respond to requests for information.

FACTOR 8. PHYSICAL DEMANDS, Level 8-1, 5 points

Work is mostly sedentary, but there is some walking required during visits to contractor facilities.

FACTOR 9. WORK ENVIRONMENT, Level 9-1, 5 points 

Work is usually performed in an office setting; although, there are occasional visits to contractor plants to conduct fact finding, pre-award surveys, reviews and negotiations.

TOTAL POINTS – 2815 – GS12 

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






