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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: SANDRA HERRING
Classification Date: 3/27/87


	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 Contract Specialist responsible for sealed bid (formal advertising) and negotiation methods of contracting to procure supplies, services and equipment for serviced activities within the Command. Products and services may include items which are modified or designed for a specific purpose and can be characterized by testing requirements, bid samples, or production samples.

Reviews requisitions for proper approvals, authority, funding and other pertinent information. Performs market survey/analysis to determine availability of product or service, assess impact of socioeconomic considerations on procurement action and discuss matters with industry representatives. Researches eligible supply sources to determine production of items comparable to specifications at a competitive price. Resolves specification problems that may limit competition, incorporate clauses and language which will not discourage potential bidders from participating. Coordinates with contractors and potential bidders, as well as the Small Business Administration in an effort to expand competition. Prepares all necessary contract file documentation including but not limited to a synopsis which advertises contract requirements in the Commerce Business Dally, request for wage determination and internal documents required by agency directives.   25%


Determines and incorporates specific contract language provisions and clauses required for type of contract to be advertised. Prepare, compile and issue solicitation documents for submission to internal review to assure legal proficiency prior to issuance to the public. Coordinates contracts that are relative to special programs with small business advisors. Negotiates to determine items such as minimum/maximum order limitations, award criteria, publication, and distribution of solicitations. Verifies and evaluates bids or offers submitted. Determines if contractor bids conform to terms and conditions of the contract requirements. Researches and evaluates bidder's capacity to perform and to comply with clauses, specifications and delivery requirements. Coordinates with technical or using activity to assure the proper submission of bid samples that the requirements are met, etc. Prepares documentation for errors.  In bids which may result in protest actions, evaluates cost and price data submitted by offerors, determines reasonableness of price and plans. Reviews past performance if necessary and requests pre-award 65%

Prepares and compiles documentation for complete contract package.  Recommends award to the  best qualified bidder considering the above factors. Compiles all pertinent documentation for contract file to submit to Board of Awards for final decision. 10%

- Performs other duties as assigned.

Factor 1 - Knowledge required by the Position FL 1-7, 1250 points

- Knowledge of contracting procedures, types, and methods, including sealed bid, negotiation, fixed-price, and use of special provisions and incentives, to enable the buyer to plan and carry out contracting assignments for a variety of equipment and services.

- Knowledge of the industry that manufactures required in order to determine source of supply and to analyze the effects on organization’s requirements of industrial developments, economic factors affecting supply and transportation costs.

- Knowledge of cost and price analysis techniques to perform a variety, Of computations relative to item costs " packing, packaging, specification requirements, delivery charges, and transportation costs to determine the best buy for the Government.

- Knowledge of negotiation-techniques and skill to devise negotiation strategies to deal with contractors in resolving such problems as reducing costs, adjusting delivery schedules, and negotiating in sole source environments.

Factor 2 - Supervisory Controls FL 2-4, 450 points

The supervisor defines objectives and priorities of assignments, on planning unusual or significant procurements, and on interpreting complex regulations or requirement. The employee develops the approach to each case, prepares the procurement plan, and carries out industry analyses independently, up to the point of recommendation for award. Technical review of completed work includes an examination of recommended awards, the completeness of the transactions, and any impact on future procurements. Work is also reviewed from the standpoint of policy considerations and implications for the procurement program.

Factor 3 - Guidelines FL 3-3, 275 points

Guidelines include Federal, departmental and agency regulations, Comptroller General decisions, Federal and other specifications, precedent transactions, Federal and commercial catalogue and procedural instructions. The employee studies, evaluates, and selects available reference information and regularly makes adaptations of established techniques and methods to meet the needs of the assignment.  Guidelines pertaining to specific contracting applications or situations are not always available and may require judgment in analyzing and evaluating data; e.g., determining the proper procurement method; selecting or interpreting contractual clauses or special provisions; determining the degree of competition and relationship of prices previously paid and evaluating the responsibility of the contractor to perform successfully.  

Factor 4 - Complexity FL 4-4, 225 points

Work assignments require the use of sealed bid and negotiated methods of contracting procurement actions and market analysis to evaluate prices and determine availability of supplies and sources. Such complexities are encountered as:

- Manufacturing or modification of items to Government specification;

- Multiple specifications, testing requirements, bid and pre-production samples;

- Lack of prior procurement experience because of obsolescence of previous item or changes in manufacturing processes

- Unstable supplies of materials.

Solicitation development requires the employee to determine quantities to be procured, specifications required, pre-award samples, specific contract language and clauses, type of contract, special program requirements, minimum and maximum order limitations, and methods of transportation and delivery.  In evaluating bids or proposals, determines adequacy of response, whether to cancel and re-advertise, and whether to accept or reject bids or offers which request exceptions to terms, delivery dates, or other requirements.  Specifications become more complicated as the number of users expands, and conversely, as the end use becomes more diversified. New or modified specifications require intense analysts and coordination with contractors and users. Work includes refining methods such as modifying contractual clauses which discourage potential bidders from participating; and determining the most advantageous time to solicit bids.

Factor 5 - Scope and Effect FL 5-4, 225 points

The purpose of the work is to plan and carry out large volume procurements to meet the consolidated requirements of the command, or department(s). This involves assessing the needs of the command or department(s); analyzing the market to determine the availability of
item or services; and resolving problems stemming from unfavorable market conditions or from specialized requirements.

Factor 6 - Personal Contacts FL 6-3, 60 points

Contacts include private industry representatives, vendors, contractors, manufacturers, technical and management officials of other Federal agencies or departments and technical officer, legal counsel, price analysts, small business representatives, accountants and auditors, and transportation specialists.  Contacts take place in moderately unstructured situations, and the employee must establish the ground rules for the meeting.

Factor 7 - Purpose of Contacts FL 7-3, 120 points

Contacts are to negotiate prices and terms to establish an agreement which is in the best interest of the Government.  Skill is required as contractors have different objectives concerning profit and related matters. Other contacts with contractors are to enhance competition by persuading reluctant suppliers to participate, develop alternatives as a measure of promoting competition, gather data from industry regarding their needs and to discuss requirements, prices, and terms.  Contacts within the organization are to advise on technical phase of the contracting process.

Factor 8 - Physical Demands FL 8-1, 5 points

The work is sedentary in nature.

Factor 9 - Work Environment FL 9-1, 5 points

The employee's work is normally performed in an office setting. However, occasional visits to contractor's plants or facilities are required.

TOTAL POINTS: 2645 = GS-10







