Position Description

	PRIVATE
PD#: 01411
	
	
	
	Replaces PD#: New

	Shred: 018
	
	CONTRACT SPECIALIST 
	
	

	
	
	GS-1102-07
	
	


	PRIVATE
Installation:
	
	
	Major Command: MW
	

	
	DA, MDW, USAG - FORT MYER
	
	Region: ANCR
	

	
	DIRECTORATE OF CONTRACTING - FMRA
	
	
	

	
	CONTRACTS DIVISION
	
	
	



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

Classified By: 
Classification Date: 


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

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: No

	Competitive Area: DD
	Position Sensitivity: 1
	Target Grade/FPL: 09

	Competitive Level: N50 
	Emergency Essential: N
	Career Ladder PD: Yes

	
	
	PD#: --



MAJOR DUTIES

This position is identical to job number XXXX, Contract Specialist, GS-1102-09, except the incumbent performs as a trainee under the Procurement Career Program geared toward providing the capability of performing the full scope of the GS-1102-09, Contract Specialist duties. Performs duties designed to provide career development and progression opportunities in contract negotiation, advertisement, and administration to the target Position. The incumbent is eligible for noncompetitive promotion to the GS-9 level upon meeting qualification requirements and time-in-grade restrictions and satisfactorily demonstrating the ability to perform the full scope of duties at the full performance GS-9 level. 


FACTOR 1: KNOWLEDGE (Level 1-5, 750 Points)

Knowledge 1:

Knowledge of commonly used contracting methods and contract types sufficient to perform pre-award, post-award, and/or contract price/cost analysis functions when the contract actions are well defined and well precedented.

Knowledge 2:

Knowledge of business practices and market conditions so as to evaluate bid responsiveness, contractor responsibility, and contractor performance when these actions are well defined and well precedented.

Knowledge 3:

Knowledge of contract price analysis/cost accounting techniques sufficient to perform basic analyses for firm fixed-price or similar contracts, when historical pricing data and precedents are applicable.

Knowledge 4:

Knowledge of negotiation techniques so as to be able to negotiate contract prices and terms with contractors.

Knowledge 5: 
-
Basic knowledge of directly applicable statutory provisions, regulations and procedures so as to be able to perform well defined and well precedented procurement functions.

Knowledge 6:

Knowledge of specialized technical purchasing methods and procedures to perform complex purchasing work, for example; negotiating and awarding bilateral purchase orders for research studies, or for manufacture of unique equipment; administering small purchases with complex problems involving protests, claims, termination or substantial modifications. Knowledge of relevant business practices. 

Knowledge 7:

In-depth or broad knowledge of price evaluation techniques.

Knowledge 8:

In-depth or broad knowledge of market sources for both commonly purchased commercial items and a wide range of specialized items and services, and typical vendor modes of operation and ways of doing business.

Knowledge 9:

Knowledge of procedures for administration of purchases so as to be able to discuss equitable price arrangements for modifications to purchase orders, determine whether to recommend termination of accepted purchase orders for convenience, and perform similar actions.

FACTOR 2: SUPERVISORY CONTROLS (Level 2-2, 125 Points)

Supervisor defines overall objectives and priorities and assists employee with unusual situations lacking clear precedents. Employee uses own initiative in planning work, resolving problems, and making adjustments within established policies. Recommended awards and completed purchase files are reviewed for technical soundness, compliance with policies, and consistency with priorities.

FACTOR 6: PERSONAL CONTACTS (Level 6- 2, 25 Points)

Personal contacts are generally with all levels of employees, supervisors, and administrative staffs in own organization and in organizations served, and with employees of private firms in moderately structured settings.

FACTOR 7: PURPOSE OF CONTACTS (Level 7-2, 50 Points)

Purpose of contacts is to plan and coordinate actions to prevent, correct or resolve delays or misunderstandings in purchasing processes. This includes contacts with customers to discuss alleged inadequacies or excessive restrictions in specifications. Contacts with vendors are to clarify requirements and negotiate issues, such as establishment of adequate price reductions for deviations in product or delivery, modifications to certain terms or waivers of penalties for returned items. Some situations require a moderate degree of persuasiveness to encourage reluctant vendors to offer quotes, to resolve minor conflicts, or to obtain agreements on changes affecting products, prices and/or deliveries. On occasion, considerable tact, patience and skill may be required in approaching or responding to irate or uninformed individuals, and individuals whose proposals were not accepted.

NOTE: This is a contract specialist position with promotion potential to target position, Contract Specialist, GS-1102-9, job number XXXX.

 
 







