Position Description

	PRIVATE
PD#: 01412
	
	
	
	Replaces PD#: New

	Shred: 011
	
	CONTRACT SPECIALIST 
	
	

	
	
	GS-1102-09
	
	


	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: 

	Career Program: 
	Financial Disclosure Required: 
	Acquisition Position: 

	Functional Code: 
	Requires Access to Firearms: TBD
	Interdisciplinary: 

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

	Competitive Level: N28 
	Emergency Essential: N
	Career Ladder PD: 



MAJOR DUTIES:

Performs pre-award procurement actions that are well defined and well precedented. Alerts supervisor of higher level employee to discrepancies involving improper funding citations, waivers, certifications, approvals and compliances shown in purchase requests.  Recommends contract type, method of solicitation, options determinations, milestones development and sources to be solicited.  Develops solicitations with appropriate clauses and with well defined statements of work and award factors.  Evaluates responses to solicitations , including price reasonableness, adequacy of competition, compliance with solicitation and probability of meeting requirements.  Resolves and dispositions contract audit recommendations in a timely manner, while fully protecting the Government’s interest.  Negotiates price, terms and conditions.  Prepares price negotiation memoranda.  Prepares recommendations for awards.  Prepares award documentation, including declinations of responsibilities of contractors.  Serves as point of contact for assigned procurements.  25%

Administers contracts that are well-defined and well-precedented.  Recommend milestones to administer assigned contract.  Monitors contractor’s performance for compliance with terms and conditions of contracts.  Issues delivery orders as provided in contracts.  Determines extent to which subcontracting plans comply with regulatory guidelines.  Monitors subcontracting for compliance with plans.  Issues consents to subcontract.  Requests and evaluates proposals.  Performs cost and price analyses.  Negotiates proposals, executes modifications and documents actions.  Serves as point of contact for assigned contracts. Resolves and dispositions contract audit recommendations in a timely manner, while fully protecting the Government’s interest.  25%

Analyze contractor proposals to determine reasonableness, allowability and allocability of costs.  Determines appropriateness and reasonableness of proposed labor and overhead rates and labor escalation factors based on audit reports or other available sources.  Documents results of cost and price analyses and market surveys.  Develops cost/pricing data for use in negotiation sessions.  Resolves and dispositions contract audit recommendations in a timely manner while fully protecting the Government’s interest.  Negotiates cost, price and related factors.  Presents pricing information at negotiation sessions.  Develops data for use in pricing trends analyses.  25%

Makes recommendation to terminate contracts that are well defined and well precedented.  Recommends milestones for terminating contracts.  Requests and evaluates proposals for terminations for convenience.  Performs cost and price analyses.  Recommends actions to resolve claims and disputes.  Resolves and dispositions contract audit recommendations in a timely manner while fully protecting the Government’s interest.  Negotiate settlements and executes modifications.  Terminates contracts for default and executes modifications. 25%

Performs other duties as assigned.

OTHER WORK REQUIREMENTS:
1. The employee must obtain and maintain the appropriate security clearance.
2. The employee may be required to work overtime.
3. The employee must file the required financial disclosure statement.

FACTORS:
Factor 1. Knowledge Required by the Position Level 1-6, 950 Points

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

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

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

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

In-depth or broad knowledge of price evaluation techniques.

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 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 terminations of accepted purchase orders for conveniences, and perform similar actions.

Factor 2. Supervisory Controls Level 2-3, 275 Points

The supervisor assigns work in terms of objectives and priorities with assistance provided on new or unusual assignments. The employee exercises initiative and judgment in developing and coordinating the assigned projects. Completed work is reviewed for documentation, judgment, and compliance with policies and procedures.

Factor 3. Guidelines Level 3-3, 275 Points

Guides and precedents require minor adaptation or interpretation to apply to specific contract actions or problems. 

Factor 4. Complexity Level 4-3, 150 Points

The work includes various duties involving different and unrelated contracting processes and techniques in a relatively standardized or controlled work situations. Determining what needs to be done requires substantive analysis. The employee must select appropriate techniques and procedures and identify interrelationships affecting the procurement process.

Factor 5. Scope and Effect Level 5-3, 150 Points

The purpose of the work is to perform a variety of contracting activities covering a wide range of construction, technical services, supplies, and/or equipment. Effective and timely procurements enable the serviced organizations to accomplish their various missions.

Factor 6. Personal Contacts Level 6-3, 60 Points

Contacts are with the contractors' officials (e.g., presidents, senior vice-presidents, contract managers, and comptrollers) and with Government specialists such as auditors, in an unstructured setting, with the authorities of the parties being identified during the communication process.

Factor 7. Purpose of Contacts Level 7-3, 120 Points

The purpose of contacts with external groups is to conduct conferences, obtain required information, conduct fact finding, negotiate contracts and modifications, and resolve numerous problems arising during contract administration. The employee must be skillful in dealing with personnel with highly divergent points of view and must be persuasive in the pre-award and/or post-award phases of contract cycles. 

Factor 8. Physical Demands Level 8-1, 5 Points

Work is primarily sedentary.

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

Work is performed in an office setting.

TOTAL POINTS – 1990   GS-09

