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SUPERVISORY CONTROLS

Incumbent serves under the supervision of the Installation Service Center (ISC) Director, who provides guidance in terms of targets and broad objectives to be achieved. Within this general guidance, the chief, Contract Management Division, is responsible for the administration and management of the construction and service contracts program for the Fort Myer Military Community (FMMC). Confers on a regular basis with the ISC Director on matters of policy and to keep the apprised of the status of crucial or controversial matters. Work is reviewed by the supervisor, for responsiveness to requirements, overall accomplishment of objectives, judgement, and compliance with appropriate statutory, regulatory, and policy contracts. Incumbent has complete administrative authority over all operations of the division. Assigns work, establishes deadlines and priorities, monitors progress on assignments, provides guidance and assistance in solving problems, and reviews finished work for adequacy and conformance with FMMC policy and established practices.

MAJOR DUTIES

-- Serves as Chief of Installation Service Center (ISC), Contract Management Division. Responsible for insuring the timely and satisfactory accomplishment of all construction/service contracts, including modifications to original contracts. Successful performance of work requires knowledge of engineering, design, contract administration, construction surveillance, quality assurance, office administration, personnel management, safety management, and of Federal, DoD, U. S. Army and Corps of Engineer regulations, policies and procedures. Directs and coordinates field and office teams of engineers, technicians and quality assurance personnel engaged in QA of all service, maintenance, repair, and construction projects being accomplished by contract personnel at various locations, installations within Fort Myer Military Community (FMMC). 25%

-- Supervises several teams of administration, inspection, testing and office engineering personnel at various geographical locations, assuring that all construction performed under his/her surveillance is accomplished in accordance with governing plans and specifications. Supervises the planning of job order contract work, general work, confers with subordinate personnel on construction/service policies and procedures to assure that inspection and related administrative work is in accordance with contract requirements and appropriate regulations. Reviews safety policies by contractor and government personnel, compliance with applicable labor laws, and proper record keeping. As appropriate, recommends to the center director, when contract change orders should be executed on work, which is defective, or not in compliance with contract requirements should be stopped.  Appoints meal card control officer(s).  25%

-- Acts in a professional capacity on questions requiring technical competence. Based on engineering training and experience, is normally expected to resolve such issues or provide final decisions on all technical problems during the constructive phase. In rare instances those requiring specialized engineering solutions/training or involving complexities, which require time-consuming analysis, may be referred to specialist in Project Planning Division. 10%


-- Reviews correspondence to contractors, service providers on technical and administrative procedures and policy matters relating to construction/service contracts. Supervises the preparation of construction/service progress reports and takes action with contractors, vendors, as required to maintain contract schedules. Analyzes construction problems and interprets requirements of contract plans, specifications of project engineers and contractor representatives. On modifications is responsible for obtaining proposals, technical, resident expert in support of the contracting office. Negotiating required changes, preparing findings of fact, preparing a recommendation on the final modification, forwarding them to the ISC Director for concurrence and to the appropriate Contracting Officer (KO) as circumstance require. Reviews claims made by contractors, responsible for determining the facts in each instance, and preparing findings with recommendations for consideration by the KO. Reviews and recommends approval/disapproval of contractors' payment requests; reviews and evaluates contractors' proposals and furnishes comments and recommendations; assists in negotiating and executing supplemental agreements incorporating contractors' proposals. Attends post award, pre-construction, and pre-work conferences as required. Reports contracts status and contractor performance in a timely manner. 20%

-- Establishes and monitors for warranty follow-up and enforcement, to include MCA and similar large (over $100K) projects which were constructed b the District Engineer. Serves as principal local contact for the Baltimore District Area Engineer, Capital Region, during construction of projects under his/her supervision. Responsible as Contracting Officer Representative on all JOC Task Orders, Construction Contracts (less than $100K) and service contracts as identified. Maintains liaisons with and participates in frequent discussions with contract personnel and contractor representatives on matters of safety, post regulations, coordination of utility outages, progress of the work, and the needs of the user with respect to work under construction and final release of completed projects to using agency. Oversees the Job Order and Delivery Order Contracts. Conducts site and construction inspections by representatives of various activities including the using service and the Corps of Engineers, makes pre-final and final inspection tours with appropriate representatives, and records deficiencies, directs action to be taken. In concert with Realty Specialist, upon final acceptance and contract closeout forwards the appropriate contract documents including a completed DA 1354. 10%

-- Performs supervisory personnel management functions such as evaluating performance of subordinates, interviewing applicants and making selections for vacancies; recommending incentive awards, disciplinary action and training of subordinates, approving leave; and conducting on-the-job training. Interprets agency policies, regulations, standards, and procedures to subordinates. Enforces safety rules and regulations, and guidelines concerning EEO actions. Reviews requests for personnel actions to assure that EEO policies are adhered to. Investigates complaints in which discrimination is alleged.  Evaluates all facts, and endeavors to resolve problems without resource to formal procedures. Manages position and pay by conducting annual position review, reviewing vacant positions to assure their need by determining propriety of duty assignments and re-engineering of or abolishing positions. 10%

-- Performs other duties as assigned.

FACTOR 1 - PROGRAM SCOPE AND EFFECT LEVEL 1-2,  350 pts 

This factor assesses the administrative, technical, complex clerical, and impact of the services provided to a limited geographical area.

a. Scope: The incumbent oversees the construction/contract/ and services activities of the Installation Service Center (ISC). The work involves supporting the mission of the Fort Myer Military Community (FMMC), a medium-size installation.

b. Effect: The work significantly affects and supports other military installations, which report directly to the FMMC. The services provided directly or significantly affect other functions throughout two military installations comprised of the FMMC.

FACTOR 2 – ORGANIZATIONAL SETTING LEVEL 2-1, 100 pts

This factor considers the organizational situation of the supervisory position in relation to higher level management.

The position is accountable to a position that is two or more levels below the first SES, flag or general officer, equivalent or higher level position in the direct supervisory chain. This matches Level 2-1.

FACTOR 3 – SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED Level 3-3, 775 pts

This factor covers the delegated supervisory and managerial authorities, which are exercised on a recurring basis.

The incumbent plans, coordinates, and oversees the activities of subordinate employees. This includes setting and adjusting short-term priorities; assigning work requirements; developing work objectives and evaluating employee performance.  Giving advice and instruction on work requirements and responsibilities; resolving employee complaints; identifying and arranging for employee training; using initiative and promotes team building; advises higher ranking management officials within the supervisory chain; renders decisions on work problems; makes selections for subordinate supervisory positions; and positions; and recommends appropriate employee recognition.

The incumbent performs all of the supervisory authorities and responsibilities described in Factor Level 3-2c. In order to receive credit for Factor Level 3-3, a supervisor must exercise either the managerial authorities described in Factor Level 3-3a or at least eight of the supervisory authorities and responsibilities described in Factor 3-3b. The incumbent has some involvement in the resolution of budget constraints and is also instrumental in planning for short and long-term goals for the construction/contract/services management. Factor Level 3-3b appropriately measures the incumbent’s supervisory authorities and responsibilities.

FACTOR 4 – PERSONAL CONTACTS

This is a two-part factor, which assesses the nature and the purpose of personal contacts related to supervisory and managerial responsibilities. The nature of the contacts credited under Subfactor 4A, and the purpose of those contacts credited under Subfactor 4B, and must be based on the same contacts.

SUBFACTOR 4a – Nature of Contacts Level 4-a-2,  50 pts

This subfactor covers the organizational relationships, authority of influence with making personal contacts involved in supervisory and managerial work.

The incumbent’s contacts are primarily with managers, supervisor, and employees of the FMMC. Deals with staff and operational representatives of the civilian personnel office, union officials, representatives of the State and local governments and contractors. The nature of the incumbent’s contacts substantially matches Subfactor 4a-2.

SUBFACTOR 4b – Purpose of Contacts Level 4b-2,  75 pts

The purpose of the contacts made with the incumbent is to plan and coordinate the work directed with that of others outside the FMMC. Additionally, the importance of the contact is to attempt to resolve differences of viewpoints among managers, supervisors, employees, contractors, and others.

FACTOR 5 – DIFFICULITY OF TYPICAL WORK DIRECTED Level 5-7,  930 pts

This factor measures the difficulty and complexity of the basic work most typical of the organization(s) directed, as well as other lines, staff, or contracted work for which the supervisor has technical or oversight responsibility, either directly or through subordinate supervisors, team leaders, or others.

The GS-12 level best characterizes the nature of the basic (mission oriented) non-supervisory work performed or overseen by the organization directed, and constitutes 25% or more of the workload of the organization. This meets Level 5-7 as indicated on the chart on page 34 of the General Schedule Supervisory Guide (GSSG).

FACTOR 6 – OTHER CONDITIONS Level 6-4,  1,120 pts

This factor measures the extent to which various conditions contribute to the difficult and complexity or carrying out supervisor duties, authorities, and responsibilities.

Factor Level 6-4a is creditable for supervision of work that requires substantial coordination and integration of a number of major work assignments, projects, or program segments of professional, scientific, technical, or administrative work comparable to difficulty to the GS-1 level. One example of work of this nature is described in the GSSG as integrating the work of a team or group where each member contributes a portion of the analyses, facts, information, proposed actions, or recommendations; and/or ensuring compatibility and consistency of interpretation, judgment, logic, and application of policy. 

Even though the incumbent supervisors work comparable in difficulty to the GS-11 and GS-12 levels, he is not tasked with the authorities and responsibilities described at Factor Level 6-5a. Specifically, supervision at Factor Level 6-5a requires significant and extensive coordination and integration of a number of important projects or program segments comparable in credit direction of a substantial program that is divided into subordinate program segments. Similarly, Factor Level 6-5 involves major recommendations, which have a direct and substantial effect on the organization, and projects managed. The recommendations described in the GSSG as reflective of this level primarily involved internal and external program and policy issues and are not characteristic of the incumbent’s supervisory responsibilities.

The total number of points credited is 3,400 which converts to a grade of GS-13 (3155-3600 points) according to the point-to-grade conversion chart in the GSSG.

