Position Description
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PD#: 01039
	
	
	
	Replaces PD#: 

	Shred: Varies
	
	CONTRACT CONTROL ASSISTANT 
	
	

	
	
	GS-0303-07
	
	


	PRIVATE
Installation:
	Varies
	
	Major Command: Varies
	

	
	
	
	Region: Varies 
	

	
	
	
	
	

	
	
	
	
	



Citation 1: OPM GLG / Clerical & Asst Work, Jun 89

       OPM PCS Misc Clk and Asst Series, GS-0303, Jan 79

       OPM PCS Management and Program Clerical & Assistant Series, GS-0344, May 93
 

Classified By: 
Classification Date: 


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

	Career Program: 
	Financial Disclosure Required: No
	Acquisition Position: No

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

	Competitive Area: DD
	Position Sensitivity: 1
	Target Grade/FPL: 07

	Competitive Level: EE2 
	Emergency Essential: N
	Career Ladder PD: 



SUPERVISORY CONTROLS

This position functions under the general supervision of the Chief, Contract Management Division, Installation Service Center, who provides broad overall objectives to be achieved. Exercises initiative and sound judgment by performing duties independently according to established policies and procedures. Supervisor and/or higher graded technical employee is kept informed of deviations from established policy on complex issues with the incumbent providing advice on any subject without prior approval involving procurement or contract practices or techniques and to make binding decisions. Completed work is reviewed in terms of timely accomplishment, adequacy of coordination, conformance with established policies and application of sound judgment. Overall work is evaluated in terms of performance standards established by the supervisor.

MAJOR DUTIES

1. Provide expertise in examining all documentation, including those that are highly complex or controversial associated with the division contracts which pertain to FMMC supported  projects and involve maintenance/ repair and, replacement/construction of real property facilities. Annual contractual workload for multiple delivery orders is valued up to $3,000,000. Prepare all support documents in the administration of Indefinite Quantity contracts which requires knowledge of applicable purchasing and contract procedures and examines all incoming documentation for approval. Prepare requests-for-proposal based on technical scope furnished by others. Participate in negotiations of delivery orders and prepares minutes of such meetings with the contractor. Initiate and prepare Purchase Request and Commitment DA Forms 3953 and DA Form 2544 to obtain transfer of necessary funding. Make entry’s, of all documents/delivery order actions, into an Automated Information System for work management and funding purposes. Maintain electronic contract files on each Work Order. Prepare letters of distribution for technical review actions, documents technical review meetings or responses and prepares invoices for certification.  Prepare supporting Automated Information System input documents, and closes out contract files. Must establish and maintain good working relationships with personnel in other organizational elements, customers and contractors. 45%

2. Responsible for the validity, sufficiency, and status of all project approvals, funding, and change orders.   Prepare procurement and contract packages and checks for appropriateness and currency. Research and examine files to determining adequacy of project documentation to include work request approval, design coordination and approval, MDW Requirements Review Board approval, and DD Form 2544 fund transfer. Assure all support documents are on file or are up-to-date and retrieve those, which are missing from the responsible person. Coordinate with technical staff and requestor/user organizations to validate estimate of impact costs. Obtain all necessary signatures for support documents. Prepare correspondence involving change order requirements, invoices, or fund requests. Take follow-up actions on fund requests and ADP inputs or error corrections. Insure adequacy and currency of project files and the electronic filing system. 30%

3. Responsible for reporting data monthly and quarterly on delivery orders. Must compile and prepare monthly and quarterly progress reports on each delivery order. Report to include type of funds, start and completion dates, percentage of work completed, cost of project delivery order. Provide a running cost for each delivery order to prevent cost over-run. Provide updates to Division Chief and to customers. 25%

Performs other duties as assigned.

Nature of Assignment

Work consists of specialized duties with continuing responsibility for projects, questions, or problems that arise within an area of a program or functional specialty as defined by management.  Work assignments involve a wide variety of problems or situations common to the segment of the program or function for which the employee is responsible.  Each assignment typically consists of a series of related actions or decisions prior to final completion.  Decisions or recommendations are based on the development and evaluation information that comes from various sources.  The work involves identifying and studying factors or conditions and determining their interrelationships as appropriate to the defined area of work.  The employee must be concerned about taking or recommending actions that are consistent with the objectives and requirements of the program or functions.

The work requires knowledge and skill to recognize the dimensions of the problems involved, collect the necessary information, establish the facts, and take or recommend action based upon application or interpretation of established guidelines.  The work also requires practical knowledge, developed through increasingly difficult, on-the-job training or experience dealing with the operations, regulations, principles and peculiarities of the assigned program, function or activity.

Level of Responsibility

The supervisor makes assignments by defining objective, priorities and deadlines.  The employee works independently, using general understanding of the expected outcomes and the scope of the assignments and draws upon experience in resolving the more difficult situation that occasionally arise.  The work is reviewed for technical accuracy, soundness of judgment and adherence to program requirements and objectives.

The incumbent has available for use, a large number of guidelines covering the various aspects of the total job.  Incumbent uses judgment to select the correct part of the most appropriate guideline to apply to each of a large variety of actions, such as budget estimate, tracking annual spending and initiating personnel actions.  When guideline change, the employee may obtain assistance as needed from staff specialists at a higher echelon.  Incumbent follows procedures, formats and practices specified in agency supplements to broad, Government-wide guideline.  However, situations often arise which are not specifically covered by guideline, requiring the incumbent to apply general principles to specific situations.

Contacts

Contacts are with co-workers, managers in the organization for which services are performed, contractors and staff specialists at higher echelons.

The incumbent develops and exchanges information, resolves operating problems and makes recommendations.  Contacts are usually cooperative, but there may be disagreement as to the facts in a case, or disagreements on the interpretation or application of regulations and guidelines to specific situations.

