STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 General Manning Avenue, Building 442

Boise, Idaho 83705-8112
Telephone:  (208) 422-3345/3346
STATE VACANCY ANNOUNCEMENT

OPENING DATE:  
17 April 2013

ANNOUNCEMENT NUMBER:
13-19-MN/MW

AREA OF CONSIDERATION:

Open to Federally Recognized Officers of the Idaho National Guard and current State employees of the Idaho Military Division

POSITION TITLE:
Contracting Officer

PAY GRADE:
NGA-12



POSITION CONTROL NUMBER:    4037

CLASS CODE:  
20245

SALARY:
   

$33.16 to $43.10 hourly


FLSA CODE: 
Exempt

DUTY LOCATION:  
Military Division, Purchasing and Contracting Office,






Gowen Field, Boise, Idaho

TYPE OF POSITION:  
Military Nonclassified; Air or Army; Officer.  Military Waived if a current civilian State employee is selected. 

COMPATIBLE MILITARY FIELD: Not applicable



CLOSING DATE:  
17 May 2013
1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 General Manning Avenue, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and Internet address http://inghro.idaho.gov/Jobs.htm and   http://inghro.idaho.gov/hr/forms/forms.htm.  Submit application packets to the above listed street address no later than 4:30 p.m. of the announcement closing date.

Applications will not be accepted via e-mail except from deployed Service members, DOD Civilians, and DOD Contractors serving overseas in support of contingency operations.  Applications may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed or faxed applications.
Your packet must include an Employment Application (SPB-1) with attached sheet(s) of paper that provide individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements of this announcement.  Applicants can additionally submit a resume and/or other supplemental documentation to support qualifications.  

If you request Veterans’ Preference you must submit a completed War Era Veterans’ Preference Form (SPB-1a) and provide supporting documentation demonstrating eligibility.   
The Military Division monitors recruitment and selection programs in order to assure equal employment opportunity.  We appreciate your cooperation by voluntarily furnishing us with an Equal Employment Opportunity Worksheet, (SPB-1b).  

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):  You must provide individual responses on paper to each of the following Mandatory Requirements and KSAs.  
a. Applicants must meet the following Mandatory Requirements (conditions of employment).  You must provide individual affirmative responses (example:  I do have a valid and unrestricted Idaho driver’s license.) on paper to each mandatory requirement (1-3) below or you application cannot be further considered:

(1)  Must be a federally recognized officer of the Idaho National Guard or a current State employee of the Idaho Military Division.  Please identify your unit/organization of assignment, military rank/NGA grade, and position title.

(2)  Must have and maintain a valid and unrestricted state issued driver’s license.

(3)  Must have/obtain and maintain a SECRET security clearance.
b. Applicants must have 36-months of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-10) below.  

In your responses describe your civilian and military education, training, and work experience that is relevant to the position as it relates to the following KSAs.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)

(1)  Knowledge of public/governmental purchasing and Public Works contracting principles and procedures to include pre-award and post-award actions.


(2)  Ability to interpret contract documents, applicable laws, rules, policies, and regulations to ensure compliance in purchasing and contracting procedures. 


(3)  Ability to execute and monitor construction contracts, requests for proposal, leases, invitations for bid, memorandums of agreement, and indefinite delivery contracts for federally funded contracts using state contracting procedures in accordance with the terms of the federal/state agreements.


(4)  Skill in using electronic procurements systems (examples:  SCO, IEMS, and I-Pro).  Skill in proficiently using common Microsoft Office programs (Word, Excel, Access, PowerPoint, and Outlook).  
(5)  Knowledge and ability to contract facility construction and architect/engineering design services.


(6)  Ability to monitor work in progress and maintain surveillance on status of work to include design, construction, service, and commodity contracts.


(7)  Skill in review and interpretation of plans and specifications.

(8)  Skill to negotiate contract protest, disputes, claims, and performance requirements.
KSAs are continued on the next page.

(9)  Ability to process and resolve ratification actions, including preparation of Contracting Officer's decision and obtaining legal review.


(10)  Skill in supervising subordinate purchasing personnel.

3.  SUMMARY OF DUTIES:  Refer to the attached position description.

4.  CONDITIONS OF EMPLOYMENT:


a.  Each person hired will be required to provide verification of eligibility to work in the United States (Public Law 99-6603) and may be subject to a criminal background check.


b.  Refer to the attached position description for the Mandatory Requirements for this position.


c. Military Nonclassified employees are required to comply with military standards and wear the appropriate uniform.  


d.  Incumbent must be a Federally Recognized Officer assigned to the Idaho National Guard.  Loss of military membership or compatible military grade/status will result in loss of employment.  (If a current civilian state employee is selected, the military membership requirement will be waived by the Adjutant General.)

e. The State of Idaho, Military Division is an Equal Opportunity employer.  Selection for this position will be made without regard to race, color, religion, sex, national origin, political affiliation, marital status, physical handicap or age which does not interfere with job accomplishment.  Appropriate consideration shall be given to veterans in accordance with applicable state and federal laws and regulations.

5.  PERSONNEL MANAGER CERTIFICATION:  The title, series, grade, duties and responsibilities are complete and accurate as written and a current or projected vacancy exists as advertised. 

Paula R. Edmiston

Human Resources Manager








Military Division – State Personnel Branch
JOB TITLE:  CONTRACTING OFFICER

POSITION CONTROL NUMBER:  4037

CLASS CODE NUMBER:  20245

SALARY GRADE:  NGA-12

INTRODUCTION:  This position is located in the State of Idaho Military Division.  Its purpose is to serve as chief of the State Purchasing and Contracting Branch and to provide supervision and Direction to all personnel assigned.  It is responsible for the full range of Purchasing and Contracting Officer duties including pre-award through post-award and contract closeout for complex construction and architect and engineering (A & E) contracts using State of Idaho contracting procedures.  It manages the procurement and acquisition programs for the Military Division and provides state purchasing and contracting services for all Army National Guard locations throughout the state.  Contract amounts may be several million dollars, and contractual performance times are frequently for multi-year periods.

DUTIES AND RESPONSIBILITIES:

1.  Functions as a Contracting Officer within the limits of delegated contract authority.  Awards federally funded contracts using state contracting procedures and monitors them to assure compliance with the provisions of the contract and the terms of the controlling federal/state agreement.  Serves as the principal authority in all state contracting matters and advises senior officials and staff on procurement matters concerning current and future plans on complex state contracts.

2.  Plans, organizes, directs, and controls the full spectrum of complex purchasing and contracting operations to assure that all requested services and materials are acquired for the state entities and National Guard in a timely manner and in accordance with applicable state law, regulation and delegated authority.  The nature of services and products acquired include major and minor facility construction, architect/engineering design, specialized and common materials and items for the operation of the Military Division and the National Guard, specialized and routine services, and a wide variety of other materials and services.  Personally manages and administers all of the most complex or sensitive procurement issues or problems areas that may arise in the organization.  Administers all bid protests and contractual disputes that arise.  Should a major or complex contract termination be required, administers all aspects of the termination process.  Responsible for all responses to congressional and gubernatorial inquiries concerning procurement matters pertaining to state contracts.  Responsible for timely completion of all procurement matters.  Responsible for the acquisition strategy of all state contracts.  Responsible for the development of office operational procedures.  Responsible to develop procurement policy for Military Division contracting offices.  Ensures implementation of changes from legislative actions, directives from higher echelons and formulates the overall procurement policies and procedures for state procurement.

3.  Carries out the pre-award contracting process by establishing project objectives and time frames.  Develops and obtains necessary coordination and approval of acquisition/contracting plans.   Determines the appropriate contract type and applicable special provisions as they apply to the particular project requirements.  Selects provisions to be used in the solicitation for bids that are appropriate for the particular procurement.  Prepares the request for proposal (RFP) of invitation for bids (IFB) to include solicitation provisions, bid documents, contract clauses, plans and specifications.

4.  Compiles the bidder’s mailing list, obtains legal reviews and other required reviews or approvals, and issues the solicitation.  Plans for and attends site visits and makes clarifications or changes to the specifications through issuance of amendments to the solicitation as requested by the project engineer.  Is responsible for collecting, opening, and preparing abstracts for all bids.  Determines the responsiveness of all bids and prepares and forwards bid opening reports to the necessary offices.  Determines the responsibility of the prospective contractor by contacting financial institutions and companies/individuals having knowledge of the contractor to obtain information concerning the contractor's competence, financial capabilities, and other information necessary to evaluate the validity of the contractor's proposal or bid.  Signs contracts and obligates the state within the limitations of delegated contractual authority or makes recommendations of award to highest levels.  Obtains required legal reviews and approvals.

5.  During post-award process, attends preconstruction and pre-performance conferences, obtains and reviews bonding and proof of insurance to determine compliance with contractual requirements.  Monitors contractor progress relating to the terms of the contract.  Reviews and approves or disapproves progress payment requests from the contractor, enforces compliance with contractual requirements by reviewing contractor and subcontractor payrolls, on-site labor compliance survey, and requesting additional wage rate classifications from the U. S. Department of Labor and State agencies.  Coordinates and resolves all labor matters relating to the contract.  Reviews data provided by engineers and inspectors to determine the appropriate contract changes.  Develops appropriate contract modification documentation and negotiates changes to the contract.  Signs modifications within designated contractual authority.  Obtains design submittals at the appropriate time for review.  Processes contractor claims expeditiously, approves or disapproves claims and prepares files for litigation if necessary.  Provides all administrative coordination, completes contract management and centralized clearing for all matters affecting the contract.

6.  As necessary, takes action to terminate a contract for convenience of the State or when the contractor defaults.  Compiles all necessary documentation to support the termination action in accordance with current procurement regulations.  After termination notice, negotiates termination claim conditions to effect an equitable adjustment.  Serves as the focal point for processing and resolving ratification actions including preparation of contracting officer's decision, obtaining legal review, obtaining invoices, statements of fact, and processing for payment.  Monitors all federal/state agreements and contracts awarded by the state contracting procedures to determine compliance with the provisions of the agreements including review of the procedures to determine compliance with federal provisions, review of payment vouchers to determine federal and state share, and review of proposed change orders for compliance with state and federal requirements.

7.  Prepares for and conducts or attends numerous meetings throughout all phases of assignments.

8.  Provides supervision for assigned subordinate employees.  Plans, schedules, assigns and reviews work.  Work is assigned to individuals based on levels of knowledge, experience, and abilities consistent with priorities.  Establishes priorities and deadlines, explains work requirements, methods and procedures as needed, and reviews work in progress and upon completion.  Advises the Adjutant General of anticipated vacancies, increased workloads, or other circumstances that will require replacements or additional staff.  Interviews candidates for vacancies and recommends appointments, promotions and assignments.  Counsels subordinate employees, develops performance requirements, prepares formal employee evaluations, recommends or effects disciplinary measures as necessary, and resolves employee complaints.  Determines employee training requirements.  Plans and implements employee training and development within the division.

9.  Performs related specialized tasks and other duties as assigned.

SUPERVISORY CONTROLS:  Receives administrative direction from the Adjutant General’s Executive Officer, who makes assignments in terms of broadly defined objectives, programs or functions based on established policies.  Performance is evaluated for adequacy and overall effectiveness and accomplishments of the state contracting program.  Incumbent independently determines the approaches and methods to carry out mission or goals and has considerable latitude for dealing with problems arising throughout all phases of assignments.  Plans and implements procurement actions including coordination of the various elements involved.  Advisory services provided to management are considered to be technically authoritative as a contracting officer.  Keeps the supervisor informed of progress, potentially controversial issues, and matters which affect or deviate from policy.

PERSONAL WORK CONTACTS:  The incumbent's contacts include co-workers, Idaho Military Division state staff, legal personnel, engineers, officials and managers of the using activities, representatives of the 
U. S. Department of Labor, representatives of personnel from NGB, representatives of State Departments of Purchasing, Public Works, and Labor, and high-ranking personnel within the contractor's operations.

PHYSICAL DEMANDS / WORK ENVIRONMENT:  The majority of work is sedentary and performed in a well-lit, climate controlled office environment.  May require occasional lifting of light items such as office equipment, files, or supplies up to 25 pounds.  
MANDATORY REQUIREMENTS / REQUIRED EXPERIENCE:  As stated in the State Vacancy Announcement.
FLSA Overtime indicator:  A (Administrative, straight time)

EEOC Code = A01  (Administrative)

APRIL 2013 (Updated)

