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25.

a.
INTRODUCTION
This position is located in the Purchasing and Contracting Division of the United States Property and Fiscal Office (USPFO).  Responsible for a full range of contracting functions including pre-award and post award activities for a variety of complex supply, service, construction, architect-engineering (A-E), automated data processing equipment (ADPE), software contracts, multi-year, and multi-award best value Task Order Contracts (MATCO).  Provides contracting services for all Army and Air National Guard (NG) activities and locations throughout the State.  Contracting is accomplished through negotiation, sealed bidding, or simplified acquisition procedures for commercial items and complex non-commercial items.  Performance periods of more than one year frequently apply to these acquisitions.

b.
DUTIES AND RESPONSIBILITIES
(1) Exercises Level II contracting certification authority in oversight and/or accomplishment of procurement of a variety of complex supply, service, construction, architect-engineer, automated data processing equipment/software/supply/items and services. Many of these contracts extend over one or more years.  Exercises delegated Contracting Officer authority.

(2) Functions as a project manager of an acquisition team.  Reviews requests for contracts, directs the activities of the acquisition team, and encourages open communication and unity of purpose among team members.  Participates in the development of acquisition strategies and evaluation of technical proposals.  Researches guidelines, including statutes and case law, to determine the legal basis for each uniquely flexible acquisition process utilized.  Analyzes requirements in order to develop acquisition processes that deliver basic best value products and services on a timely basis in response to agency requirements.  Ensures the acquisition strategy encourages innovation. Makes local adaptations where uniformity is not essential; and results in promotion of competition, minimizes administrative operating costs, and fulfills public policy objectives.  Conducts business with integrity, fairness, and openness.

(3) Develops competitive source selection plans to select contractors who have demonstrated a record of successful past performance or who demonstrate a current superior ability to perform.  As required by the acquisition performs market research and communicates with the commercial sector as early as possible in the acquisition cycle to determine the capabilities available in the commercial marketplace.  Maximizes use of commercial products and services in meeting agency requirements.  Develops internal administrative processes that include reviews, rules, and procedures that apply to the contractor community when their benefits clearly exceed the costs of their development, implementation, administration, and enforcement.

(4) Evaluates offers received in response to solicitations utilizing expertise available in areas such as engineering, auditing, pricing, computer technology, and project scheduling.  Obtains required pre-award surveys, audits and field pricing reports to establish responsibility of contractor and to develop negotiation strategy.  Negotiates fixed-price and cost-reimbursement contracts.  Maintains continuous liaison with technical personnel to obtain accurate pricing information.  Negotiates contracts covering long-term/multi-year performance; having option provisions requiring increases in project scope with potential renegotiations of price and delivery.

(5) Reviews Architect-Engineer selection processes to determine compliance with Federal acquisition regulations (FAR) and acquisition policies and procedures.  Analyzes acquisition directives to determine requirements for special provisions or inclusion of options.  Prepares justification and approvals for sole source and other required clearances.  Analyzes contract requirements and recommends revisions to the statement of work specifications as necessary.  Assists technical personnel in development of performance based work statements and best value award factors.  Supports special programs, i.e., Small Business Administration Section 8(a), Small Disadvantaged Business, Woman-Owned Business, and Historically Under Utilized Business Zones, by ensuring appropriate opportunities in the contracting process.

(6) Prepares solicitation/amendment documents, incorporating provisions such as cost accounting standards, performance-based work statements, best value source selection, cost or pricing data, and payment provisions, as required.  Ensures the acquisition process shifts focus from “risk avoidance” to one of “risk management”.  Exercises independent personal initiative and sound business judgment in providing the best value product or service to meet the customer’s needs.  Analyzes proposals for compliance with scope of work set forth in the proposed task orders, performance work statements, performance tests and price and cost analysis.  Serves as the contract negotiator for the government on contracts, modifications, and task/delivery orders.  Analyzes and evaluates cost in relation to audit reports and performs detailed cost/price analyses when required.  Determines government negotiation position, finalizes reasonable profit objective, and prepares pre-negotiation objective memoranda.  Prepares negotiation memoranda and supporting documentation upon completion of price and performance negotiations.

(7) Performs contract management during post-award performance phase of the acquisition cycle on assigned contracts to assure timely receipt/performance of the contracted items or services.  Monitors contractor performance through progress performance schedules, (i.e., Critical Path Method (CPM) schedules, conversations, progress meetings, site visits, material submittal approvals, review/approval of progress payment vouchers and supporting payment documentation).  Negotiates contractors’ request for change orders and requests for equitable adjustments to the contract price, analyzes differing site conditions as required, reads and interprets plans and specifications to determine contractor compliance or non-compliance with contract specifications.  Analyzes a broad range of factors in making critical management decisions concerning contractor performance, payment of contractor claims, and making decisions concerning termination of the contract for default or convenience.

(8) Performs other duties as assigned.

c.
FACTOR DISCUSSION

FACTOR 1, Knowledge Required by the Position

--Knowledge of contracting principles and innovative contracting processes and procedures applicable to pre-award and post-award actions sufficient to develop and administer contracts for a wide range of construction projects, architect-engineering services as well as complex supply, automated data processing equipment, and other services.

--Comprehensive knowledge of business practices and market conditions sufficient to identify qualified contractors and to evaluate bids for responsiveness, contractor responsibility, and probable performance efficiency and to make decisions on other wide ranging contract actions that are not well defined or lack precedence.

--Knowledge of principles and practices of team building, ability to establish performance goals and assess progress toward their achievement, ability to adjust work operations and project objectives to meet emergencies, changing project, or production requirement within available resources and with minimum sacrifice of quality or quantity of work.

--Knowledge of innovative and experimental acquisition theories, processes and techniques that are compliant with the current guidelines, regulations, and case law and the ability to develop performance based work statements and performance testing.

--Knowledge of legal implications and requirements of contract clauses including contracting officer administration functions required to insure compliance with all contract documents and monitor contractor performance, negotiate necessary changes, conduct wage surveys, and resolve a variety of complex problems; knowledge of technical procedures required to prepare decisions on contractor claims; and demonstrated ability to analyze the contractor’s requests for equitable adjustment, audit information, and determination of costs that are allowable.

--Knowledge of cost and price analysis techniques and commercial business and industrial practices to evaluate proposals to ensure acquisitions are obtained from responsible contractors, that subsequent contracts are within acceptable dollar limits, and prices are fair and reasonable.

--Knowledge of oral and written communications sufficient to act as a team chief/project manager/lead negotiator during complex negotiations.

--Must be knowledgeable of OSHA construction worksite safety requirements (29 CFR 1910 & 1926) and current edition of U.S. Army Corps of Engineers Safety and Health Requirements Manual, EM 385-1.

Factor 2 – Supervisory Controls

Incumbent works under the general supervision of the Supervisory Contract Specialist within the USPFO.  The supervisor assigns work in terms of overall procurement projects.  The incumbent develops priorities and project deadlines in consultation with the supervisor but carries out work independently.  The incumbent obtains data and support documentation, resolving conflicts such as disagreements on technical descriptions, cost elements, or economic price adjustments independently as they arise.  Incumbent negotiates alone but informs supervisor on controversial issues that may require policy interpretation, deviation from policy, or setting precedent.  The incumbent has considerable latitude for dealing with problems arising throughout all phases of assignments.  Exercises full authority in signing contracts within delegated authority as a Contracting Officer.  Review of completed work is limited.

Factor 3 – Guidelines

Employee exercises ingenuity and imagination in creating and developing innovative workable contractual arrangements as guidelines are of limited use due to the uniqueness of many of the contracts.  Extensive interpretation is required in determining the extent of relevance of guidelines and in developing new approaches deviating from customary contracting processes to carry out assignments.  Guidelines are limited to federal statutes, FAR, ARMY and Department of Defense FAR Supplement and broad statements of policy that are often inapplicable.  The employee interprets Comptroller General decisions, ASBCS decisions and other case law.  The employee develops new contracting approaches, (deviating from customary contracting processes, when required) writes specific new conditions, and utilizes innovative acquisition strategies when appropriate.

Factor 4 – Complexity

Assignments include a significant workload in negotiation/administration of complex long-term (multi year, labor intensive) contracts for construction, systems, and programs where there is a lack of previous experience or competition, extensive subcontracting, and similar problems.  Work requires extensive coordination with numerous government agencies and activities as well as a number of contractors and subcontractors.  Contracts include numerous special terms and conditions, are negotiated in sole source situations, require in-depth use of price and cost analysis in negotiations, involve frequent changes in specifications during the contract, and include considerable support on new or advanced equipment.  They include broad planning and contract process reviews covering analysis, evaluation, surveillance, and consultation functions and processes pertinent to review and approval or return of disapproved contractual actions.  Within the limits of the incumbents warrant, plans, directs, analyzes, coordinates, and reviews all assigned contracts.  Contracting plans developed by the incumbent are characterized by many complexities including situations where the scope and amount of work to be accomplished are unknown.  A significant number of contracts lack precedence and require originality in design and creativity in structure, involve large dollar amounts, and extend over several years (or one year with options to renew for a 3-5 year period).  Contracts are in varying stages of development.  Limited competition exists in many situations and the incumbent has to utilize new, modified, or locally developed contract provisions.  Contracts generally require formal source selection procedures and often require unusual contractual provisions.  Complexity is experienced in the extensive analysis strategy, and in the identification of existing relationships to accomplish program objectives in the shortest time, and within funding limitations.  Technical and legal decisions are interpreted in relation to acquisition strategy.  Small and disadvantaged business considerations are required at prime and subcontractor levels.  Incumbent extends contractual techniques, modifies approaches, develops new terms and conditions, or proposes other innovations necessary to satisfy the unique procurement requirements and conditions.

Factor 5 – Scope and Effect

The purpose of this work is to provide expertise in the acquisitions program by resolving critical problems pertaining to the full range of pre-award and post-award functions in support of Army and Air National Guard requirements for all assigned contracts.  The work includes:  planning, advertising, negotiating, awarding, and administering complex contracts (many of which are long term) not only using well-established processes, but also innovative and unusual contracting strategies.  Functions performed include providing advisory services, formulating the procurement strategy, developing or obtaining pricing and technical evaluation criteria, analyzing requirements and proposals, and monitoring and evaluating the contractor’s performance subsequent to award of the contract.  Exercises contracting officer authority within prescribed warrant limits on all or most contractual actions.

The work affects a wide range of procurement activities throughout the state relevant to the adequacy of supplies, services, construction, and architect/engineering services of the Army and Air National Guard and other supported activities, results in accomplishment of significant procurement/technical program goals of the state, and has significant economic impact on contractors and geographic areas in terms of Federal contracts received.

Factor 6 – Personal Contacts

Contacts include, but are not limited to internal state/agency senior leadership, representatives from other governmental agencies, external agency specialists, team members, other divisions, legal personnel, professional engineers, auditors, high-ranking officials and managers of the using activities and vendors, procurement center representatives and contracting officials of the U.S. Small Business Administration, U.S. Department of Labor, National Guard Bureau, and investigative agencies.

Contacts occur in moderately unstructured settings to include construction site visits and negotiation meetings, pre-performance conferences, and progress meetings.  The extent of each contact is usually different with roles and authorities being developed during negotiations or discussions.

Factor 7 – Purpose of Contacts

The purpose of the contacts is to serve as a team leader for members assigned to the negotiation team, provide advice regarding procurement regulations, deal with personnel of highly divergent points of view and persuasion in the pre-award and post-award phases of the contract cycle, conduct conferences, obtain information necessary for pre-award evaluation, conduct fact-finding, perform acquisition planning coordination with contractors to negotiate delivery schedules, monitor contractor compliance with the contract, negotiate contracts and contract changes, investigate and resolve a variety of contract performance problems, and deal with/resolve a variety of sensitive issues related to assignments.

Factor 8 – Physical Demands

The position requires visits to construction sites on a regular basis to check work progress, inspect for compliance with contract provisions, evaluate claims pertaining to changed site conditions, and resolve differences.  Site visits require agility in walking around machines, moving equipment, and construction in progress, and may involve bending and climbing.

Factor 9 – Work Environment

Subject to moderate risks which require safety precautions while visiting construction sites.  May be required to use safety hats, glasses, breathing apparatus, and boots during on-site visits.

EVALUATION STATEMENT

A.  Title, Series and Grade:  Contract Specialist, GS-1102-12

B.  References:  

1.  USOPM PCS for Contracting Series, GS-1102, Dec 1983.

C.  Background:  The current position description was put in place in August of 2001.  That position description still remains valid and is appropriate for the majority of journey level Contract Specialist positions at state level.  However, this new description was determined necessary to recognize a higher level required in certain instances.  The fundamental missions have not changed but the multitude and complexity of the mission of the Army and Air National Guard has expanded significantly.  To be placed on this new position requires the incumbent be performing at the higher level (GS-12) for a minimum of 25% of the time.  If more than one position is found performing this work, good position management suggests that each incumbent should perform at the higher level for a minimum of 50% of the time.  The above criteria should be considered when determining whether additional GS-12 positions should be established.  We expect that most states will not have more than one position meeting the criteria of this new description given the fact that much of the supervisor’s position will involve handling the more complex contracts.

D.  Pay Plan, Series, Title, and Grade Determination:

1.     Pay Plan:  The Introduction to Position Classification Standards states that to determine the Pay Plan, it must be determined what the “paramount requirement” of the position is to determine if it belongs to the General Schedule or Federal Wage System (Section IV:  Determining Coverage by the General Schedule or the Federal Wage System).  A position is subject to the General Schedule, even if it requires physical work, if its primary duty requires knowledge or experience of an administrative, clerical, scientific, artistic, or technical nature not related to trade, craft, or manual-labor work.  In this particular position, the primary duty requires knowledge of an administrative/technical nature in the contracting career field.  Therefore, the General Schedule (GS) is the selected pay plan. 

1.  Series:  Positions which include duties and responsibilities involving the procurement of supplies, services, construction, or research and development using formal advertising or negotiation procedures; the evaluation of contract price proposals; and the administration or termination and closeout of contracts requiring knowledge of business and industry practices, sources of supply, cost factors, and the legislation, regulations, and methods used in contracting are classified in the GS-1102 occupational series.  Since this position performs this type of duties it is appropriately classified to the GS-1102 series.

2.  Title:  The title specified for positions classified in the GS-1102 series that require a knowledge of pre-award and post-award procedures to plan and conduct the contracting process and which also require a knowledge of two or more contract functions with none predominant is Contract Specialist.   Since this position involves pre-award/post-award/cost analysis type duties it falls within coverage of the GS-1102 series.

3.  Grade:   Evaluation of the factors involved in the duties and responsibilities of this position is reflected in the appended FES Factor Evaluation Sheet.  The grade level of the position is GS-12.

E.  Conclusion:  Based on the above evaluation, this position is classified as Contract Specialist, GS-1102-12.

Classifier: Roger M. Parrish, NGB-J1-TNC
Date:  20 Feb 04

FACTOR EVALUATION SYSTEM
POSITION EVALUATION STATEMENT

	FACTOR
	LEVEL
	POINTS
	REMARKS

	1.  KNOWLEDGE REQUIRED BY THE POSITION


	     1-7
	     1250


	See Analysis Below

	2.  SUPERVISORY CONTROLS


	     2-4
	      450
	See Analysis Below

	3.  GUIDELINES


	     3-4
	      450
	See Analysis Below

	4.  COMPLEXITY


	     4-5
	      325
	See Analysis Below

	5.  SCOPE AND EFFECT


	     5-4
	      225
	See Analysis Below

	6.  PERSONAL CONTACTS 


	     6-3
	       60
	See Analysis Below

	7.  PURPOSE OF CONTACTS


	     7-3
	      120
	See Analysis Below

	8.   PHYSICAL DEMANDS   


	     8-2
	        20
	See Analysis Below

	9.   WORK ENVIRONMENT


	     9-2
	        20
	See Analysis Below

	        TOTAL POINTS ASSIGNED:                       2920

	     GRADE:  GS-12


NARRATIVE ANALYSIS OF CHART

Factor1. Knowledge Required by the Position
FL 1-7    1250 Points

Fully meets Level 1-7.  The incumbent of this position exercises in-depth knowledge of a wide range of contracting methods as assignments involve a full range of contracting functions for a variety of complex supply, service, construction, architect and engineering, automated data processing equipment, etc.  The incumbent analyzes difficult contracting issues and identifies alternative courses of action, modifies standard contracting procedures and terms to satisfy specialized requirements, and solves a variety of contracting problems, including those requiring significant departures from previous approaches.  Many of the contracts worked are long term (one to several years duration) and involve many changes/renegotiation requiring a knowledge level described in Level 1-7.  The position also meets criteria cited regarding familiarity with business practices and marketing conditions.

It does not require mastery knowledge of the contracting field as described at Level 1-8 of the standard.  

Factor 2. Supervisory Controls 
FL 2-4    450 Points
The supervisor assigns work in terms of overall procurement projects.  The employee, in consultation with the supervisor, develops priorities and project deadlines.  Work is carried out independently.  Review of completed work is limited.  Controversial or sensitive issues are discussed with the supervisor.  Level 2-5 involving only administrative direction is not met, as the supervisor is able to provide technical review as a warranted contracting officer and is available for consultation. The supervisor exercises overall program management authority for the Contracting Division.  The level of freedom allowed in this position is a direct match to that described in Level 2-4 of the standard.

Factor 3. Guidelines 
FL 3-4    450 Points
Guidelines include Federal procurement laws, agency contracting regulations, directives and instructions, and Comptroller General decisions.  The complexity/uniqueness of many of the contracts assigned the incumbent are such that these guidelines typically cannot be applied directly, and require a significant degree of interpretation to determine the extent of relevance to each particular procurement as well as the development of new contracting approaches deviating from customary contracting processes and the writing of new contract provisions/conditions as well as the use of innovative acquisition strategies when appropriate.  This fully meets Level 3-4.  It does not meet requirements for extensive interpretation of legislation nor is the employee recognized as an authority on developing and interpreting procurement guidelines, policies, regulations, and/or legislation typical of Level 3-5.    

Factor 4. Complexity 
FL 4-5    325 Points

Level 4-5 is appropriate for this position due to requirements for significant planning, coordinating, and administering of long term contracts for construction, systems, and programs for a significant part of the work performed (minimum of 25%).  Within warrant limits the incumbent plans, directs, analyzes, coordinates, and reviews all assigned contracts.  Contracts elevating this factor to Level 4-5 are those extending over several years, representing high dollar value, and involving a variety of contractual methods requiring extensive coordination with numerous government agencies and activities as well as a number of contractors and subcontractors.  Included are contracts with numerous special terms and conditions, negotiating in sole source situations, in-depth use of price and cost analysis in negotiation, frequent changes in specifications during the life of the contract, and a considerable amount of support on new or advanced equipment.  The incumbent determines multi-year versus single-year procurement approaches, various special options, and appropriate type of contract for the particular requirement.  The employee interprets technical and legal decisions in relation to acquisition strategy, and performs trade-off analyses, and develops alternate courses of action for problem resolution.  The incumbent makes additions/changes/terminations due to the continuously changing fiscal policies, and performs post award contract administration functions such as monitoring and assuring compliance with special contracts.  Decisions serve as a basis for committing the government to courses of action on projects that are multi-year in duration, and sets precedents.  Procurements are complicated by the need to integrate requirements from various sources into one acquisition.

Factor 5. Scope and Effect 
FL 5-4    225 Points
The purpose of the work is to serve as a project manager and contracting officer responsible for exercising limited Level II contracting authority and for administering a wide variety of contracts (including multi-year) in the areas of construction, supplies and services for the Army and Air National Guard within the state.  Assignments cover acquisition planning, coordinating and leading negotiations, developing scope of work, contract acquisition packages, and post acquisition modifications, changes, settlements, and terminations for a variety of complex contracts.  This meets Level 5-4.

Contract administration performed by the incumbent affects a wide range of procurement activities in the state by insuring the progress and timely completion of contracts for both the ARNG/ANG. It impacts readiness and mission accomplishments. Under the total force concept impact of contracting actions extends beyond state impact.  It also affects costs and profits of the contractor and contributes to the accomplishment of significant state projects with some agency impact due to the NG role in the total force concept.  The effect fully meets Level 5-4.

Factor 6. Personal Contacts 
FL 6-3    60 Points
Contacts are with high-level officials in major firms and vendors, with internal state/agency senior leadership, external agency specialists, as well as with representatives from other governmental agencies in a moderately unstructured setting, with the purpose and extent of contacts differing depending on the situation.  This fully meets the criteria of Level 6-3.  Some criteria of Level 6-4 are met (i.e., contacts with high-ranking officials from outside the agency) but that level describes contacts with congressional members and key staff officials of various companies that are relatively inaccessible.  Regularity of such contacts is not such that this level can be credited.  

Factor 7. Purpose of Contacts 
FL 7-3   120 Points
Contacts are for the purpose of negotiating contracts, contract changes, monitoring, evaluating, and resolving matters of contractor performance management and progress, or communicating on other complex technical issues regarding design and specification issues in the contract.  The incumbent assumes the lead role in most of these negotiations and meetings.  Issues often involve negotiation on sensitive issues, requiring the incumbent be skillful in resolving issues.  This fully meets Level 7-3 criteria.  Level 7-4 typically involves major, large systems acquisition programs requiring negotiation with management representatives of other agencies, foreign governments, and international organizations and serving on contract review boards at the departmental or independent agency level.  This extends beyond the level of this position.  

Factor 8. Physical Demands 





  FL 8-2    20 Points
Physical demands involve walking over rough, uneven, or rocky surfaces at construction sites and other outdoor facilities as well as long periods of negotiations that create a high level of both mental and physical stress.  This meets the criteria of Level 8-2. 

Factor 9. Work Environment
FL 9-2    20 Points
Meets Level 9-2 that involves moderate risks/discomforts on a regular and recurring basis from visiting work sites where hazards such as machines, moving equipment, chemicals, noise, vibrations, hazardous or extreme weather conditions are present.

FINAL CLASSIFICATION:  Contract Specialist, GS-1102-12

Classifier: Roger M. Parrish, NGB-J1-TNC
Date:  20 Feb 04

