STATE OF IDAHO
MILITARY DIVISION

Human Resource Office (HRO)

State Personnel Branch

4794 Farman Street, Building 442

Boise, Idaho 83705-8112

Telephone:  (208) 272-4236/4237
STATE VACANCY ANNOUNCEMENT

*Registers established from this announcement may remain valid for up to 
six months to fill vacancies in the same classification.


OPENING DATE:  
22 August 2011

ANNOUNCEMENT NUMBER:
11-19-N


AREA OF CONSIDERATION:
Restricted to current members of the Idaho National Guard, Idaho Military Division State Employees, and Idaho National Guard Federal Technicians

POSITION TITLE:
Purchasing Agent 



PAY GRADE:
NGA-8




POSITION CONTROL NUMBER:    5202

CLASS CODE:  
20195

SALARY:
   

$20.30 to $26.38 hourly


FLSA CODE: 
Administrative (Straight-time)

DUTY LOCATION:  
Military Division, Purchasing and Contracting, Gowen Field, Boise, ID

TYPE OF POSITION:  
Civilian Nonclassified (does not require military membership)  

COMPATIBLE MILITARY FIELD:
Not applicable



CLOSING DATE:  
7 September 2011



1.  HOW TO APPLY:  Application forms and announcements are available at the Human Resources Office (HRO), 4794 Farman Street, Building 442, Gowen Field, Boise, Idaho, 83705-8112 and Internet address http://inghro.state.id.us/Jobs.htm    and   http://inghro.state.id.us/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.  Deployed applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of the          e-mailed application.

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 (KSA)  listed under Qualification Requirements of this announcement.
The State of Idaho provides Veterans Preference in employment.  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).  
Failure to provide a complete packet may prevent you from being considered for this position.

2.   QUALIFICATION REQUIREMENTS – Mandatory Requirements and Knowledge, Skills and Abilities (KSA):  Provide individual responses on paper to each of the following Mandatory Requirements and KSA's  (both a. 1-2  and b. 1-7 ).  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 KSA’s.  (The KSA responses are used to assist in the determination of the best-qualified applicants.)   
a.  Applicants must meet the following Mandatory Requirements.  Provide individual responses on paper to each mandatory requirement (1-2) below:
NOTE:  You must respond affirmatively to each mandatory requirement, or your application will not be further considered.

(1)  Must submit to and pass a criminal background check, and be eligible to obtain and maintain the required level of clearance allowing common access to DOD facilities and networks.


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

b. Applicants must have 18-months of experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement below (1-7) below: 

NOTE:  You must provide adequate examples for each of these elements so that a panel of subject matter experts may evaluate and determine your possession of each knowledge, skill, or ability.  Without adequate examples, the panel will not be able to properly assess your qualifications for this position.


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


(2)  Ability to ensure the proper source of supply to include analysis of vendor capabilities and execution of request for proposals, memorandums of agreement, and indefinite delivery contracts.


(3)  Ability to conduct cost analysis to ensure the most competitive/beneficial price for goods and services.


(4)  Skill in using electronic procurements systems (i.e., SCO, IEMS, and I-Pro).  Skill in proficiently using common Microsoft Office programs (Word, Excel, Access, PowerPoint, and Outlook).  

(5)  Knowledge of applicable business practice and market conditions sufficient to identify potential contractors and to evaluate bids, responsiveness, contractor responsibility, and performance.


(6)  Ability to monitor work in progress and maintain surveillance on status of work.


(7)  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. 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. 

// Original Signed //
Paula R. Edmiston

Human Resources Manager








Military Division – State Personnel Branch
JOB TITLE:  PURCHASING AGENT
POSITION CONTROL NUMBER:  5202

CLASS CODE NUMBER:  20195

SALARY GRADE: NGA-08

INTRODUCTION:   This position is located in the State of Idaho – Military Division, Purchasing and Contracting Section.  The purpose of this position is to serve as a supervisory purchasing agent and purchasing information management system administrator.  Responsibilities include organization and execution of the purchasing programs for Idaho Military Division (IMD) purchasing, and the Integrated Engineering Management System (IEMS) purchasing program which supports the Air National Guard (ANG), Army National Guard (ARNG), and State of Idaho purchasing requirements as defined by various Operations and Maintenance (O&M) cooperative funding agreements (Federal/State).  The incumbent acts as primary purchasing point of contact for the IMD, Bureau of Homeland Security (BHS), Public Safety Communications (PSC) and supported O&M agreement Program Managers.  

DUTIES AND RESPONSIBILITIES:  

1.  Completes complex purchases for specialized services, materials and equipment primarily through formal contracting and informal open market methods for which source of supply must be researched and identified.  

2.  Serves as the single point of contact within the purchasing section for coordination with other contracting activities, Idaho Division of Purchasing, the Military Division State Resource/Accounting Office, supporting budget personnel, supported O&M agreement senior program managers, and vendor sales and management personnel.  

3.  Exercises purchasing authority within statutory limits in carrying out purchasing agent responsibilities.

4.  Supervises subordinate purchasing personnel.  Typical responsibilities include: hires, trains, sets performance standards and evaluates performance, implements internal purchasing policy and procedures, interprets State Purchasing Code and policies for staff and vendors.  Ensures reporting personnel are trained to perform at the appropriate level.  Reviews work, assists in developing work priorities, and assists in more difficult purchases.  

5.  Is regularly involved in more complex purchases of a wide variety of goods and services based on State, ARNG, and ANG mission requirements.  Must be knowledgeable of and apply the guidance contained in state procurement laws, regulations, and several binding federal grants and O&M cooperative funding agreements.  Independently processes properly authorized purchase requests to final completion requiring solicitation of written and verbal bids, confirmation of fund availability in the appropriate account, negotiation of price, and delivery schedule dictated by the nature of the procurement request, which may include developing formal contracts requiring special provisions.

6.  Researches publications and code to determine specifications or special requirements when applicable for materials and equipment items.  Ensures the proper source of supply to include analysis of vendor capabilities and execution of both blanket purchase agreements and indefinite delivery contracts when appropriate.  Vendor sources may often be outside the local area due to the unique or specialized nature of some purchase items.  Researches and contracts special purchase items that are one of a kind or no longer available and must be made to order or manufactured based on specifications provided by the requestor or derived from the item being replaced.

7.  Conducts careful cost analysis.  Contacts users to clarify requirements or to suggest substitutes, or vendor/suppliers to give and receive information about new items, new supply sources, prices, and item availability.  Explains specific requirements to include rules and procedures, and often, to obtain essential items or services within short deadlines.  Questions and, to the extent permitted, negotiates price quotations which appear to be unreasonable.

8.  Evaluates vendor progress toward meeting purchase delivery and performance requirements.  Identifies failures in compliance, notifies vendors of delinquencies or quality deficiencies and takes appropriate corrective action to include cancellation of purchase orders and referral for legal action, if appropriate.

9.  Monitors work in progress, maintains surveillance on status of work, adjusts work assignments as required based on assessment of priorities and advises managers when encountering significant problems and delays which will adversely impact supported program.  Exercises purchasing authority to the limit established by state law and authorized by the State Contracting Officer.

10.  Evaluates the Integrated Engineering Management System (IEMS), Idaho Procurement (I-Pro) and the State Controller’s Office (SCO) programs for purchasing information management and automated processing for currency and adequacy.  Identifies system problems, develops methodology for needed software changes, and coordinates needed changes with the administrator. Maintains full knowledge of the various procurement programs, and serves as the purchasing section single point of contact for system administration. Trains all subordinate purchasing personnel on full and proper use of the various systems in completing purchasing actions.

11.  Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  Works under the general supervision of the Military Division State Contracting Officer.  Exercises independent judgment to hire, train, supervise and evaluate staff, balance program manager requirements based on workload constraints, to set priorities, and to complete purchasing transactions.  Seeks technical guidance from HQ IDNG 16 - State Contracting Regulation, Division of Purchasing Reference Guide, Idaho Statutes, and appropriate state purchasing contacts. 

PERSONAL WORK CONTACTS:  When performing state contracting duties, the incumbent works as a representative of the State Contracting Officer (or designated representative) and reports directly to the State Contracting Officer on all contract matters as required.  

The incumbents' contacts are with management and staff of the agency, other contracting activities, the Division of Purchasing, the Military Division Contracting Office, supporting budget personnel, supported O&M agreement senior program managers, and vendor sales and management personnel.
PHYSICAL EFFORT / WORKING CONDITIONS: 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 AND REQUIRED EXPERIENCE:  As stated in the announcement.   
FLSA Overtime Code:  A (Administrative; Straight-time)

AUGUST 2011 (Updated)

