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:  
8 January 2016
ANNOUNCEMENT NUMBERS:
16-03-MN
AREA OF CONSIDERATION:

Open to members of and all persons eligible for enlisted membership in the Idaho National Guard (E-7 and below)
POSITION TITLE:
Purchasing Specialist
PAY GRADE:
   
NGA-7
POSITION CONTROL NUMBER: 
3030
CLASS CODE:  
   
20133
SALARY:
   
 
$19.02 to $24.73 hourly 
FLSA CODE: 

Covered

DUTY LOCATION:  
Military Division, State Contracting Office, Gowen Field, Boise, Idaho
TYPE OF POSITION:  
Military Nonclassified; Air or Army; Enlisted
COMPATIBLE MILITARY FIELD:
Not applicable


CLOSING DATE:  
8 February 2016
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 at 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 may be faxed to (208) 422-3348 (Attn:  HRO State Personnel Branch).  
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.  Applicants are responsible for contacting the HRO State Personnel Branch to confirm receipt of e-mailed applications.

Your application packet must include an Employment Application (SPB-1) and attached sheet(s) of paper that provide your individual responses to each of the Mandatory Requirements and Knowledge, Skills and Abilities (KSAs) listed under Qualification Requirements on this announcement.  Applicants may 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 (i.e., I have…; I will...) on paper to each mandatory requirement (1-3) below or you application cannot be further considered.

(1)  Must be an enlisted member of the Idaho National Guard (E-7 or below).  Provide your military grade, title and unit of assignment.  If you are not a current member, are you eligible and willing to enlist in the Idaho National Guard if selected for the position?
(2) Must have and maintain a valid and unrestricted driver’s license, and meet qualifications for a military driver’s license.
(3)  Must have or be eligible to obtain a favorable NACLC Federal Background Investigation (now required of all IDNG members).  If a selected candidate does not have a current favorable NACLC, they must submit to the investigation process immediately upon hire as a condition of employment.

b. Applicants must have 6-months of specialized experience performing related work.  Provide individual responses on paper to each Knowledge, Skill, and Ability requirement (1-7) 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)  Ability to interpret and apply State of Idaho Military Division purchasing rules, regulations and procedures.


(2)  Knowledge of contracting principles and procedures applicable to pre-award and post-award actions.


(3)  Ability to conduct cost analysis to ensure that the state and federal governments receive the most competitive price for goods and services.


(4)  Ability to prepare/type procurement documents and general correspondence in final form.


(5)  Ability to interact and deal with internal customers, vendors and the general public concerning business transactions.

(6)  Ability to interpret customer requirements with incomplete descriptions.

(7)  Knowledge of computers.  Indicate types of hardware and software used.

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 an enlisted member (E-7 or below) assigned to the Idaho National Guard.  Loss of military membership or compatible military grade/status will result in loss of employment.   


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:  PURCHASING SPECIALIST

POSITION CONTROL NUMBER:  3015 & 3030

CLASS CODE NUMBER:  20133

SALARY GRADE:  NGA-7

INTRODUCTION:  These positions are located in the Purchasing and Contracting Section, within the State of Idaho – Military Division.  The purpose of these positions is to purchase goods and services, including technical items involving local and nonlocal sources of supply, request for local manufacture, and contracting for nonroutine services.  Requests cover a wide range of property types, such as photographic, chemicals, fuel, automated data processing equipment, software and supplies, furniture, building materials, electronic equipment, medical, and communication equipment.  

DUTIES AND RESPONSIBILITIES:

1.  Purchases a variety of goods and services in support of the Military Division, Bureau of Homeland Security (BHS), Public Safety Communications, Idaho Youth Challenge Academy, National Guard Readiness Centers (Armories), and Gowen Field host/tenant mission requirements.  Inputs data via various automated and nonautomated contracting systems to update and maintain purchasing, vendor data, accounting data, and name and address files.  Develops and assigns local contracting clauses.  Applies a wide variety of acquisition laws, regulations and policies to purchases.  Selects appropriate contract clauses and provisions involving Requests for Quotation and Purchase Order documents.  Inputs and consolidates purchase requests for eventual award action.  Prepares and prints Requests for Quotation, Invitations for Bid and contract award documentation.  Prepares and issues advertisements in appropriate newspapers and trade journals as required by State code.

2.  Screens requests for procurement of supplies and services to determine type of procurement action required.  Determines if purchase requests from supported organizations are complete for purchase.  Selects method of purchase (credit card, imprest fund transaction, blanket purchase agreement call, or purchase order). Applies Buy American Act evaluation criteria.  Issues delivery orders against Indefinite Delivery Contracts.  Researches publications to determine if items are available through preferred supply sources such as State contracts, Prison Industries, Blind and Severely Handicapped, or specified sources of supply.  Items are seldom covered by specifications or detailed description.  Sources of supply are often outside the local area due to diverse locations of supported units and unique characteristics of items. Arranges for local manufacture of items to meet an urgent need when an item is not otherwise available.  Prepares request for proposals, quotation and invitation for bids and selects sources in purchasing items or services.  Considers transportation and handling charges, delivery dates, prices, quality of products and discount rates in making award decisions.  Prepares and analyzes lease versus purchase alternatives.  Documents reasons for awarding to other than lowest priced quotation and for determining that the price is fair and reasonable when there is only one quotation.

3.  Negotiates for services such as office machine, copier and computer equipment repair and maintenance, etc.  Prepares Requests for Proposals or Quotations.  Discusses with potential suppliers matters of price discounts and delivery provisions.  Discusses tailor-made contract clauses, specifications, purchase descriptions and other special requirements.  Conducts price analysis to ensure price reasonableness and negotiation objectives are reached.
4.  Contacts users to clarify requirements or to suggest substitutes.  Consults with suppliers to give and receive information about new items, new sources of supply, prices, item availability, to explain specific requirements, regulations and procedures; to obtain items or services within short deadlines; or to question price quotations which appear to be unreasonable.

5.  Oversees Blanket Purchase Agreement program.  Determines the need for and establishes Blanket Purchase Agreements.  Determines provisions and contract clauses to be included in the Blanket Purchase Agreement.  Reviews agreements annually to determine retention or nonretention of agreements.

6.  Evaluates contractor progress towards meeting delivery and performance requirements.  Identifies failure to comply with contract provisions.  Notifies vendors of delinquencies or quality deficiencies.  Determines need, prepares and issues cure notices. Evaluates adequacy of contractor responses to cure notices.  Cancels awards prior to performance.  Issues terminations of awards for convenience or default.  Issues modifications of orders citing the appropriate authority clause.  Maintains and closes out purchase order files.

7.  Maintains State of Idaho Division of Purchasing contract files.  Distributes copies of contracts to Armory personnel as required.

8.  Assists and/or participates in acquisitions of architect-engineering services and construction services to include delivery orders against Job Order Contracts.

9.  Performs other related duties as necessary or assigned.

SUPERVISORY CONTROLS:  Works under the supervision of the Purchasing Agent who assigns primary areas of responsibility and relies upon the incumbent to carry out assignments with minimum supervision.  Supervisor provides assistance as required when more difficult items are purchased, and reviews complex documents for conformance with applicable regulations.  Work is evaluated in terms of accuracy and compliance with applicable laws, regulations and established policies and procedures.

PERSONAL WORK CONTACTS:  The incumbent's contacts are with the Military Division State Accounting/Resources Office, Bureau of Homeland Security, funding agreement budget personnel, senior program managers, and vendor sales and management personnel.

WORKING CONDITIONS / PHYSICAL EFFORT:  The majority of work is sedentary and performed in a well-lit, climate controlled office environment.  The job 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 Code:  C (Covered; Time and one-half)                  
EEOC:  E07 (Office and Clerical)
WCC:  9410







JANUARY 2016 
