STANDARD CORE PERSONNEL DOCUMENT                                                                               Number:  9G350   

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:  
9G350


SUPV LEVEL CODE:
4
COMP LEVEL CODE:  
78UA


TARGET GRADE:  
11
FLSA:  
Exempt


JOB SHARE:

CAREER PROG ID:  



SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Notes to Users


__________________________________________________________________________________________________
CLASSIFICATION:  Lead Contract Specialist, GS-1102-11  

DUTY TITLE:  Team Leader

__________________________________________________________________________________________________
ORG & FUNC CODE:
PBY
Procurement

1ST SKILL CODE:
40%
CMJ
Contract Negotiation

2ND SKILL CODE:
40%
CML
Contract Administration

3RD SKILL CODE:
20%
CMR
Contract Price/Cost Analysis

__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 4/22/99

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

__________________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this SCPD is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

__________________________________________________________________________________________________
PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as a contracting team leader and a warranted contracting officer.  To provide business advice to the customer and perform all preaward and postaward functions, using a wide range of contracting methods and types, to procure complex and/or diversified commodities, services, and/or construction. 

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are: To ensure successful market research, acquisition planning, acquisition, contract performance management, and interpretation of contract law to provide the best, most efficient contracting strategies in support of the operational contracting vision, mission, goals, and objectives.
__________________________________________________________________________________________________

DUTY 1:






          30
%
Critical


Serves as Team Leader.  Communicates and integrates the organization’s strategic plan, mission, vision, and values into the team’s strategies, goals, objectives, work plans, and work products and services.  Communicates assignments, projects, problems to be solved, actionable events, milestones, and/or program issues under review, and deadlines and time frames for completion.  Coaches the team in the selection and application of appropriate problem solving methods and techniques; advises on work methods, practices and procedures; and assists in identifying the parameters of a viable solution.  Leads the team in identifying, distributing, and balancing workload and tasks to team members in accordance with established work flow, skill level, and/or occupational specialization.  Makes adjustments to accomplish the workload in accordance with established priorities.  Provides or arranges for training in methods and techniques of team building and team work to accomplish tasks or projects, and acquisition (formal and on-the-job) training and assistance.  Coaches, facilitates, and/or negotiates in coordinating team initiatives and in consensus building activities.  Monitors and  reports on the status and progress of work and its conformance with flight chief’s instructions.  Reports to flight chief on team and individual work accomplishments, problems, and progress in mastering tasks and work processes, and individual and team training needs.  Prepares reports and maintains records of work accomplishments and administrative information, as required.  Maintains metrics for the team.  Maintains project files; program and administrative materials; and makes available policies, procedures, and written instructions from the flight chief.  Represents the team consensus and conveys their findings and recommendations.  Estimates and reports to the team on progress in meeting milestones and deadlines and ensures that team members are aware of and participate in planning for achievement of team goals and objectives and play an integral role in developing the final team product.  Represents resource needs of the team to the flight chief such as office automation enhancements and overtime/compensatory times.  Secures information and decisions from the flight chief on major work problems and issues.  Approves emergency and medical leave and other leave as delegated by management.  Coordinates annual leave schedule of the team; ensures peak workload times are accommodated; and recommends approval/disapproval.  Resolves simple, informal complaints of employees; refers unresolved formal complaints and appeals to flight chief.  Communicates team consensus and recommendations to the flight chief on actions affecting team and individual awards, rewards, and recognition.  Keeps employees informed of available employee/member benefits, services, and work related activities.  On behalf of the team, informs the flight chief of performance management issues/problems and recommends/requests related personnel actions such as performance appraisals, career ladder promotions, reassignments, and within-grade-increases.  May serve as flight chief in absence of the supervisor.  

STANDARDS:
A.  Typically communicates to team members in a clear and timely manner; and creates team environment that fosters partnership, innovation, and continuous process improvement.
B.  Normally, reports and metrics clearly convey status of work, issues needing higher management attention and customer satisfaction.

C.  Personnel management responsibilities are routinely exercised in a manner consistent with governing directives and the goals and objectives of higher level management.

KSA:  4, 5, 6 

__________________________________________________________________________________________________
DUTY 2:






           20%
Critical



Plans the overall approach to meet contracting program for procuring a variety of complex requirements.  Performs/oversees market research/analysis to determine availability of the requirement; analyzes market trends, commercial practices, conditions and technological advances; and selects appropriate techniques and procedures to solve any acquisition problems.  Analyzes difficult contracting issues and determines recommended course of action which may depart from previous approaches.  Provides business advice and assistance to technical personnel involved in development of the statement of work or data requirements.  Reviews requisition package for adequacy and compliance with administrative, regulatory, and procedural requirements and consistency with current market practices and conditions.  Reviews and evaluates requisitions for which previous experience and cost data are not usually directly applicable, such as applied research, the development of prototype equipment, complex services, or the construction of buildings involving unusual design features or site adaptation.  Reviews procurement requests to determine whether, based on market analysis, the requirement can be performed by small businesses; actively solicits Small Business/Small Disadvantaged Business (SB/SDB) participation; and obtains subcontracting plans.  If appropriate, initiates action to have all or part of a procurement set-aside exclusively for small business performance.  Plans the acquisition along with the appropriate technical, legal, and contract pricing personnel.  Develops evaluation criteria to use in determining source selection and “best value” requests for proposal which includes utilization of past performance data and technical qualifications for awards other than lowest price.  Procurements usually involve a variety of complexities such as socioeconomic considerations, development cost for minority/disadvantaged Small Business/Small Disadvantaged Business contractors, difficult to define scopes of work, legal conditions, and rigid deadlines causing additional complications.  Resolves problems which limit competition and modifies clauses which discourage potential bidders

STANDARDS:
A.  Requisitions almost always meet regulatory and procedural requirements and are responsive to customer’s schedule and quality requirements.

B.  Usually conducts successful acquisition planning that reflects thorough understanding of customer’s requirements and market conditions, and results in optimum approach.

C.  Routinely works with customer to develop fair and effective evaluation criteria that represent “best value” to the government.

KSA:  1, 2, 3, 4, 5, 6  

__________________________________________________________________________________________________
DUTY 3:






           20%
Critical



Procures complex and/or diversified commodities, services, and/or construction.  Determines appropriate method of procurement (e.g., sealed bidding or negotiation) using a wide range of contracting methods and contract types. Contracts assigned contain a variety of complexities such as special handling provisions or other specialized terms and conditions, unfavorable market conditions, complex, long-term Competitive Sourcing and Privatization (CS&P), and limited competition or sole source due to urgency or quantity.  In sealed bidding procurements, ensures that the bid schedule is properly structured, prepares the solicitation, determines sources to be solicited, conducts prebid conferences, processes protests, and determines the acceptability of offers based on an analysis of financial and technical information gained.  For negotiated agreements, meets with potential offerors to develop/modify requirement statements.  Determines the competitive range.  Conducts any necessary conferences to discuss, develop, or revise offer received; performs price or cost analysis;  plans and conducts and oversees negotiations on price, technical requirements, terms and conditions of the contract; develops and effects persuasive acquisition strategies so as to convince those initially opposed to agree to contractual positions.  For sealed bidding or negotiated contracts, awards or recommends award in accordance with delegated authority.  Prepares/oversees the preparation of final contract to include appropriate standard clauses and special provisions and incentives, such as price redetermination or cost and performance incentive provisions.  Secures all regulatory clearances.  Documents reasons for decision and justifies basis for award. 

STANDARDS:
A.  Contracting issues are usually analyzed thoroughly, appropriate courses of action are selected appropriately, and executed in a timely manner. 

B.  Routinely prepares effective contract awards that meet customers’ schedule and quality requirements at a price that represents best value to the Government.

C.  Consistently prepares accurate contract file with appropriate support documentation including justification for award.

KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________
DUTY 4:






            

20%
Critical



Executes postaward contract performance management actions on a group of contracts, such as those with cost reimbursement with incentive arrangements.  Evaluates contractor performance for compliance with terms and conditions of contracts, and ensures timely submission of technical progress reports and performance metrics.  Makes field site visits detecting and correcting labor standards violations, taking appropriate action to expedite delivery or performance when required by mission changes, monitoring the contractor’s use of government-furnished property inventories, and issuing change orders as necessary.  Obtains additional funds or deobligates funds when the contractor’s performance varies significantly from the original estimates.  Negotiates and prepares contract modifications caused by changes in technical requirements, in quantities, ordering unpriced options, and similar issues.  Assists team members in the negotiation and preparation of contract modifications.  Analyzes price and cost elements of the proposed change(s) and obtains audit when required.  Analyzes complex contract administration problems, e.g., disputes and labor violations.  Issues show cause and/or cure notices.  Terminates contracts and negotiates settlements including determining allowable costs, agreeing on termination inventory and determination of profit.  Prepares negotiation memoranda to explain rationale and methods used in arriving at the final settlement and prepares full documentation for cases requiring formal review.  Prepares replies to other involved agencies, appeal boards, or congressional inquiries.  Analyzes difficult issues and identifies alternative courses of action which may depart from previous approaches.

STANDARDS:
A.  Regularly monitors contractor’s performance for compliance with terms and conditions of contracts.  

B.  Normally, contractual problems, contractor disputes, and labor violations are investigated and resolved thoroughly.

C. Contracts are usually terminated appropriately and settlements are negotiated accurately.

KSA:  1, 2, 3, 4, 5, 6  

__________________________________________________________________________________________________

DUTY 5:






                              10%
  Critical
Serves as business advisor to a wide range of customers.  Represents the interest of the organization in a professional manner in meetings and various contacts outside the agency on a variety of issues that often are not well defined.  Provides business advice, guidance, and assistance to team members, installation technical or program personnel, sales representatives, local suppliers, functional commanders, and/or contractors on acquisition and business related issues.  Assists in providing training to contractors and customers on contractual language, legal responsibilities, and opportunities.  Prepares letters, memoranda, documents, or reports that support contractual actions or recommendations.  Participates/oversees participation in special projects and initiatives and performs special assignments.  Identifies the need for, and initiates, special milestones and goals.  Researches and recommends appropriate action or interpretation of issues. 

STANDARDS

A.  Oral and written communications are normally clear, accurate, and professional.  

B.  Advice is usually accurate and effective in resolving contracting issues. 

C.  Final products are routinely timely and meet stated project objectives.

KSA:  1, 2, 3, 4, 5, 6
__________________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of contracting negotiation, administration, and termination principles, policies, procedures, and technical requirements applicable to preaward and postaward actions for a variety of contracts.  

2.  Knowledge of business practices and market conditions applicable to program and technical acquisition requirements.

3.  Knowledge of Competitive Sourcing and Privatization (CS&P) contracting processes and procedures; and of price and cost analysis sufficient to review proposals against previous history, actual and estimated expenditures, and established rates to determine price reasonableness or to determine a negotiation position. 

4.  Knowledge of the methods and techniques of fact-finding, analysis, and resolution of complex problems; and of the principles and practices of team building. 
5.  Ability to apply precedents found in government contracting case law to specific contracting situations to insure that legally binding contracting officer decisions are consistent, justifiable and will be upheld at appellate courts or boards; and ability to properly apply funding rules associated with the obligation of multiple types of appropriations. 
6.  Ability to establish performance goals and assess progress toward their achievement, and develop concrete action plans to solve problems; to adjust work operations and program objectives to meet emergencies, changing programs, or production requirements within available resources and with minimum sacrifice of quality or quantity of work; and ability to communicate effectively, both orally and in writing.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-
7
1250 Points

-- Knowledge of contracting principles, laws, statutes, Executive Orders, regulations, and procedures applicable to

preaward and postaward duties sufficient to guide the team in developing its strategies, goals, and objectives; study problem areas and implement and/or recommend improved methods and operating procedures; and oversee or personally plan and carry out procurement actions and administer contracts for a variety of specialized equipment; services; and/or construction items, services, and/or materials contracts using a wide range of contracting methods and contract types.

-- Indepth knowledge of commercial business practices, industry standards, and market conditions applicable to program and technical requirements to evaluate proposal acceptability, bid responsiveness, contractor responsibility, and/or contractor performance.

-- Knowledge of up-to-date market research procedures.

-- Knowledge of a wide range of contracting methods and contract types sufficient to oversee/perform preaward, postaward, and price/cost analysis functions.

-- Knowledge of negotiation techniques and technical requirements sufficient to oversee/perform procurement of complex and/or diversified supplies, services, and/or construction.

-- Knowledge of contract administration sufficient to oversee/monitor a group of contracts, such as fixed-price with redetermination provisions, cost reimbursement, or contracts with incentive provisions.

--  Knowledge of contract termination procedures sufficient to oversee, recommend, or determine allowable costs, profit to be allowed, disposal of government property, and similar issues and to negotiate settlements with contractors.

-- Knowledge of contract price and cost analysis procedures and techniques sufficient to oversee or gather and evaluate proposals and recommend/make awards based on best overall value.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor assigns the contracting projects to be accomplished by the team.  The team leader, in coordination with the supervisor, sets overall objectives for the team, determines resources available and coordinates on deadlines for projects assigned.  The employee is responsible for planning and carrying out assigned contracting projects within the team in accordance with established work flow, skill level and/or occupational specialization; resolving most conflicts which arise; coordinating the work with others as necessary; and interpreting policy on own initiative in terms of established objectives.  The employee determines the approach to be taken and the methods to be used.  The employee keeps the supervisor informed of progress, potentially controversial matters, or those with far-reaching implications.  Completed work is reviewed from an overall standpoint in terms of feasibility, compatibility with other work, or effectiveness in meeting requirements or expected results.  Decisions issued in the role of contracting officer are personal and independent judgments.  Although the employee seeks advice from superiors and higher headquarters staff, contracting officer decisions must be made independently.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines include Federal procurement laws, DOD, AF, and local contracting regulations, policy directives and instructions, Comptroller General, and other legal precedents.  These guidelines typically cannot be applied directly and require interpretation to determine the extent of relevance to particular contracting actions.  The employee exercises judgement and initiative to identify those aspects of regulations which apply to the particular contracting action, develops justification for adopting a contractual posture, tailors provisions to meet special requirements, and develops criteria or justification involving contractor’s claims.  The employee also uses special clauses, clearances, and determinations applicable to certain contracting actions, such as construction and commercial activity actions. In formulating contracting officer decisions, analyzes applicable government case law and seeks guidance of a legal advisor before proceeding with contracting officer action or advising team members of such action.
Factor 4, Complexity






Level 4-4
225 Points

The work involves varied duties requiring many different and unrelated processes and methods which cover the full range of contracting activities in the assigned functional area, or contract reviews which reveal trends of special problems.  The employee develops data and initiates action to resolve a variety of problems.  Actions often include factors not routinely encountered.  Assignments involve planning and carrying out preaward, postaward, and price/cost analysis functions containing a variety of  complexities such as:  inclusion of special clauses, commercial adaptations, limited competition, negotiated contract changes in mission requirements, defective specialization, unforeseen site conditions, cost analysis on sole source or contract modification pricing, multi-year contracts, specialized requirements, and the application of Federal laws and rules associated with multiple types of appropriations.  Decisions are based on analysis of alternatives, adaptation or modification of procedures, or resolution of incomplete or conflicting technical or contractor data.  The work requires making many decisions concerning such issues as the interpretation of a considerable amount of technical data and policy and regulatory information, and the planning and coordination of procurement activities for the preaward, postaward, or other contractual functions.
Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to perform preaward and postaward contracting work involved in the procurement of diverse customer requirements covering a wide range of services and/or construction and to serve as contracting officer within delegated authority.  Serves as business advisor to officials of supported units regarding contracting projects, including CSP projects.  Advises the contractor and government officials on contract terms and conditions, and resolves/negotiates claims, modifications, disputes, contractual changes and other contracting issues.  Effective and timely procurements or contracts administered support the operation of the installation or organizations serviced.  The work has an economic impact on contractors involved, usually within the local area. 

Factor 6, Personal Contacts





Level 6-3
60 Points

Contacts are with a variety of contractors, suppliers, owners of small/disadvantaged business firms, using organizations, attorneys, officials or groups from outside the employing agency or other government agencies such as Department of Labor and Small Business Administration.  Contacts frequently occur in moderately unstructured settings and the purpose and extent of each contact differs according to the role of the person and the organization they represent.

Factor 7, Purpose of Contacts





Level 7-3
120 Points

The purpose of contacts with external groups is to conduct conferences, obtain information necessary for preaward evaluations, conduct fact-finding, negotiate contracts and modifications, and resolve numerous problems arising during contract administration.  Contacts with internal groups are to advise on developing specifications and evaluation criteria for contractual actions, evaluate proposals, and prepare prenegotiation positions.  The employee must be skillful in dealing with personnel with highly divergent points of view and must be persuasive in the preaward and postaward phases of the contract cycle.

Factor 8, Physical Demands





Level 8-2
20 Points

The work requires regular and recurring physical exertion, such as walking over rough, uneven, or rocky surfaces found at construction sites or other outdoor facilities and conducting intensive negotiations for extended periods of time (i.e., four hours or longer) without rest periods.

Factor 9, Work Environment





Level 9-2

20 Points

The employee is subject to moderate risks or discomforts on a regular and recurring basis, which require special safety precautions.  These situations arise when the employee is required to visit plants or construction sites where machines, earth moving equipment, chemicals, or other construction equipment are in operation.  Employee is required to use appropriate protective equipment such as hardhats, goggles, boots, and similar clothing. __________________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  Serves as a warranted contracting officer and completes required forms in accordance with the provisions of the Federal Procurement Policy Act (41 USC 423).

2.  May be required to travel by military or commercial aircraft in the performance of TDY assignments.

3.  May be required to work overtime.

4.  Appropriately handles and safeguards sensitive and/or classified information in accordance with regulations to reduce 

potential compromise.

5.  The employee must meet the Defense Acquisition Workforce Improvement Act (DAWIA) requirements applicable to the duties of the position.

_________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARDS USED:  US OPM General Schedule Leader Grade Evaluation Guide, Apr 1998; US OPM Position Classification Standard for Contracting Series, GS-1102, HRCD-4, Dec 97; and Department of Defense Civilian Personnel Management Service Classification Appeal Decision dated 09 Sep 1994, Case Number 94HAY090.

Nonleader (Contract Specialist) duties:

GS-11 Point Range:  2355-2750

Total Points:  2570

Grade:  GS-11
Leader duties:

The team leader duties were evaluated against Part II, General Schedule Team Leader Positions, of the General Schedule Leader Grade Evaluation Guide.  Part II is used to classify positions whose primary purpose is, as a regular and recurring part of their assignment and at least 25% of their duty time, lead a team of other General Schedule employees in accomplishing two-grade interval work.  The Lead Contract Specialist meets these requirements.  For 30% of subject position’s duty time, team leader duties are performed.  To be classified by application of Part II, positions must exercise all of the first seven and a total of fourteen of the twenty minimum authorities and responsibilities listed in the Guide.  Subject position exercises the following numbered authorities and responsibilities:  1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11, 12, 13, 16, 17, 18,19, and 20.  

According to the Guide, Team Leader positions are classified one full GS grade level (in a two-grade interval pattern) above the highest grade level of GS-9 or higher (nonsupervisory and nonleader) work led.  This work must constitute at least 25% of the work of all two-grade interval or equivalent work led.  Subject position’s highest level of base work led is GS-09.  Therefore, one full grade level is added to the base work, GS-09, and results in a grade level of GS-11.

In conclusion, the guide states that, where the work personally done by a team leader is materially different from the work done by the employees led, the nonleader and leader duties are graded separately.  The final grade of such a position is determined by selecting whichever grade is higher.  

Final Classification:  Lead Contract Specialist, GS-1102-11.

CLASSIFICATION REMARKS:

An organizational vision statement must be in place, which the team leader can communicate to the team.  While this vision statement may be called something else, there must be some form of corporate organizational document, which articulates a general work ethic, which the leader translates into work methods for the team.   

NOTES TO USERS:  

1.  This SCPD is intended for positions exercising lead responsibilities for teams of 5 or more employees.

2.  As written, the SCPD meets supervisory level code 4 because it requires exercise of independent judgement in accomplishment of some limited administrative supervisory responsibilities over civilian employees.  This meets the criteria of 5 USC 7103 (a) (10).  If these responsibilities are deleted, or if all other members of the team are military, the appropriate supervisory level code would be 7.  If any responsibilities are deleted, Duty 1 should be modified accordingly and the impact on the classification of this and the flight chief’s positions assessed.  

3.  The Bargaining Unit Status Code (BUS) will be determined locally.  The determination of BUS for those in team leader positions hinges on whether or not the employee is one who consistently exercises independent judgment with regard to any of the supervisory duties listed in 5 USC 7103(a)(10), or whether or not the team leader is a confidential employee within the meaning of section 5 USC 7103(a)(13) of the Statute.  As written, the position meets either 5 USC 7103 (a) (10) or 5 USC 7103 (a) (13), or both, depending upon military/civilian mix in team membership. 

4.  All team lead positions must perform the first 7 and at least 7 of the remaining 13 duties specified in the GSLGEG (7/14 Rule).  Delegations of leader duties may vary from those described in this SCPD.  In those cases, Duty 1 should be modified accordingly and assessed against the criteria in the GSLEG.

5.  The grade of this SCPD is based the criteria in the GSLEG and the GS-1102 standard and not designation as a warranted contracting officer.  As pointed out in the GS-1102 standard, designation as a warranted contracting officer is not, in itself, classification controlling.

6.  If the leader does not personally perform GS-1102-11 work for at least 25 percent of the time and the team does not perform sufficient GS-1102-11 to warrant assignment of GS-11 base level of work, SCPD 96366 would be more appropriate.
7.  Minor changes may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.
8.  Headquarters Air Force functional offices are active participants in development of SCPDs and unless there are significant differences in duties and responsibilities, support implementation of SCPDs to all like positions in the Air Force.  SCPDs may be applied once mutually agreed upon by the supervisor and servicing classification specialist.
9.  Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.

10.  SCPD was updated 6/30/04.  The following updates were made:

Updated reference to SCPD developed and classified office symbol to THE AIR FORCE SCPD LIBRARY.

Number of standards per duty were reduced where necessary from four to three by combining them.

Number of KSAs was revised from 11 to 6 and KSAs were re-linked to the duties of the position.
____________________________________________________________________________________________
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