STANDARD CORE PERSONNEL DOCUMENT                                                                              Number:  9G429

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G429

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
Z76A

TARGET GRADE:
11
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:


__________________________________________________________________________________________________
CLASSIFICATION:  Procurement Analyst, GS-1102-11

DUTY TITLE:  Quality Assurance Evaluation Program Coordinator

__________________________________________________________________________________________________
ORG & FUNC CODE:
PBY
Procurement       

1ST SKILL CODE:
50%
DNA3XP
Procurement Analysis/Policy and Procedures

2ND SKILL CODE:
50%
DNADAS
Procurement Analysis/Contract Review

3RD SKILL CODE:


__________________________________________________________________________________________________

DEVELOPED AND CLASSIFIED BY THE AIR FORCE SCPD LIBRARY, 6/16/00

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 the installation Quality Assurance Evaluation Program Coordinator, assuring that all installation level contracts incorporate appropriate quality controls, measures, and surveillance; and that contracting employees have the knowledge and training needed to accomplish assigned procurement and contracting tasks.

The organizational location of this position is:  

__________________________________________________________________________________________________
ORGANIZATIONAL GOALS OR OBJECTIVES:
The organizational goals or objectives of this position are:
__________________________________________________________________________________________________

DUTY 1:









%
Critical


Manages the installation Quality Assurance Evaluation Program (QAEP), ensuring that all regulatory and administrative requirements are met.  Develops and implements procedures and policies to ensure a successful QAE appointment program and to clarify and explain policy and regulatory material, or changes thereto, to meet the needs of all involved in contracting activities.  Reviews QAE developed criteria for evaluating contractor performance to assure that checklists or summaries correlate properly to contract provisions, reports of contractor performance provide sufficient data on which to base renewal/termination decisions; and evaluation plans effectively capture all critical elements of performance.  Monitors and evaluates QAE surveillance of contractor performance and compliance with contract provisions or regulatory requirements.  Provides advice and assistance to contracting office functional areas and quality assurance evaluators encompassing all services for which contracting support is provided.  Works with flight chiefs, work center leaders, and contract specialists in reviews of contract discrepancy reports and contractor’s responses to them.  Evaluates trends and assists flight chiefs and contracting officers in determining circumstances, precedents, contract provisions, governmental directives, and precedent setting Comptroller General decisions.  Randomly spot checks contractor and contract oversight files to verify functional area reports, identifies QAE/Inspector and/or contract specialists to correct problems and institute procedures to preclude recurrence, e.g., to revise ineffective surveillance plans, contract administrator plans, inspection checklists, etc.

STANDARDS:

A.  Program management activities are typically timely and effective, resulting in a fully satisfactory QAE program.

B.  Technical assistance to personnel involved in quality assurance activities is normally accurate and results in resolving most technical issues without involvement of higher level managers.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 2:









%
Critical

Provides advisory and hands-on assistance to functional area personnel involved in developing/revising technical specifications, Performance Work Statements (PWS), Statements of Work (SOW), Statements of Objectives (SOO), Quality Assurance Surveillance Plans (QASP), and Performance Requirements Summary (PRS), and QAE checklists.  This includes analysis of requirements; identification of consistent approaches, philosophy, and methodology; development of milestones; establishing qualitative and quantitative standards; determining appropriate level, method, and frequency of surveillance; ensuring inclusion of appropriate mandatory and optional standard clauses; and review and editing of drafts.  Develops guideline materials to inform, clarify, and explain regulatory and policy changes and note recurring errors regarding quality assurance requirements of contracts. Provides advice and assistance to contracting office functional areas and encompassing all services for which contracting support is provided.  May serve as representative to the Base Cost Steering Group for OPM circular A-76 Cost Comparison Studies, and, in this capacity, participates in development of milestones, tailoring PWS/QASP/SOW; conferences, meetings, and planning sessions.

STANDARDS:
A.  Advisory services provided is typically timely and effective.

B.  Guideline material is normally well written and technically accurate. 

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 3:









%
Critical


Conducts technical reviews of a wide range of preaward and postaward contracting actions such as fixed priced and cost contracts, incentive, and option and delivery order contract types for a variety of complex and/or diversified commodities, services, and/or construction contracts, including cost and pricing data, special or unusual contract provisions and terms, unfavorable market conditions, complex, long term Competitive Sourcing and Privatization (CS&P), and limited competition or sole source due to urgency or quantity.  Reviews contract documentation to ensure the contract, preaward, and postaward supporting documentation are complete, clear, concise, and in compliance with regulatory requirements for the type of contract.  Conducts reviews of contracts or contractual changes within predetermined categories based on dollar value, method of acquisition, and other factors.  Reviews for appropriate contract type, pricing provisions, acquisition method, determinations and findings, documentation, clarity of contract terms, propriety of cited funds, and need for issuance of unpriced contractual documents.  Locates errors and returns to the appropriate contracting personnel for corrections.

STANDARDS:
A.  Technical reviews are normally comprehensive, resulting in identification of most errors or problems in documentation prior to final contract preparation.

B.  Typically, tactfully communicates findings of reviews to others.
KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
DUTY 4:









%
Critical

Plans and conducts acquisition training for contracting personnel and customers.  Training is based on requests for training, reviews of contract vehicles containing errors or reflecting adverse trends, or upon receipt of new or revised regulatory or program materials.  Develops lesson plans, training aids, course outlines, and presents training for contracting, QAE, and functional area personnel.  Covers such subjects as governing directives; policy, procedures, and methods; exceptions and waivers; and PWS/QASP/SOW/contractor administrator plan development/tailoring.  Teaches contract surveillance requirements such as random sampling, random number tables, schedule development and integration, and application of standards; contract administration; responsibilities of parties involved in contract administration; and appropriate government actions for unsatisfactory contractor performance.  Prepares and conducts QAE briefings of the installation commander, group and squadron commanders, functional area chiefs, and quality assurance evaluators.  Meets with functional area chiefs regularly to provide informal training and information on new developments in the field.  Maintains training records showing tape, date, and length of training.  

STANDARDS:
A.  Training materials (e.g., lesson plans, training aids, and course outlines) are typically comprehensive and technically accurate in coverage of subject matter. 
B.  Teaching assignments are normally carried out in a timely and professional manner, resulting in fully satisfactory feedback from students and course reviewers.

C.  New material is typically covered in a timely and fully satisfactory manner, both technically and from a presentation standpoint.

KSA:  1, 2, 3, 4, 5

__________________________________________________________________________________________________
RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of the Federal Acquisition Regulations, Executive Orders, DOD, AF, and MAJCOM policies, regulations and procedures and a wide range of contracting methods and types.

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

3.  Ability to recognize and analyze problems, conduct research, summarize results, and make appropriate recommendations; and prepare training materials and conduct training.

4.  Ability to communicate effectively, both orally and in writing.

5.  Ability to plan, organize work, and meet deadlines.

__________________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-7
1250 Points

-- Knowledge of Federal, DOD, and Air Force procurement statutes, Executive orders, policies, and regulations to develop the activity QAE program to ensure the activity’s contracts are effectively awarded and administered. 

-- Knowledge of contracting regulations, principles, and procedures applicable to preaward and postaward duties sufficient to review a wide range of specialized equipment, supply, service, and construction contracts and contract changes for propriety of acquisition method, contract type, and documentation and to conduct analyses of problem areas.

-- Knowledge of quantitative and qualitative Quality Assurance Surveillance methods and procedures sufficient to determine which surveillance methods are to be used for a given acquisition to adequately protect the government’s interest, and to determine by surveillance that contractors are performing to contract specifications and provisions.

-- Knowledge of technical and specification writing to provide advisory, consultant, and hands-on assistance to technical and functional area personnel engaged in developing PWSs, SOWs, QASPs, etc.

-- Skill in written and oral communications sufficient to prepare written guidance and decisions; to explain and defend decisions to contracting personnel, contractors, or higher level reviewing officials; and prepare training materials and conduct training.

Factor 2, Supervisory Controls





Level 2-4
450 Points

The supervisor sets overall objectives of the work as well as the available resources.  The employee, in consultation with the supervisor or in accordance with established practices, initiates required contacts, obtains required information, selects and applies precedents, and recommends actions or decisions.  The employee is responsible for coordination with technical personnel and for the technical accuracy of the assignment.  Work is reviewed on the basis of effectiveness and results achieved, including recommendations and assistance provided.  Written material is subject to review prior to publication.

Factor 3, Guidelines






Level 3-3 
275 Points

Guidelines include the Federal Acquisition Regulations (FAR), DOD, Air Force, MAJCOM, and local contracting regulations, policy directives and instructions Comptroller General decisions, 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 judgment and initiative to identify those aspects of guides 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 QAE activities.  Serves as a technical advisor on the interpretation of guidelines and develops local instructions or procedures to implement new regulations or to provide guidance for special problems.

Factor 4, Complexity






Level 4-4
225 Points

The work involves review of contract administration at various sites on the installation with separate contracts having different quality standards and procedures.  Establishment of a quality evaluation and surveillance program requires analysis of alternatives, adaptation or modification of procedures to fit each situation/function; resolution of incomplete, conflicting, or subjective data; and merging of divergent philosophies and approaches into a unified program that adequately protects the Government’s interest at a level that is efficient, effective, and affordable.  For complex procurement actions, development of the PWS/SOW/QASP is a critical process extending over a period of several months, with consideration given to technical input from contracting, technical/functional area personnel, program managers, legal advisors, and support activities such as supply, personnel, security, civil engineering, manpower, etc.  Since most documents are intended for use over a 3-5 year period, mission changes must be projected and included in task and workload data.  Contract surveillance actions reveal trends and common problems, and require the employee to develop additional guidance or revisions to operating procedures.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to manage the QAE program to provide input to improve the accuracy and consistency of the activity contracting program by providing review and advice on a wide range of contracting actions.  The employee analyzes specific issues, identifies recurring problems or unsatisfactory trends, analyzes regulatory changes and develops implementing procedures, and provides advice to contract specialists and management in the area of quality assurance and surveillance.  The work affects the quality of contracting work performed by contracting specialists, the legal and regulatory sufficiency of the contracting program, and the accomplishment of significant procurement or technical program goals.

Factor 6, Personal Contacts





Level 6-2
25 Points

Contacts include all offices within the contracting squadron; all organizations and activities supported by the squadron; MAJCOM staff, and contractors.  The contacts occur in moderately unstructured settings, with the roles and authorities being developed during the discussion.

Factor 7, Purpose of Contacts





Level 7-2
50 Points

Contacts are to plan, coordinate, or advise on work efforts or to resolve operating problems by influencing or motivating individuals or groups who are working toward mutual goals.  Contacts with contractors is to provide advice and assistance.

Factor 8, Physical Demands





Level 8-1
5 Points

Incumbent must walk or stand for prolonged periods of time when conducting training or giving briefings.  The work requires some walking, bending, climbing, and working in confined spaces to review contractor performance and QAE verifications.

Factor 9, Work Environment





Level 9-1

5 Points

Most of the work is performed in an office setting.  Site visits outside the office to areas where contracted work is performed occur routinely.  Reasonable precautions must be observed in some environments, e. g., wearing of ear protection in high noise areas.

__________________________________________________________________________________________________

Other significant facts pertaining to this position are:
__________________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED: U.S. OPM Position Classification Standard for the Contracting Series, GS-1102, TS-71, December 1983 (HRCD-7, July 1999).

GS-11 Point Range:  2355-2750

Total Points:  2435

Grade:  GS-11

CLASSIFICATION REMARKS:  The title of this position is consistent with the titling practices of the GS-1102 Standard.  The work involves the application of a broad knowledge of procurement policies and procedures to plan, analyze, or evaluate procurement programs; review proposed contractual actions for conformance with regulatory requirements and procurement practices; or develop policies and procedures or provide advice and guidance to subordinate activities.  Therefore, “Procurement Analyst” is selected as the most appropriate title for the position.
NOTES TO USERS:
1.  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.
2.  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.
3.  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.
4.  SCPD was updated 6/30/04.  The following update was made:

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