STANDARD CORE PERSONNEL DOCUMENT                                                                                Number:  9G043

AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)

ORGANIZATION:

SCPD NUMBER:
9G043

SUPV LEVEL CODE:
8
COMP LEVEL CODE:
Z73A

TARGET GRADE:
09
FLSA:
Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Notes to Users


____________________________________________________________________________________________
CLASSIFICATION:  Contract Specialist, GS-1102-09

DUTY TITLE:  

____________________________________________________________________________________________

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:

[image: image1.wmf]Rater/Supv.

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 perform preaward and postaward functions when they are well defined and well precedented, using common contracting methods and contract types, to procure standard or specialized service; supply; and/or construction items, services, and/or materials through formal advertising and negotiation procedures using primarily firm fixed-price contracts.

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:








25%
Critical



Procures and plans acquisitions for standard or specialized items, services, and/or construction contracts where specifications have become standardized and established competitive markets and price competition exist.  Reviews requisition package for adequacy, consistency, and compliance with administrative, regulatory, and procedural requirements.  Contacts requester to resolve discrepancies and ambiguities.  Provides guidance to customers in the development of the statement of work and data requirements.  Determines appropriate contract type and method of procurement (formal advertising or negotiation) based on nature of service required, urgency of need, estimated cost, market conditions, and applicable procurement policies and regulations.

STANDARDS:
A.  Requisitions and acquisition approaches almost always meet regulatory and procedural requirements and are responsive to customer needs.

B.  Routinely provides accurate guidance to customers in a tactful manner.

C.  Normally determines the appropriate and accurate method of procurement.

KSA:  1, 2, 3, 6
____________________________________________________________________________________________
DUTY 2:








30%
Critical



Develops solicitations and evaluates responses.  Compiles complete bidders’ list from qualified applications, knowledge of suppliers, contacts with trade associations, Small Business Administration, or other sources.  Prepares and issues solicitation documents selecting appropriate clauses, ensuring clear and complete specifications, including packing and delivery requirements or other routine supplemental stipulations.  Uses primarily firm fixed-price, time and materials, indefinite delivery, or similar contracts when historical and precedent data are available.  Performs detailed analysis of responses to solicitations, including price reasonableness, adequacy of competition, compliance with solicitation, and probability of meeting requirements.  Evaluates prospective contract price utilizing basic price analysis techniques to analyze common contracts by research and review of available historical and precedent data, manufacturer’s catalogs, current labor rates, and standard industrial cost and price data.  On negotiated procurements, contacts offerers or contractors to negotiate prices that appear either excessive or underestimated, to request earlier delivery date or closer conformance to specifications, or similar matters.  Determines financial responsibility and performance capability of bidders through review of past bids and awards, requests for performance and/or analysis of preaward survey information, and/or limited price or cost analysis for which a considerable amount of historical and precedent data are available.  Prepares recommendation for award, documenting reasons for decisions and justifying basis for award.  Drafts final contract, including specifications and all other special and standard clauses for signature.  Serves as a central point of contact on assigned acquisitions to respond to inquiries and resolves routine discrepancies/problems or assists in resolving technical problems.

STANDARDS:
A.  Routinely develops effective solicitations with appropriate clauses and with well defined statements of work and award factors.

B.  Normally responds to inquiries and assists in resolving problems in an accurate and timely manner.

C.  Usually prepares appropriate recommendation for award.

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

___________________________________________________________________________________________
DUTY 3:








30%
Critical



Monitors contract performance and assists in contract termination.  Monitors contract performance through telephone conversations, correspondence, site visits, inspections, progress reports, and analysis of contractor metrics, for compliance with performance standards, applicable laws, delivery schedules, payment provisions, inspections, progress reports, and other requirements stated in the contract.  Conducts conferences with contractors to clarify issues on contractual requirements, such as billing procedures, material submittals, and socioeconomic clauses.  Negotiates extension of delivery schedules, price adjustments, modifications to the contract, and similar agreements when precedents are well established and the contractors and government’s bargaining position are close.  Prepares administrative change order documents or supporting memoranda.  Assists higher grade specialist by performing a variety of tasks related to contract termination.  Identifies potential problem and makes recommendation for consideration by higher grade specialist or team leader.  Analyzes allowable costs in accordance with well established methods and guidelines.  Prepares termination files for use in contract termination actions.  Reviews completed official contract file to determine that all contractual actions are satisfied, there are no pending administrative actions to be resolved, all file documents are signed, there are no litigation actions pending, and the contract is complete in every respect and ready to be closed.

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

B.  Usually negotiates effective modifications to the contract.

C.  Normally recommends appropriate milestones for terminating contracts.
KSA:  1, 2, 3, 5, 6

____________________________________________________________________________________________

DUTY 4:








15%  
Critical

Provides advice and assistance to others relating to contracting work and prepares correspondence.  Provides advice and assistance to installation technical personnel, sales representatives, and/or contractors’ local suppliers whenever information is needed or issues need to be resolved.  Establishes working relationships with program and contractor management personnel.  Prepares letters, memoranda, documents, or reports that support contractual actions or recommendations.

STANDARDS:

A.  Usually uses tact and diplomacy in providing accurate information both orally or in writing. 

B.  Normally maintains effective working relationship contributing to a cooperative working environment and timely accomplishment of work. 

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

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):  
1.  Knowledge of directly applicable statutory provisions, regulations, and procedures to be able to perform well defined and well precedented procurement functions.

2.  Knowledge of commonly used contracting methods and contract types sufficient to perform preaward, postaward, and/or contract price/cost analysis functions when the contract actions are well defined and well precedented; and of contract negotiation techniques sufficient to negotiate or administer contracts where the contracting actions are well defined.  
3.  Knowledge of business practices and market conditions as they relate to program and technical requirements

to assist customers in developing requirements and to evaluate bid responsiveness, contractor responsibility, and contractor performance.

4.  Knowledge of arithmetic pricing practices used in business sufficient to compare prices on recurring types of procurements or to perform basic price analyses.

5.  Knowledge of report writing techniques to present factual information clearly, write procurement memoranda, and draft simple contract provisions and supporting documentation.

6.  Ability to communicate effectively, both orally and in writing; and to plan, organize work, and meet deadlines .

___________________________________________________________________________________________

CLASSIFICATION CRITERIA:
Factor 1, Knowledge Required By The Position



Level 1-6
950 Points

-- Knowledge of directly applicable statutory provisions, regulations, and procedures to be able to perform well defined and well precedented procurement functions.

-- Knowledge of commonly used contracting methods and contract types sufficient to perform preaward, postaward, and/or contract price/cost analysis functions when the contract actions are well defined and well precedented.

-- Knowledge of commercial business practices and market conditions that relate to the technical and program requirement to assist customers in developing requirements and to evaluate bid responsiveness, contractor responsibility, and contractor performance.

-- Knowledge of formal advertising sufficient to solicit bids to procure a variety of requirements ranging from standard to specialized for supplies, services, or construction.

-- Knowledge of contract price analysis/cost analysis techniques sufficient to perform basic analysis for firm fixed-price or similar contracts, when historical pricing data and precedents are applicable.

-- Knowledge of contract negotiation techniques sufficient to negotiate or administer contracts where the contracting actions are well defined and well precedented.

-- Knowledge of report writing techniques to present factual information clearly, write procurement memoranda, and draft contract provisions and supporting documentation.

-- Ability to communicate effectively, both orally or in writing.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The team leader assigns work by defining objectives, priorities, and deadlines, and indicates any special considerations or unusual requirements.  The employee is responsible for planning and carrying out recurring assignments and for exercising judgment in the selection of supporting data, industry sources, and contracting techniques to be followed within established procedures.  The employee recognizes technical problems, such as inadequate justification or deviations from normal procedures, and confers with team leader or higher graded employee to resolve them after searching precedents to develop a recommended solution.  Completed work is usually presented in the form of a recommendation for action and is reviewed prior to signature or negotiation to assure soundness of analysis, good business judgment, compliance with procurement procedures, and adequacy of results.  The methods used in arriving at the end results are not usually reviewed in detail.

Factor 3, Guidelines






Level 3-3
275 Points

Guidelines, precedents, and written policies exist for procurements or contracts assigned, and historical data are pertinent to the evaluation of prices and basic elements of cost.  Contractual actions generally require adaptation by the specialist, e.g., clarification of the statements of work, adaptation of clauses or provisions to fit the requirement, or similar requirements.  The employee uses judgment in interpreting guidelines, adapting procurement procedures, and/or recommending approaches or solutions for specific problems. 

Factor 4, Complexity






Level 4-3
150 Points

The work involves various duties involving different and unrelated contracting processes and techniques in a relatively standardized or controlled work situation.  Assignments encompassing preaward or postaward activities generally involve repetitive items or services where specifications have become standardized or well established; use of firm fixed-price contracts, indefinite delivery, or similar contracts; availability of adequate price competition or published price lists; general availability of suppliers, etc.  Determining what needs to be done requires substantive analysis to prepare solicitation documents, identify eligible sources, prepare change order documents, and similar matters.  The employee must select appropriate techniques and procedures and identify interrelationships affecting the procurement process. 

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to perform a variety of contracting actions encountered throughout the preaward and postaward phases of the contracting process, using established contracting procedures.  Examples include review of clearly defined or well established procurement requirements; preparation of solicitations, contracts and supporting documentation for situations where adequate competition exists; and performance of preliminary analysis of proposals.  Work products affect timely support of serviced organizations and have economic impact on contractors.
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 7-2
50 Points

Contacts are to plan and advise on procurement actions with requiring offices, coordinate actions with support offices, and resolve related procurement problems.  Contacts outside the agency are to follow up on procurements 

or resolve routine problems with local suppliers, solicit bids and proposals from contractors, answer bidder’s questions about the solicitation, discuss contract requirements, or perform negotiations on terms, price of items, 

or similar matters.  The contacts are with individuals or groups who are working toward mutual goals and who

have basically cooperative attitudes.

Factor 8, Physical Demands





Level 8-1
5 Points

Work is primarily sedentary, although there is some walking required at the contractor’s facilities and work sites.  No special physical demands are required to perform the work.

Factor 9, Work Environment





Level 9-1

5 Points

Work is performed in an office setting.  The work environment involves everyday risks or discomforts that require normal safety precautions typical of such places as conference rooms or offices. 

____________________________________________________________________________________________

Other significant facts pertaining to this position are:
1.  May be required to travel by military or commercial aircraft in the performance of temporary duty assignments.

2.  May be required to work overtime.

3.  In accordance with security regulations, appropriately handles and safeguards sensitive material to reduce potential compromise.

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

____________________________________________________________________________________________
CLASSIFICATION SUMMARY:
CLASSIFICATION STANDARD(S) USED: OPM Position Classification Standard for Contracting Series, GS-1102, HRCD-4, Dec 97.  Classification Appeal Decision on Contract Specialist, GS-1102-09, dated 9 September 1994 was also used in evaluating this position.

GS-09 Point Range:  1855 - 2100

Total Points:  1920

Grade:  GS-09

CLASSIFICATION REMARKS:  
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.  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 KSAs was revised from 8 to 6 and KSAs were re-linked to the duties of the position.

*Performance standards, as needed, were changed from absolute to non-absolute.

*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.
____________________________________________________________________________________________
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