ALC Attachment 3:  Job Descriptions for 1102 Grades 9-13  

Contract Specialist, GS-1102-13

Employee serves as a senior Contract Specialist within the General Services Administration (GSA).

MAJOR DUTIES

Performs preaward and postaward functions involving highly specialized procurements of significant importance to the agency.  Requirements typically involve systems or programs such as those involving research, development and production of extensive, specialized equipment or systems; state-of-the-art information technology products, equipment and/or services impacting customers throughout the nation and/or world; or similarly complex commodities and/or services integral to national defense or security.

Performs procurement planning.  Identifies those large-scale systems, components, equipment, and services to be acquired by contract.  Develops procurement objectives in terms of competition and price range and constructs the contractual vehicle including use of pricing arrangements, subcontracting policy, set-aside policies and similar considerations.  Prepares and maintains current acquisition plans, appropriate milestone charts, and related schedules.

Serves as an advisor to program officials in procurement planning meetings, identifying the procurement objectives and methodologies to be used and assists in the preparation of statements of work.  Prepares determinations and findings and solicitation documents.  Performs detailed analyses of all elements of cost in contractor proposals and makes competitive range determinations.  Conducts pre-proposal conferences with prospective contractors to arrive at a clear understanding of what is required under the proposed contract.  Obtains appropriate data from business and technical officials.  Issues necessary modifications to clarify questions concerning such topics as specification changes, language ambiguities or clarification of contract clauses.  As required by the lack of meaningful cost and price information, incumbent explores new or innovative contracting approaches to arrive at an equitable contractual arrangement.

Plans a comprehensive negotiation strategy, coordinates strategy with others technical experts involved and leads negotiations which are conducted with contractors to develop the contract prices and terms.  Awards the contract.

Performs contract administration, including incremental funding, preparation of rate and cost adjustments, redirection of effort, coordination of time extensions, incorporation of change orders, issuance of stop work orders, issuance of cure notices or show cause letters, monitoring of Government property reporting, approval of progress payments, final payment and contract close out.  Terminates contracts for the convenience of the Government or default by the contractor.

Operates as a senior acquisition executive for the GSA service and/or region and in this role is responsible for the analysis and evaluation of contracting policies and practices, and the initiation, development and recommendation of contracting policies, procedures and guidance impacting a large number of contract specialists and contracting organizations.  Participates on a variety of nationwide procurement teams, studies or projects to raise issues of significance; articulate positions and resolve problems or improve the procurement process nationwide.  

KNOWLEDGE REQUIRED BY THE POSITION
Factor Level 1-8
1550 points

Expert knowledge of and ability to interpret laws, regulations, principles and policies to generate new procurement concepts and to recommend to top management approval of procurements for the largest, newest and/or critical state of the art systems, equipment and services. 

Mastery of the principles of acquisition planning sufficient to develop and implement a plan to procure multiyear contracts for highly technical equipment, systems and services.

Mastery of Federal and Agency procurement objectives, policies, manuals and regulations, national and worldwide contract laws and procedures applicable to the acquisition and contract administration of a wide range of highly technical, complex equipment, systems and services.

Knowledge of contract administration and termination techniques sufficient to administer and close out contracts.

Expert knowledge of cost and price evaluation techniques to conduct detailed financial assessments of technical data involving state of the art information technology, defense or security systems and extremely high dollar value procurements. 

Knowledge of contract types, methods of contracting and techniques including cost and incentive contracting, award fee, cost sharing arrangements, processing of unsolicited proposals, multiple awards, special provisions relating to proprietary rights and rights in data. 

Skill in negotiation techniques to conduct contract negotiations and to meet and deal with high-level business, industry, scientific and/or Government officials.  

SUPERVISORY CONTROLS


Factor Level 2-4

450 points

The supervisor assigns work in terms of overall procurement objectives to be accomplished.  The employee, in consultation with the supervisor, establishes and executes a work schedule, insuring that necessary planning, coordination, approvals, negotiations and other requirements are met.  Establishes clear priorities to achieve these goals.  The employee handles most problems that arise independently, but keeps the supervisor apprised of the most sensitive, controversial and/or precedent setting issues.  Work review is made through status reports prepared by the employee and used primarily by management to remain informed.

GUIDELINES




Factor Level 3-4

450 points

Guidelines include broadly stated Federal and agency contract laws, regulations and policies.  While helpful and pertinent to assignments, the guidelines embrace a range of administrative and technical criteria involving concepts and principles for which the employee must either adapt, extend or develop supplementary criteria due to complicating conditions or individual characteristics of assigned procurement actions or initiatives.  

COMPLEXITY




Factor Level 4-5

325 points

The work consists of managing acquisition projects for highly complex or state-of-the-art systems, programs, and equipment that are not well-defined and span successive program stages.  Typical complexities include: design instability in the early phases of the acquisition cycle, resulting in frequent design and performance changes; difficulty in developing time schedules; lack of precedent and cost data; use of a wide variety of cost and fixed-price contracts and a broad range of complex terms and conditions including cost sharing arrangements, incentive formulas, progress payments, and escalation clauses; multiple year, long-term contracts; sole source negotiating environments; use of extensive cost analysis to determine reasonableness; programs involving several contracts with the same or different contractors, and changes to one contract frequently affecting other contracts; and/or extensive use of subcontracts.  Decisions involve uncertainties or problems, such as questionable financial responsibility, production scheduling, deficient performance, economic instability, and complicated segments of complex programs.  The employee interprets technical, legal, and audit decisions and analyzes their impact on the procurement.  The employee identifies trade-offs, long-range solutions and alternate courses of action which impact procurements and/or contracting policies nationwide.

SCOPE AND EFFECT



Factor Level 5-5

325 points
The purpose of the position is to negotiate and administer contracts and develop procurement policies and/or initiatives of importance to GSA and/or its customers.  The employee’s recommendations are accepted as authoritative and serve as the basis for committing GSA to high profile and high dollar value contracts supporting customers nationwide and/or worldwide.  

PERSONAL CONTACTS



Factor Level 6-3

60 points

Contacts are with contractor’s officials (e.g. presidents, comptrollers), senior officials of client agencies and technical experts within GSA including IT personnel, auditors and attorneys.  Contacts occur in a moderately unstructured setting.

PURPOSE OF CONTACTS


Factor Level 7-3

120 points

Contacts are to monitor, evaluate and resolve high profile procurement matters and negotiate with senior industry officials to resolve highly charged negotiations.  Due to the uniqueness of procurements, the employee must be skillful in obtaining compliance with contractual terms and in resolving differences.  

PHYSICAL DEMANDS AND WORK ENVIRONMENT
Factor Level 8-1 & 9-1
    10 points

Work is primarily sedentary and performed in an office setting.  Work may occasionally require some travel; visits to contractor and/or performance sites.

Total Points = 3290

GS-13 Grade Range = 3155-3600

Contract Specialist, GS-1102-12

Employee operates as a journeylevel Contract Specialist within the General Services Administration (GSA), responsible for procurement of highly specialized equipment, components and systems including those for large high-rise buildings and their operating systems and information technology equipment and systems; professional or technical services; and/or construction of specialized equipment or special purpose buildings and structures.  

MAJOR DUTIES

Work includes professional and highly technical contracting work in the preaward and postaward areas, with a keen awareness of customer requirements and relationships to achieve results that best further the mission of agency clients.

Customer Relations:  Consults with and supports internal and external customers, providing technical guidance and advice on contracting matters in a professional, courteous and timely manner.  Through regular phone calls or site visits, keeps customers apprised of project status and procurement issues, advising them when schedules or estimate delivery dates change.

Preaward:  Reviews requests for the procurement of complex equipment, systems, services and/or construction.  Analyzes the requirement, recommends revisions to the statement of work or specifications and decides on the type of contract, milestones, and procurement plan.  Reviews justifications for sole source and other required clearances and prepares documentation.

Prepares solicitation documents, incorporating specialized provisions, such as cost accounting standards, requirements for technical proposals with appropriate weighting factors, cost escalation factors, socioeconomic programs, etc.  Analyzes specifications to ensure their adequacy and recommends revisions, identifying exceptions or changes needed in standard contract provisions to accommodate unique circumstances.  Develops special clauses and provisions for unique procurements for which there is no precedent.  Solicits proposals from prospective contractors.  Determines procurements to be awarded under the Small Business Administration’s (SBA) Section 8(a) program and other socioeconomic programs.  

Evaluates technical bids or offers for responsiveness to and conformance with the solicitation.  Performs cost or price proposal analyses; reviews cost breakdowns, direct and indirect costs; identifies costs which are allowable and allocable; determines the necessity for, preaward financial or physical plant surveys to establish contractor responsibility; and obtains audits and pricing reports.  Establishes competitive range for negotiations based on cost or price analysis,  technical audit findings and the expected proficiency of the contractor.  

Depending on the procurement, coordinates the establishment of a technical evaluation committee or source selection evaluation board to determine acceptability of technical proposals.  Oversees the evaluation process to ensure decisions are made in accordance with the source selection plan.  Reconciles problems or differences between board members and prepares or oversees the board’s evaluation reports.

Conducts discussions and negotiations with contractors.  Obtains required preaward approvals.  Makes final determination on awards within delegated contracting officer authority.  Otherwise, recommends awards on contracts to higher level contracting authorities.  Responds to inquiries, including formal protest, congressional inquiries, and Freedom of Information Act request.

Postaward and termination:  Conducts postaward and contractual termination responsibilities, including initial briefings with the contractor to ensure full understanding of the terms of the contract, as well as the handling of contract modifications, noncompliance and performance problems and termination processes.  Ensures compliance with contractual terms; monitors and assesses ongoing contractor performance, initiating corrective action; resolves disputes and other problems concerning obligations of either the Government or the contractor; and negotiates and executes contract modifications, e.g., for cost changes, price adjustments, and progress, partial and final payments, delivery and progress schedule changes, etc.  Monitors contracts to ensure timely completion of required actions, such as the exercise of contract options.  

Determines agency position on protests from unsuccessful bidders/offerors.  Prepares initial agency position on GAO and interagency protests from unsuccessful bidders; renders final decisions on claims and appeals arising under the contract; prepares statement of the Government’s position and appeal file for claims brought to the Board of Contract Appeals and the U.S. Claims Court; and appears as a witness or consultant in contract appeals and other litigated matters.  Closes out contracts; issues termination notices; reviews settlement proposals; develops the Government’s position with respect to contractor claims; and prepares appropriate case file documentation, memorandum, etc.

Determines circumstances necessitating a partial or complete termination of a contract for default or convenience and negotiates claims and/or settlements in resolution of these types of problems and executes appropriate contractual modifications.

KNOWLEDGE REQUIRED BY THE POSITION
Factor Level 1-7
1250 points

Knowledge of contracting procedures, types, and methods, including formal advertising, negotiation, fixed-price, cost contracting, and use of special provisions and incentives to carry out the full range of procurement responsibilities including the acquisition and contract administration of extensive or unique equipment, systems, services or construction.  

Knowledge of and ability to apply cost and price evaluation techniques to analyze highly detailed and technical cost and profit data to determine reasonableness, responsibility and other key decisions in the procurement process.

Knowledge of negotiation techniques and skill in devising negotiation strategies to deal with contractors in negotiating offers up to the point of award and resolving postaward modifications and termination settlements.

Ability to communicate effectively orally and in writing.

SUPERVISORY CONTROLS


Factor Level 2-4
450 points

The supervisor assigns work in general terms indicating overall objectives and key priorities.  The employee independently plans own work, coordinates with team members or other contract specialists, resolves most problems that arise and carries assignments through to completion.  For unusually difficult, complex, controversial or state of the art projects, the employee advises the supervisor of potential problems, accompanied by a proposed of action.  Work is reviewed for adequacy of results and compliance with basic objectives.

GUIDELINES




Factor Level 3-4
450 points

Guidelines include a variety of Federal procurement laws, agency contracting regulations and manuals, broad procurement directives and principles and Comptroller General decisions.  Guides are often inadequate in dealing with technical procurement issues requiring the employee to use insight and experienced judgment to adapt references where significant departures from established practices and precedents are needed due to changes in professional, administrative or related technical issues.

COMPLEXITY 




Factor Level 4-4
225 points

Assignments are diverse covering the full range of preaward and postaward contracting functions associated with the acquisition of new, unique or highly complex equipment and systems, extensive professional and technical services and/or complex construction projects.  Work is characterized by significant demands and difficulties due to lack of previous experience or competition for the item being procurement; often require development of highly specialized, unique and/or state-of-the-art specifications; necessitate extensive research and preparation to conduct of technical negotiations; require varied financial and cost incentives and/or arrangements to arrive at equitable financial terms; and involve extensive subcontracting or similar problems.  The employee exercises seasoned judgment in adapting traditional procurement techniques or evolving neo ones to solve complex professional problems. 

SCOPE AND EFFECT



Factor Level 5-4
225 points
The purpose of the work is to satisfy customer needs for highly technical and complex equipment and equipment, extensive technical services and/or construction through the use of the Government contracts.  The work product affects the accomplishment of agency procurement goals and client agencies’ mission requirements.

PERSONAL CONTACTS



Factor Level 6-3
60 points

Contacts include GSA personnel, other federal personnel, private sector firms, small businesses, and other suppliers.  Typical contacts with contractors include officers and technical experts representing these firms.  The employee works with technical staff, attorneys, auditors, industry representatives and others from within the agency or other agencies. 

PURPOSE OF CONTACTS


Factor Level 7-3
120 points
External contacts are to conduct prenegotiation conferences; to negotiate contracts and contract modifications; and to defend procurement actions where conflict exists between the objectives of the contractor and GSA or in the litigation of claims and appeals.  Internal contacts are to exchange information, justify or defend proper contractual approaches to customers, technical experts and managers, e.g., to persuade customers and other personnel of the proper approaches from a procurement viewpoint.  The employee uses negotiation skills and persuasion to accomplish desired contracting objectives.  

PHYSICAL DEMANDS AND WORK ENVIRONMENT 
Factor Level 8-1 & 9-1    10 points
Work is sedentary and usually performed in an office setting.  However, there is some walking required during visits to contractor facilities.

Total Points = 2790

GS-12 Grade Range = 2755-3150

Contract Specialist, GS-1102-11

Incumbent serves as a Contract Specialist within the General Services Administration (GSA), procuring a variety of supplies/commodities, construction contracts, technical and professional building services as well as information technology equipment, software and related services.  

MAJOR DUTIES

Performs professional and technical contracting functions related to the variety of contracts let and administered by GSA.  This includes the following representative duties:

Provides guidance to technical personnel within and outside of the organization on contracting procedures, practices and completion of information for bid consideration.

Formulates the contracting approach that will best satisfy the procurement requirement and determines the sources to be solicited.  Based on market analysis, determines availability of products or services required; monitors industry factors which may impact availability or price; identifies market trends; and integrates the impact of socioeconomic considerations on procurement actions.  

Develops new sources based on projected needs and industry analysis.  Resolves specification problems which limit competition; modifies contract clauses which discourage potential bidders from participating; and determines the best time to solicit bids.  Coordinates with industry and the Small Business Administration to expand competition.

Develops and prepares the solicitation, incorporating appropriate language, specifications and clauses based on varied factors such as quantities needed, market conditions, delivery requirements, production capabilities, customer needs, etc.  Selects the appropriate type of contract and ensures a variety of other factors are incorporated such as special emphasis program considerations, award method, solicitation publication and distribution, etc.

Conducts prebid conferences; evaluates bids/offers submitted; determines responsiveness to the solicitation; assesses bidder's capacity to perform and comply with contract clauses and specifications; coordinates with technical specialists on bid samples; performs price analysis, analyzing commercial pricing practices applicable to assigned contracts and economic developments relative to increased material, labor, or transportation costs as reflected in price indices; evaluates cost and price data submitted by offerors to support direct and indirect costs and fee or profit; determines reasonableness of prices offered; and evaluates protests and mistakes in bid.

Plans and conducts negotiations on price, technical requirements, terms, and conditions of the contract.  Awards or recommends award in accordance with delegated authority.

Performs contract administration functions, monitoring contractor performance and ensuring compliance with the contract terms.  Issues handled include change orders, exercise of options, contractor delays, claims, appeals, liquidated damages, potential deductions, and settlements and terminations.  Reviews technical reports to determine if progress is satisfactory and if not, prepares correspondence and recommendations for the Contracting Officer.  Reviews contractor requests for waivers or deviations from contract terms.  Reviews, investigates, and recommends action on price or cost adjustments, allowability of costs, and problems concerning Government property.  Reviews progress payment requests to assure that required clauses in the contract are met, that proper rates are being applied, and that proper accounting is made.  Maintains records on contract administration actions and requirements.  Evaluates contractor compliance with contract clauses and initiates corrective actions when problems are identified.  

KNOWLEDGE REQUIRED BY THE POSITION
Factor Level 1-7
1250 points
Knowledge of contracting procedures, types, and methods, including formal advertising, negotiation, fixed-price, cost contracting, and use of special provisions and incentives to plan and carry out preaward and postaward contracting assignments.  

Knowledge of cost and price analysis techniques to perform a variety of computations to evaluate offeror reasonableness and responsibility, to determine best offers and to develop an appropriate negotiation position.

Knowledge of negotiation techniques and skill in devising negotiation strategies to deal with contractors in negotiating offers up to the point of award and resolving postaward changes.

Knowledge of industry which manufactures assigned commodities or required services to determine sources of supply and analyze the effects on agency requirements of industrial developments, seasonal price trends, economic factors affecting supply, transportation costs, and availability of storage facilities.  

Knowledge of policies and procedures to plan and carry out a full range of contract administration functions relating to basic ordering agreements, term contracts, multi-year contracts, with cost reimbursement provisions, incentive contracts, and firm fixed-price contracts.  

SUPERVISORY CONTROLS


Factor Level 2-3

275 points
The supervisor makes assignments in terms of project objectives and priorities.  The employee determines the nature of contracting questions and issues involved, carrying out work according to established professional and agency practices.  Unusual problems are referred to the supervisor with a recommendation for their solution.  Completed work is reviewed for technical adequacy, soundness of technical judgment and compatibility with the work of other contract specialists.  Techniques used to complete work are not usually reviewed in detail.

GUIDELINES




Factor Level 3-3

275 points

Guidelines include Federal procurement laws, agency procurement manuals and regulations, Comptroller General decisions and other legal precedents.  The employee selects and applies guidelines, interpreting them within specific parameters of the assignment.  Problems regularly arise during the course of the contracting assignment that requires the employee to make minor adaptations of the guidelines.  In situations requiring significant and/or controversial deviations from guidelines, incumbent consults with the supervisor to discuss, or obtain further guidance on interpretation and adaptation of guidelines. 

COMPLEXITY




Factor Level 4-4

225 points

Assignments cover the full range of pre/postaward functions associated with a variety of supply, construction and service contracts which are formally advertised and/or negotiated.  Decisions involve the interpretation of a large amount of technical data and determining quantities to be procured, specifications required, specific contract language and clauses, type of contract, special program requirements, minimum/maximum ordering limitations, and methods of transportation and delivery.  Contract administration decisions are based on in-depth analysis of alternatives and knowledge of unique capabilities of contractors, and require resolution of incomplete or conflicting technical and contractor data.

SCOPE AND EFFECT



Factor Level 5-3

150 points

Performs professional contracting work to procure diverse customer requirements covering a wide range of supplies/commodities; construction and technical building services; and/or information technology equipment and related services.  Effective and timely procurements enable the serviced organizations to accomplish their various missions.

PERSONAL CONTACTS



Factor Level 6-3

60 points

Contacts include private industry vendors, contractors, small disadvantaged businesses and other suppliers.  The employee works with technical staff, attorneys, auditors and others from within the agency or customer agencies.  The contacts occur in moderately structured settings, with the roles and authorities being developed during negotiations or discussions.

PURPOSE OF CONTACTS


Factor Level 7-3

120 points

The purpose of contacts with external contacts is to obtain and exchange information; conduct pre-bid conferences and fact-finding; negotiate contracts and modifications; and resolve numerous problems arising during contract administration.  Contacts with internal groups are to advise on developing specification and evaluation criteria for contractual actions, to evaluate proposals and to prepare pre-negotiation positions.  The employee must be skillful in dealing with personnel with highly divergent points of view and must be persuasive throughout the procurement cycle. 

PHYSICAL DEMANDS AND WORK ENVIRONMENT 
Factor Level 8-1 & 9-1
    10 points
Work is sedentary and preformed in an office setting.  There is some walking during visits to contractor facilities.

Total Points = 2365

GS-11 Grade Range = 2355 - 2750

Contract Specialist, GS-1102-5/7/9

Employee operates as a trainee within the General Services Administration.  Incumbent’s grade level is dependent on the degree of supervisory controls, level of project involvement and complexity.

GS-5 level:  At this grade, the incumbent uses a basic foundation/familiarity with procurement functions and procedures to perform limited professional contracting work.  Employee receives specific assignments, with clear, detailed instructions and is expected to consult with the supervisor or a senior professional employee on all matters not specifically covered in the original directions.  Work is reviewed in progress and upon completion for compliance with instructions and adequacy and accuracy of the final product.  Assignments usually consist of specific tasks that are designed to orient the trainee in the practical application of theory and basic principles and to relieve more senior staff of detailed and simple work.

GS-7 level:  At this grade, the incumbent uses a basic foundation of contracting knowledge to perform routine professional work of the organization, consistent with the employee’s education and expanding experience.  The supervisor indicates what is to be done, limitations, quality and/or quantity expectations, deadlines and priority of assignments and provides additional details for more difficult work.  Work is reviewed for technical adequacy, compliance with instructions and appropriateness of contracting methods used to accomplish assignments.  Work includes a mixture of specific tasks designed to orient the trainee in the practical application of theory and basic principles, as well as more detailed assignments to expose the trainee to a wider variety of contract features, scopes and complexities found in GSA.

GS-9 level:  At this grade, the employee is an advanced trainee performing the full range of duties described below and as accounted for in the factors following these duty statements.

MAJOR DUTIES
Assignments will consist of learning the scope and foundation of GSA contracting responsibilities and assisting fully trained Contract Specialists with day-to-day operations.  Representative assignments include:

Reviews requirements and determines appropriate methods of procurement, i.e., formal advertising or negotiation, based on the application of commonly used contracting methods and recommends the approach to a senior specialist.

Develops procurement plans by reviewing previous history, market conditions and specifications or technical data.  Determines adequacy and completeness of description, researching various manuals and catalogs and reviewing contracting precedents to identify and initiate corrective actions required.

Compiles bidders’ list from qualified bidders’ applications, knowledge of suppliers, contacts with trade associations, Small Business Administration, or other sources.  

Prepares and issues solicitation documents; selects appropriate clauses; ensures clear and complete specifications are included; and serves as a contact on assigned procurements to respond to inquiries.

Performs detailed analysis of bids or proposals received to determine bid responsiveness and responsibility of the offeror.  Insures strict compliance with specifications on advertised procurements and recommends award to lowest bidder in compliance.  On negotiated procurements, identifies prices which appear either excessive or underestimated, and alone or in conjunction with a higher graded specialist, negotiates prices with the offeror; also reviews and/or clarifies other unclear terms of the offers received including changing delivery dates or otherwise obtaining close conformance to specifications or similar matters.

Drafts final contract including standard and specialized specifications and appropriate clauses and requirements.  Prepares recommendations for award, documenting reasons for decisions including justifying basis for not recommending lowest bidder if appropriate.

Administers assigned contracts.  Monitors contractor performance with applicable laws and with contract terms such as delivery schedules, payment provisions, inspections, etc.  Negotiates extensions of delivery schedules, price adjustments or other modifications to the contract when precedents are well established and the contractor’s and Government’s bargaining positions are close.  Reviews completed contract files to determine that all contractual actions are satisfied, that there are no pending administrative or legal actions to be resolved, that all file documents are signed, and that the contract is complete in every respect and ready to be closed.

KNOWLEDGE REQUIRED BY THE POSITION
Factor Level - 1-6
950 points
Knowledge of procurement regulations, procedures and techniques to perform recurring and developmental assignments for preaward and postaward actions, including knowledge of commonly used contracting methods and contract types and/or limited price/cost analysis functions when the contract actions are well defined and well precedented.

Knowledge of formal advertising and negotiated bid procedures to plan procurement action, develop solicitations, evaluate bids, negotiate prices and terms, and recommend award.

Knowledge of conventional sources of supply and characteristics of assigned commodities or services sufficient to identify potential suppliers, assure adequate competition, and evaluate bid responsiveness and responsibility of the bidders.

Knowledge of contract administration principles and practices to monitor contractor performance and determine compliance with contract requirements; resolve common problems; negotiate minor contract modifications; and ensure that contract requirements are met prior to close out.

SUPERVISORY CONTROLS



Factor Level 2-3
275 points

The supervisor makes specific assignments together with objectives, priorities, time limitations, background information and anticipated problems.  The employee carries out the work, handling routine problems without assistance, as experience and program knowledge increase.  Unusual problems are referred to the supervisor with a recommendation for their solution.  Completed work is reviewed for technical adequacy, with new or unusual assignments reviewed more closely while in progress and upon completion. 

GUIDELINES





Factor Level 3-3
275 points

Guidelines include Federal and agency procurement laws, regulations and manuals, Comptroller General decisions and other legal precedents.  The employee selects and applies guidelines, interpreting them to specific parameters of the assignment.  Problems regularly arise during the course of the assignment that require the employee to make minor adaptations of the guidelines.  Situations requiring significant deviations from existing guidelines are referred to the supervisor.

COMPLEXITY





Factor Level 4-3
150 points

The work involves a range of contracting functions which are relatively standardized and well established.  Assignments generally entail repetitive items or services and involve firm, fixed price or similar contracts; available and adequate competitive and historical data; and few problems presented in contract work.  Decisions require substantive analysis of such matters as adequacy of specifications or work statements; selection of most appropriate contracting approach; evaluation of bids or offers and recommendations of awards; and review of contractor performance to determine compliance with contract terms and conditions.  As the employee gains experience, assignments may include more specialized requirements, a greater variety of contract types; performance of market surveys; and more difficult negotiations to develop skills, knowledge and experience for future responsibilities.

SCOPE AND EFFECT




Factor Level 5-3
150 points

The purpose of the work is to contract for specific commodities or services using established contracting procedures and techniques.  Functions result in the provision of commodities from contractors or manufacturers at a fair and reasonable price.  The work affects the adequacy of supplies or services provided to GSA customers.

PERSONAL CONTACTS




Factor Level 6-2
25 points

Contacts are with coworkers and technical specialists from other organizations within GSA, as well as a variety of contractor, manufacturers, suppliers and representatives of customer agencies.  The interests of the respective parties are usually well defined.

PURPOSE OF CONTACTS



Factor Level 7-2
50 points

Contacts are made to coordinate procurement approaches; obtain information or clarify bid information; advise contractors on procurement requirements; conduct limited negotiations with contractors or suppliers; resolve recurring problems; and provide procurement assistance.

PHYSICAL DEMANDS AND WORK ENVIRONMENT
Factor Level 8-1 & 9-1   10 points

Work is sedentary except for occasional walking and bending during on-site inspections or field visits.  Work is usually performed in an office setting, although occasional travel is required.

Total Points = 1885

GS-9 Grade Range = 1855 - 2100

