BVAQ001

Acquisition Workforce Demonstration Project

Position Requirements Document

I.  Organization information:  Army Acquisition Executive Support Agency

II.  Position information:

ACQUISITION WORKFORCE SUPPORT SPECIALIST, NH-0301-III.  

III.  Duties:

1. Program Management. Oversees program management functions for all acquisition career fields

within the assigned region.  These career fields will include some or all of the following:  Program Management; Contracting; Industrial Property Management; Purchasing; Manufacturing and Production Scientists and Engineers; Quality and Reliability Scientists and Engineers; System Planning, Research and Development Scientists and Engineers; Business, Cost Estimating and Financial Managers; Acquisition Logistics; and Communications-Computer Systems.  Disseminates DDACM guidance on acquisition certification, ensuring major command (MACOM) compliance.  Works closely with the regional Civilian Personnel Operations Centers (CPOCs) and the local Civilian Personnel Advisory Centers (CPACs] to ensure accurate information is captured in the Army’s module of the Defense Civilian Personnel Data System (DCPDS) on AAW members.  Reviews career record for accuracy of information, initiating corrective action where discrepancies are found.  Provides authoritative guidance and assistance to senior raters in the initiation and maintenance of the Senior Rater Profile System (SRPS).  Provides advice and assistance on SRPS to management and the workforce.  Coordinates with the regional CPOC/CPAC and updates the SRPS for all AAW personnel, GS-12 and above, who are not centrally managed by the Army Personnel Command (PERSCOM) acquisition function.  Monitors acquisition position vacancy announcements, ensuring central distribution through PERSCOM, when applicable, and assisting workforce members in making application.  Participates in and assists in the preparation and conduct of local selection panels for acquisition positions.  Monitors the developmental assignments program, initiating the annual developmental position review process and assisting in the identification of potential developmental assignment positions.

2.  Career Management.  Serves as the primary source of information on the interpretation and implementation of DAWIA and DDACM programs and policies at the regional level in coordination with the functional career program managers and the Acquisition Career Management Advocate (ACMA), a senior member of the major command (MACOM) staff.  Supports the MACOM and the functional career program managers in the performance of duties associated with the management of the professional growth of acquisition workforce members within the MACOM.  Ensures compliance with acquisition education and training requirements for certification, the production of accurate Certification Record Briefs (CRBs), the periodic review of acquisition requirements and work force member needs, etc. Maintains a DDACM database on all workforce personnel.  Inputs into the DDACM database information pertinent to the establishment of a CRB for those workforce members who are not in the system, and coordinates this information with the CPOC/CPAC for DCPDS data entry/update.  Periodically surveys workforce members to ensure that updated information is available for maintenance of an accurate acquisition database.  Assists the CPOC with the annual survey of the workforce to ascertain acquisition training and educational needs by functional area through coordination with the functional career program manager.

2. Career Development.  Reviews records of acquisition work force personnel and advises on the

content of an individual development plan which meets the individual's and DAWIA requirements for acquisition career progression.  Provides information to the acquisition work force on available training and education necessary for entry into the acquisition corps.  Coordinates with the functional career program managers and assists the CPOC with the management of the Acquisition Tuition Assistance Program (ATAP}.  Coordinates with the functional career managers on training opportunities; processes nominations and monitors progress.  Serves as a resource to AAW members in the preparation and submission of Corps Eligible Accession Packages. Provides advice and assistance to applicants for the Competitive Development Group.

Performs other duties as assigned.

TDY may be required 15 - 20% of the time.

IV.  Factors:

Factor:     1. - Problem Solving





Level III.  

Work is timely, efficient, and of acceptable quality.  Completed work meets project/program objectives.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Independently defines, directs, or leads highly challenging projects/programs.  Identifies and resolves highly complex problems not susceptible to treatment by accepted methods.  Develops, integrates, and implements solutions to diverse, highly complex problems across multiple areas and disciplines.  Anticipates problems, develops sound solutions and action plans to ensure program/mission accomplishment.  Develops plans and techniques to fit new situations to improve overall program and policies.  Establishes precedents in application of problem-solving techniques to enhance existing processes.

Factor:     2. - Teamwork/Cooperation




Level III.  

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions exhibit and foster cooperation and teamwork.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Works with others to accomplish complex projects/programs.  Applies innovative approaches to resolve unusual/difficult issues significantly impacting important policies or programs.  Promotes and maintains environment for cooperation and teamwork.  Leads and guides others in formulating and executing team plans.  Expertise is sought by peers. 

Factor:     3. - Customer Relations




Level III.  

Work is timely, efficient, and of acceptable quality.  Personal and organizational interactions enhance customer relations and actively promote rapport with customers.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Guides and integrates functional efforts of individuals or teams in support of customer interaction.  Seeks innovative approaches to satisfy customers.  Establishes customer alliances, anticipates and fulfills customer needs, and translates customer needs to program/projects.  Interacts independently and proactively with customers to identify and define complex/difficult problems and to develop and implement strategies or techniques for resolving problems (e.g., determining priorities and resolving conflict among customers' requirements).

Factor:     4. - Leadership/Supervision




Level III.  

Work is timely, efficient, and of acceptable quality.  Leadership and/or supervision effectively promotes commitment to mission accomplishment.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Provides guidance to individuals/teams; resolves conflicts. Considered a functional/technical expert by others in the organization; is regularly sought out by others for advice and assistance.  Defines, organizes, and assigns activities to accomplish project/program goals. Guides, motivates, and oversees the activities of individuals and teams with focus on project/program issues. Fosters individual/team development by mentoring.  Pursues or creates training development programs for self and others.

Factor:     5. – Communication





Level III.  

Work is timely, efficient, and of acceptable quality.  Communications are clear, concise, and at appropriate level.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Communicates project or program results to all levels, internally and externally.  Reviews and approves, or is a major contributor to/lead author of, management reports or contractual documents for external distribution.  Provides inputs to policies.  Presents briefings to obtain consensus/approval.

Factor:     6. - Resource Management




Level III.  

Work is timely, efficient, and of acceptable quality.  Resources are utilized effectively to accomplish mission.  Flexibility, adaptability, and decisiveness are exercised appropriately.

Plans and allocates resources to accomplish multiple project/programs.  Identifies and optimizes resources to accomplish multiple project/program goals. Effectively accomplishes multiple project/program goals within established guidelines.

V.    Staffing KSA's

Skill in interpersonal relations

Ability to plan and organize work

Ability to gather, analyze, and present facts

Ability to access or locate information through the use of a personal computer or terminal

Ability to work cooperatively as a member of a team

Ability to identify problems and develop innovative solutions

Ability to provide guidance to customers

Ability to interpret and apply rules, regulations, and procedures

Knowledge of the organizational and functional responsibilities and operations of the employing organization

Ability to communicate orally and in writing

Ability to establish and maintain relationships with key individuals/groups outside immediate work unit

Ability to advise others
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