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The supervisor assigns work and sets the overall objectives and resources available. The employee is

responsible for an assigned area and in consultation with the supervisor develops the objectives and

priorities. The supervisor is available for the resolution of problems and controversial issues. Work

performed within delegated authority is not technically reviewed, but is normally evaluated for results

received. The work requires knowledge of Federal, departmental, agency, and local contract laws,

regulations and procedures; various types of contracts, methods of contracting, and selection factors to plan

appropriate strategies; program objectives; technical terminology; and commercial and industry business

practices.

Responsible for pre award and/or post award functions including price/cost analysis, negotiation and

administration of services, materials, and equipment associated with research, development, testing,

evaluation, and/or production activities. Reviews and analyzes incoming requirements to ensure descriptions

are clear, understandable, unnecessarily restrictive, and recommends revisions as necessary. Recommends

the type of contract, milestones, and procurement plan. Prepares a variety of official materials such as

solicitation documents, analytical reports, formal letters, and results of analyses. Analyzes proposals for

conformance with the solicitation. Negotiates with potential contractors, prepares award documents, and

responds to inquiries. Assists contract offices with the administration of contracts, including performance of

termination actions, until final delivery and payments are completed and the contract is closed and retired, or

monitors contractor’s performance and/or visits the contractor’s facilities for status of contract performance,

scheduling, or problems. Actively participates as a team member, when necessary, to accomplish assigned

projects.

Please select the paragraph below if the incumbent serves as a supervisor.

____Performs the full range of administrative and technical supervisory duties.

Responsible for understanding and actively supporting the Command’s Affirmative Action/EEO Program,

ensuring EEO principles are reflected in all aspects of personnel management. Assigns work and establishes

priorities; evaluates performance of subordinates; gives advice, counsel, and/or provides instruction to

subordinates on both work and administrative matters; interviews and recommends selections of candidates

for positions, promotions, and reassignments; and hears and resolves complaints from subordinates.

Exercises full authority as a member of the pay pool management in assessing contribution and preparing

statements of duties and experience for Demonstration employees.

Please select the following if the incumbent serves as a team leader on a regular basis leading three or more

employees.

____ Serves as a team leader providing guidance and direction to team members.

IV.  Factors:

Factor: 

1. - Problem Solving 

Level II.   

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

Plans and conducts administrative activities for projects.  Develops, modifies, and/or applies rules, procedures, or operations to resolve problems of moderate complexity/difficulty.  Independently plans and executes assignments; resolves problems and handles deviations.  Identifies and adapts guidelines for new or unusual situations.

Factor:

2. - Teamwork/Cooperation
Level II.   

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 tasks.  Resolves administrative problems; facilitates cooperative interactions with others.  Guides others and coordinates activities in support of team goals.  Proactively functions as an integral part of the team.

Factor:

3. - Customer Relations

Level II.   

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

Guides the administrative efforts of individuals or team members as they interact with customers.  Independently interacts with customers to understand customer needs/expectations.  Interacts independently with customers to communicate information and coordinate actions.  

Factor: 

4. - Leadership/Supervision
Level II.   

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

Actively contributes as team member or leader; takes initiative to accomplish assigned projects.  Guides others in accomplishing projects.  Coordinates appropriately with others to complete tasks within established guidelines.  Identifies and pursues individual/team developmental opportunities.

Factor:

 5. – Communication
Level II.   

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

Interprets and communicates administrative procedures within immediate organization.  Prepares, coordinates, and consolidates documents, reports, or briefings.  Communicates/presents internal administrative/functional procedures and tasks internally and externally.

Factor: 

6. - Resource Management

Level II.   

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

Identifies and uses resources to accomplish projects.  Plans resources to achieve project schedules.  Effectively accomplishes projects within established resource guidelines
