Acquisition Workforce Demo Project

Position Requirements Document

I.  Organization information:

II.  Position information:  Contract Specialist, NH-1102-III.  

III.  Duties:

Performs preaward functions for procurements involving complex contracts of highly specialized, extensive, new or innovative equipment systems, research, facilities construction and services of significant importance to the agency. Guidelines are normally not directly applicable.

Administers long-term, complex contracts for procurements of extensive, highly specialized new or innovative equipment systems, research, facilities construction and services affecting major agency programs and having significant impact on contractors' operations and on local geographic areas.  Guidelines are often not directly applicable.

Analyzes, evaluates, and reviews procurement programs and issues. Develops and issues policy for major organizations or programs.

Analyzes and evaluates cost and pricing data elements to determine price reasonableness for major acquisitions with limited precedent data available.

Terminates highly specialized and/or long-term complex contracts that affect a wide range of procurement activities or contractors' operations or have a significant impact on local geographic areas.

Conducts the Small and Disadvantaged Business Utilization and related programs for complex acquisition programs.

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 

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

Ability to communicate orally

Ability to negotiate

Ability to communicate in writing

Ability to plan, organizes work, and meet deadlines

Ability to recognize and analyze problems, conducts research, summarize results, and make appropriate recommendations

Completion of all Defense Acquisition Workforce Improvement Act (DAWIA) requirements

Knowledge of Government and agency-specific guidelines and business practices, including statutes, regulations, policies and procedures that cover different contract types

Knowledge of business practices and market conditions applicable to acquisition requirements

Knowledge of assigned contracting and procurement specializations, and applicable contract types
