AGENCY PROGRAM COORDINATOR/

CONTRACTS DATA MAINTAINER

NH-1101-II (GS-11)

The incumbent at this level works under the general direction of the supervisor.  The supervisor sets the overall objectives and in consultation with the employee, determines timeframes and resources.  The supervisor is available for the resolution of problems and controversial issues.  Work performed within delegated authority is not reviewed on a daily basis, but is normally evaluated for results received.  The work requires knowledge of Federal, departmental, agency, and local laws, regulations and procedures regarding contracting and the Government-wide Purchase Card Program.  

The incumbent is responsible for performing a variety of administrative, analytical, evaluative, technical, and advisory services for the Contracts Directorate and the Command, regarding the government-wide purchase card program, the procurement management review systems, and directorate-specific databases.  

The incumbent applies knowledge pf pertinent laws, regulations, policies and precedents that affect the purchase card program.  Applies skill in written and oral communication sufficient to develop and present findings and recommend and/or carry out specific actions regarding difficult issues or opposing points of view.  The incumbent applies a variety of general administrative as well as procedures guidelines and standard reference materials.  

The incumbent plans and carries out projects to improve the efficiency and productivity of the contracts directorate databases and ensures that all purchase cardholders and approving officials are well trained and understand their duties and responsibilities.  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 gives advice, counsel, and/or provides instructions to subordinates on both work and administrative matters; interviews and recommends selections of candidates for positions, promotions, and reassignment; 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.  

