CONTRACT SPECIALIST

NH-1102-III (GS-13)

AUTHORIZED TITLES: 

CONTRACT SPECIALIST

PROCUREMENT ANALYST
This level serves as an expert to management. The incumbent analyzes and evaluates major contractual/procurement aspects of substantive mission-oriented programs. The supervisor assigns work in terms of overall procurement programs to be accomplished. The employee, in consultation with the supervisor, establishes and executes a work schedule, ensuring that the necessary planning, coordination, approvals, negotiation, and other requirements are completed in a timely manner. Completed work is reviewed for compliance with legal and regulatory requirements. The work requires mastery knowledge of procurement statutes and regulations and/or contracting methods, policies, procedures, and contract types to plan and carry out long-term pre-award and/or post-award procurement actions; or mastery of the procurement functional area sufficient to apply experimental theories and new developments to problems not susceptible to treatment by accepted methods, to extend existing contracting techniques; or mastery of procurement principles and technical or program requirements to plan and manage or make decisions or recommendations that significantly affect the content, interpretation, or development of complex, long-range, or interrelated Department of Navy and/or Marine Corps policies or programs. The incumbent should also be extremely familiar with business strategies, policies, systems, goals and procedures within the command and with program or technical requirements.

Please select one or more of the additional duties stated below to better define the work of the position.

____Responsible for pre-award and post-award functions.

____Analyzes requirements, provides appropriate recommendations, and performs procurement planning.

____Develops procurement objectives in terms of competition and price range.

____Prepares and maintains current acquisition plans, appropriate milestone charts, and related schedules.

____Advises program managers on procurement objectives to be used and assists in the development of statements of work.

____Prepares complex Invitations for Bid, Requests for Proposals, and contract documents.

____Performs detailed analyses of all elements of cost and price in contractor proposals.

____Serves as a lead negotiator.

____Terminates contracts for the convenience of the government by default of the contractor for highly complex systems.

____Initiates, develops, and recommends contracting policies and procedures.

____Reviews, evaluates, and provides guidance concerning contracting and/or procurement policies and procedures.

____Develops policy as a representative of the directorate or the command for special procurement-related task groups with the command, Marine Corps, DON, or DoD.

____Provides advice and guidance on contracting matters to directorate, command personnel, and program managers.

____Researches, prepares, and/or coordinates staffing through directorate and/or command personnel of command positions on proposed policy and responses to data calls/taskers from higher authorities (e.g., ASN, DON, OSD, OFPP, etc.).

____Initiates, analyzes, develops, interprets, promulgates, disseminates, evaluates, recommends, and maintains contracting, acquisition, and business management policies and procedures for the command.

____Manages, tracks, and supports directorate, command, DON, and DoD acquisition reform and procurement streamlining initiatives.

____Serves as clearinghouse and managing focal point for subject matter expertise on command procurement and contracting matters and procurement-related training.

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 instruction to subordinates on both work and administrative matters; interviews and recommends selection 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 statement 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.
