PROCUREMENT TECHNICIAN (OA)
NK-1106-II (GS-7)
Procurement technicians perform clerical or technical work in support of the contracting staff. The employee works under the general direction of the supervisor. The supervisor defines objectives, priorities, and deadlines. The incumbent independently performs the work within the parameters of established policies and guidelines. The supervisor is available for assistance with controversial or unusual problems. Completed work is reviewed for technical soundness, appropriateness, and conformity to policy and requirements. The methods used to complete assignments are not reviewed in detail. The position requires broad knowledge of a body of procurement regulations, procedures, and polices related to one or more procurement phases or functions. 

The incumbent performs contract administration support functions for contracts associated with the procurement of major systems and related high technology equipment. Prepares complex contract documents for major procurements. Contracts contain multiple special terms and conditions with special clauses and unique provisions. Maintains document logs and public notices. Maintains automated reference resources.

Prepares recurring and special reports and compiles statistics from data requiring substantial analysis and interpretation and development of new formats. Maintains files for a large variety of complex procurements, encompassing many kinds of contracts, related documents, and regulations and correspondence.

Actively participates as a team member, when necessary, to accomplish projects. 

