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Job Posting
Title: 

Contract Closeout Specialist
Location: 

CMS San Diego, CA
Dept.: 

CMS Navy  
Reports to: 
Contract Closeout Site Supervisor 
Status/Shift: 
Full-Time/M-F
Salary:

Equivalent with knowledge, skills, and experience
The Lighthouse for the Blind, Inc. is a successful manufacturing social enterprise, with over 60 years of experience in precision machining, that is committed to making jobs accessible to individuals who are blind. Our manufacturing operations center on producing an array of machined parts and plastic injection molding for various aerospace manufacturers, as well as a host of office products and hydration equipment sold to the Federal Government under the AbilityOne Program. The Lighthouse offers Contract Management Support closeout services for commercial, federal, and military customers. We also run a Contact Center, which places and receives inbound and outbound calls for a large span of assorted clients. Lastly, we operate eight AbilityOne Base Supply Centers (BSCs) up and down the west coast that offer easy customer access to Lighthouse products, direct feedback and communication with customers, and employment opportunities for individuals who are blind in geographic areas not served by larger nonprofit agencies.

If you are interested in being a part of a dynamic and engaged social enterprise that values: Accessibility, Accountability, Communication, Community, Confidentiality, Respect, Safety, Teamwork, Training, and Upward Mobility, you are encouraged to apply for the below position.
purpose:
Work within a team of blind and low vision personnel with a mission of creating and enhancing opportunities for independence and self-sufficiency of people who are blind, Deaf-Blind, and blind with other disabilities. Participates in the start-up operation of Contract Management Services. Performs day-to-day operations in CMS team of legally blind employees preparing government contracts for close-out.

Responsibilities:
· Will complete contract close out process as required by standard operating procedures and directed by site supervisor.

· Maintain 100% accountability of folder/documents throughout the close out process.

· Responsible for contacting agencies to acquire written payment history through electronic or verbal means.

· Responsible for contacting manufacturers or contractors to acquire written delivery history through electronic or verbal means.

· Determine if obligated funds match required payment or if there is an opportunity to de-obligate funds or a need to obligate additional funds with supervisor review.

· Provide completed folder for close-out review by contract closeout supervisor.

· Prepare closeout documents for contracting officer review and approval as required by standard operating procedures.

· Complete daily and weekly reports to track metrics throughout the close-out procedure.

· Provide customer service required contracting officers concerning folders presented for close-out.

· Upon closure of contract, redistribute folder for temporary storage awaiting destruction.

· Assist in improving existing standard operating procedures to improve productivity.

· Other duties as assigned.

Minimum Requirements:
· Must be Legally blind and a US citizen

· A 4 year business related degree or equivalent work experience is preferred

· Highly proficient in computer technology (Word, Excel) and Assistive technology (JAWS, Window Eyes,

· Excellent verbal and written communications skills required.

· Attention to detail and accuracy are crucial.

· Must be team oriented, possess a strong work ethic, have the ability to meet deadlines and possess good organizer

· Completion of a Two day contract closeout training (classroom)

· Understanding of Proprietary Government software/systems elemental to work performed:

· Procurement Desktop-Defense (PD2)

· Software Professional Solutions (SPS)

· Required Training:

· DAU coursework (online)

· CON 100: Shaping Smart Business Arrangements

· CON 121- Contract Planning

· CON 124 - Contract Execution

· CON 127 - Contract Management

· CON 237 - Simplified Acquisition Procedures

· Ability to work schedule as assigned.

The Lighthouse for the Blind, Inc. is an equal opportunity employer and does not discriminate on the basis of age, sex, marital status, sexual orientation, gender identity, race, creed, color. National origin, honorably discharged veteran or military status, or the presence of any sensory, mental or physical disability or the use of a dog guide or service animal by a person with a disability. 

FEDERAL CONTRACTOR

In compliance with federal law, all persons hired will be required to verify identity and eligibility to work in the United States and to complete the required employment eligibility verification document forms upon hire.

To submit an application for this position or for more information about the Lighthouse for the Blind, Inc. please visit www.lhblind.org/jobs  


