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Statement of Difference

TARGET POSITION:  Contract Specialist, GS-1102-11
MAJOR DUTIES AND RESPONSIBILITIES:

The incumbent will serve in a developmental assignment to provide the individual with the knowledge, skills, and abilities needed to perform the full range of duties as described in the target position description.

SUPERVISORY CONTROLS OVER THE POSITION:

The supervisor will provide instructions and/or training in the performance of assigned duties, particularly for those duties that are new, unfamiliar, and relatively complex.  Work will be reviewed during and after completion to evaluate: adequacy of methods, procedures, and results; ability to apply skills and knowledge to routine and non-routine assignments; and adherence to basic policy and instructions.  As satisfactory progress is made in those aspects of the work for which the incumbent receives guidance and training, supervisory controls will be lessened in line with the incumbents proven knowledge, skills, and abilities.  

Upon meeting all regulatory requirements for promotion, demonstration of fully acceptable performance, and satisfactory completion of any applicable training plans, and is recommended for promotion by the supervisor, the incumbent may be non-competitively promoted to the next grade.
Department of Veterans Affairs

Veterans Health Administration

Office of Procurement & Logistics

Service Area Office Central
Network Contracting Office 16
Division 1
Contract Specialist

GS-1102-07 (target 11) 

Position Description (PD) #16015-A
Introduction

The purpose of this position is to serve in a developmental capacity to the full performance level of GS-1102-11 as a Contract Specialist for the US Department of Veterans Affairs with responsibility for performing professional work involving the procurement of supplies and services using procedures outlined in the Federal Acquisition Regulations, VA Acquisition Regulations, Public Laws, and Agency policy.  Some examples of equipment, supplies, and services procured include but are not limited to:  medical or facility equipment, medical/surgical supplies, nursing home services, readjustment counseling services, medical services, architect-engineer services, construction, information technology (IT) services to include hardware and software. Other unique requirements include intra/interagency agreements, sharing agreements, contracts under the selling authority, contracts with affiliates, research and development, and real estate leases.

Incumbent must meet all eligibility requirements to receive and maintain a Level I FAC-C certification within 12 months upon appointment into the position.  When requested by supervisor, incumbent must apply for up to a Level I Contracting Officer Warrant, accept contracting officer warrant, and provide the signatory authority for contracts within their warrant authority.  Warrants will be granted based on workload, needs of the agency, and upon recommendation of the supervisor.   The incumbent will be required to possess those requisite skills and experience to effectively deal with an assortment of contract issues at a full performance level.  Incumbent is required to perform all contract work up to the point of contract award. If warranted, incumbent is required to execute their own contract actions and, at the direction of their supervisor, provide signature authority for staff that lack requisite warrant authority.  The incumbent performs entry-level work up to the Simplified Acquisition Threshold (SAT). 

Major Duties and Responsibilities

Pre-award through Contract Award (33%)

The incumbent assists the requiring activities by serving as a member of acquisition planning teams.  In this role the incumbent aids requiring activities in performing market research, reviewing specifications and statements of work, and approving acquisition milestone plans.  The incumbent will ensure that specifications and statements of work are prepared in a manner which adequately describes the Government’s requirements without restricting competition.  Advises technical personnel as to inadequate, ambiguous or vague specifications to avoid Government liability.  

Contract Specialist, GS-1102-7T11, PD# 16015-A, SAOC, NCO 16, DIV 1
Performs a complete review of recommended sole-source requirements and conducts necessary market analyses to test the noncompetitive assumptions of requisitions. Prepares required findings and sufficiently documents determinations in this regard. The incumbent is responsible for recommending the appropriate method of procurement i.e. simplified acquisition procedures, sealed-bidding, negotiations.  Incumbent is responsible for advertising all applicable requirements and preparing the solicitation document using agency contract writing systems for issuance, insuring regulatory and legal sufficiency, and promoting maximum competition. Coordinates with the appropriate Agency, Service Area Office (SAO), Network Contracting Office (NCO), or Small Business Administration (SBA) Small Business Liaison on matters relevant to all aspects of socio-economic goal requirements.  

Conducts public bid openings, reviews bids and determines responsiveness and responsibility of low bidder in accordance with applicable regulatory requirements when using sealed bidding.   For negotiated procurements incumbent determines the selected offeror(s) represents the best value (price and other factors considered) and meets regulatory requirements to be considered a responsible contractor.  Resolves protests, mistakes in bids, late bid situations and coordinates with the Small Business Administration for Certificate of Competencies (COC’s).

If warranted, serves as the Source Selection Authority (SSA) and establishes Technical Evaluation Boards (TEB) to determine acceptability and ranking of technical proposals. Identifies appropriate negotiation team members; formulates pre-negotiation objectives; and facilitates the negotiation as the team leader and chief negotiator.  Eliminates unacceptable proposals and notifies offerors concerning further negotiation or elimination from the competitive range.  Conducts negotiations for competitive and noncompetitive procurements.  

Conducts cost and/or price analysis of offerors' proposals, reviews auditors' reports for adequacy of analysis and conclusions, and considers all information in developing an overall pricing negotiation strategy.  Prepares detailed price negotiation memoranda, outlining in writing the details of negotiations with contractors in competitive and noncompetitive negotiations.  Provides signatory authority and executes contract awards within warrant authority, as requested by supervisor.  Conducts debriefings with non-successful offerors or bidders as requested.  Incumbent is responsible for generating contract documents using agency contract writing system.

Post-award/Closeout (33%)

Serves as contract administrator on awarded contracts.  Conducts post-award conferences with Contractor and Government personnel to provide information and to clarify standard and special contractual provisions of the contract. Negotiates required changes to contract conditions to protect the agency.  Resolves problems of delivery, production, quality, differing site conditions, inspection, and other pertinent matters.  Performs cost/price analysis on change order proposals and analysis of delivery requirements. Negotiates prices and/or additional time required for performance and consideration on behalf of the Government.  Assesses liquidated damages for days of delay and resolves matters relating to excusable delays.
Contract Specialist, GS-1102-7T11, PD# 16015-A, SAOC, NCO 16, DIV 1
Administers payment provisions of the contract for partial payments, progress payments and final payments using the Department of Veterans Affairs On-line Certification system.  Assures compliance with applicable labor laws.  Establishes position of the Government in disputes and issues final decisions of the Contracting Officer.  Prepares required documentation and coordinates with the Office of the General/Regional Counsel during any legal proceeding.  Represents the contracting activity for discovery during the claim process and when necessary, provides testimony to the Board of Contract Appeals.

Issues show cause letters and cure notices as a prelude to terminations.  Ensures that the Office of General/Regional Counsel is involved in required contract reviews, terminations, show cause orders, modifications.  Determines the Government's position and issues terminations and negotiates any settlements related thereto.  Closes out contract upon completion of the contract, resolution of all conflicts, and final disposition of payment and obtains adequate release of claims documents to protect the agency.  Archive contract records in accordance with agency procedures.  Input contractor performance data in appropriate databases.  

Data Systems (34%)

Incumbent shall fully utilize contract writing system (i.e., Electronic Contract Management System (eCMS), contract reporting system (i.e., Federal Procurement Data System (FPDS), financial management system (i.e., Integrated Funds Distribution, Control Point Activity, Accounting, and Procurement (IFCAP), and prosthetics application suite (i.e., Graphical User Interface (GUI) (when applicable), in accordance with Agency policies.  Prepares other documentation for award including FPDS reports, solicitation and award synopses, eCMS documents, and administrative correspondence.

Performs other related duties as assigned.

Factor Levels

Factor 1-6 Knowledge Required by the Position (950 pts)

Basic knowledge of Federal Acquisition Regulations, Department of Veterans Affairs Acquisition Regulations, contract law, and procedures applicable to acquisition and contract administration including change orders, supplemental agreements, terminations, claims, and close out of contracts.  Basic knowledge of various types of contracts, including firm-fixed price, firm-fixed price with economic price adjustments, and cost reimbursement; and contract methods to include simplified acquisitions, sealed bidding, negotiations, cost sharing, multiple awards, commercial items and special provisions.

Basic knowledge of negotiation techniques sufficient to negotiate prices, terms and conditions, contract modifications and settlements.  Basic knowledge of commercial and industrial business practices to identify sources, analyze cost and pricing data.  Basic knowledge of the market and sources to include identification of offerors in specific socio-economic categories eligible for set-asides.  Basic knowledge of contract administration principles and practices sufficient to monitor contractor performance and compliance with all terms and conditions of the contract.  
Contract Specialist, GS-1102-7T11, PD# 16015-A, SAOC, NCO 16, DIV 1
Ability to communicate orally and in writing in a clear and concise manner. Maintains good interpersonal skills when communicating with internal and external customers.  Gain knowledge and proficiency of the Agency’s contract writing system (i.e., eCMS) and ability to fully solicit, award, and administer contracts.

Factor 2-2 Supervisory Controls (125 pts)

Assignments are made with specific instructions as to what is to be done, time frames, and priorities, including discussions as to problems to be anticipated.  When aspects of the work are new or unusual, the assigned supervisor specifies sources of information or precedents.  The employee selects work methods to use in individual transactions within established procedures but is expected to obtain advice from the assigned supervisor.  The assigned supervisor monitors the work in progress closely and reviews all of the recommendations made by the employee to ensure that adequate analysis has been made and that recommendations are supported by sound judgment and adequate justification.  Ensures that reviews of all required solicitations by one level above the contract specialist are accomplished.

Factor 3-2 Guidelines (125 pts)

Guidelines include but are not limited to Federal procurement laws, agency contracting regulations, directives, policies, national, and local procedures.  These guidelines typically cannot be applied directly and require a significant degree of interpretation to determine the extent of relevance to each acquisition. The incumbent uses judgment to identify those aspects of broadly stated regulations and laws which do or do not apply to the particular procurement.  Situations not covered by precedents or guidelines are referred to the supervisor.  In these cases oral explanations and guidance are provided so that the employee gains an understanding of contractual terminology. 

Factor 4-2 Complexity (75 pts)

Assignments usually involve a variety of specific, related tasks designed to instruct the employee in procurement procedures and practices, such as gathering and providing factual information, or performing tasks in support of higher-level specialists.  Typical assignments include developing a list of local suppliers or searching catalogs for common items, and comparing prices from published price lists.  Items procured are generally off-the-shelf materials that are readily available from numerous commercial sources, are easily identified by common names (e.g., paints or cleaning materials), and for which standard price lists are available. Decisions at this level involve making choices from among a few clearly recognizable alternatives, such as selecting from among standard items based on price, assuring that information is complete, or reviewing contractor’s performance, such as delivery of commodities or service according to specifications and terms of the contract.

Factor 5-3 Scope and Effect (150 pts)

The purpose of the work is to serve as Contract Specialist in procuring and administering a variety of procurements.  This includes acquisition planning, resolution of contract disputes, recommending changes or settlements which legally commit the Government.  

Contract Specialist, GS-1102-7T11, PD# 16015-A, SAOC, NCO 16, DIV 1
Effective and timely procurements enable the serviced organization to carry forth their various missions. The work affects the costs to the Government and the costs and expenses allowed or profit realized by the Contractor.

Factor 6-2 Personal Contacts (25 pts)

Personal contacts are with employees in the same agency but outside the immediate organization, usually specialists representing the various disciplines involved in the procurement process, such as technical, program, and financial. Contacts outside the agency include salesmen or local suppliers. The interests of the respective parties are usually well defined.

Factor 7-2 Purpose of Contacts (50 pts)

Contacts with other contract specialists are to discuss interpretations of contracting precedents and to coordinate work assignments. Contacts with customer organizations are to discuss and furnish information on clarity of specifications, potential sources, prices, and substitution of items. Contacts with suppliers are to discuss procurement needs, including the nature, quality, and condition of items or services; to obtain information concerning availability of items, delivery dates, discounts, and similar information; and to reach an agreement through negotiation on a fair and reasonable price. 

Factor 8-1 Physical Demands (5 pts)

The subject position is primarily of an administrative nature in an office setting, however where travel to work sites is required there may be light physical work required, such as walking over uneven surfaces, or assisting technical personnel in taking measurements or elevations.  Government travel for training, meetings, or customer interactions will be required in this position.

Factor 9-1 Work Environment (5 pts)

Work is normally performed in an office setting with periodic visits to the field offices. Occasionally the incumbent may be exposed to hazardous working area/conditions when visiting contractor's facilities or construction sites.

Other Significant Facts

Customer Service

Incumbent meets the needs of customers while supporting VA missions.  Consistently communicates and treats customers (Veterans, their representatives, visitors and all VA staff) in a courteous, tactful and respectful manner.  Also, the incumbent provides the customer with consistent information according to established policies and procedures.  Handles conflict and problems in dealing with the customer constructively and appropriately. 

ADP Security

Responsibilities include protecting printed and electronic files containing sensitive data in accordance with the provisions of the Privacy Act of 1974 and other applicable laws, federal regulations, VA statutes and policy, and VHA policy.  Also involved is the protection of the data from unauthorized release or from loss alteration, or unauthorized deletion.  

Contract Specialist, GS-1102-7T11, PD# 16015-A, SAOC, NCO 16, DIV 1
Follows applicable regulations and instructions regarding access to computerized files release of access codes, etc., as set out in the computer access agreement that the employee signs.

Green Environmental Management System (GEMS)

Be familiar with how their activities impact VA’s goal to implement sound stewardship practices that are protective of the air, water, land and other natural and cultural resources.  In accordance with the goals of the VA GEMS program, seeks to cost-effectively meet or exceed compliance with applicable federal, state, and local environmental; public health; and resource protection laws, regulations, and VA requirements.  Seeks to incorporate practices necessary to implement the requirements of EO 13423.

Total Points: 1510

GS-07 Point Range:  1355 – 1600

Contract Specialist, GS-1102-07T11, PD# 16015-A, SAOC, NCO 16, DIV 1
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Position Description (PD) #16016-A
Introduction

The purpose of this position is to serve in a developmental capacity to the full performance level of GS-1102-11 as a Contract Specialist for the US Department of Veterans Affairs with responsibility for performing professional work involving the procurement of supplies and services using procedures outlined in the Federal Acquisition Regulations, VA Acquisition Regulations, Public Laws, and Agency policy. Some examples of equipment, supplies, and services procured include but are not limited to: medical or facility equipment, medical/surgical supplies, nursing home services, readjustment counseling services, medical services, architect-engineer services, construction, information technology (IT) services to include hardware and software. Other unique requirements include intra/interagency agreements, sharing agreements, contracts under the selling authority, contracts with affiliates, research and development and real estate leases. 
Incumbent must meet all eligibility requirements to receive and maintain a Level I FAC-C certification within 12 months upon appointment into the position.  When requested by supervisor, incumbent must apply for up to a Level I Contracting Officer Warrant, accept contracting officer warrant, and provide the signatory authority for contracts within their warrant authority.  Warrants will be granted based on workload, needs of the agency, and upon recommendation of the supervisor.   The incumbent will be required to possess those requisite skills and experience to effectively deal with an assortment of contract issues at a full performance level. The incumbent performs work less than, equal to, and greater than the Simplified Acquisition Threshold (SAT). 

Major Duties and Responsibilities

Pre-award through Contract Award (33%)

The incumbent assists the requiring activities by serving as a member of acquisition planning teams. In this role the incumbent aids requiring activities in performing market research, reviewing specifications and statements of work, and approving acquisition milestone plans. 
Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
The incumbent will ensure that specifications and statements of work are prepared in a manner which adequately describes the Government's requirements without restricting competition. Advises technical personnel as to inadequate, ambiguous or vague specifications to avoid Government liability. Performs a complete review of recommended sole-source requirements and conducts necessary market analyses to test the noncompetitive assumptions of requisitions.  Prepares required findings and sufficiently documents determinations in this regard. The incumbent is responsible for recommending the appropriate method of procurement i.e. simplified acquisition procedures, sealed-bidding, negotiations. Incumbent is responsible for advertising all applicable requirements and preparing the solicitation document using agency contract writing systems for issuance, insuring regulatory and legal sufficiency, and promoting maximum competition.

Coordinates with the appropriate Agency, Service Area Office (SAO), Network Contract Office (NCO), or Small Business Administration (SBA) Small Business Liaison on matters relevant to all aspects of socio-economic goal requirements. Conducts public bid openings, reviews bids and determines responsiveness and responsibility of low bidder in accordance with applicable regulatory requirements when using sealed bidding. For negotiated procurements incumbent determines the selected offeror(s) represents the best value (price and other factors considered) and meets regulatory requirements to be considered a responsible contractor. Resolves protests, mistakes in bids, late bid situations and coordinates with the Small Business Administration for Certificate of Competencies (COC's). 

If warranted, serves as the Source Selection Authority (SSA) and establishes Technical Evaluation Boards (TEB) to determine acceptability and ranking of technical proposals. Identifies appropriate negotiation team members; formulates prenegotiation objectives; and facilitates the negotiation as the chief negotiator. Conducts negotiations for competitive and noncompetitive procurements. Conducts cost and/or price analysis of offerors' proposals, and considers all information in developing an overall pricing negotiation strategy. Prepares price negotiation memoranda, outlining in writing the details of negotiations with contractors in competitive and noncompetitive negotiations. Provides signatory authority and executes contract awards within warrant authority for their own contract awards and for staff that lack requisite warrant authority, as requested by supervisor. Conducts debriefings with non-successful offerors or bidders as requested. Incumbent is responsible for generating contract documents using agency contract writing system.

Post-award/Closeout (33%)

Serves as contract administrator on awarded contracts. Conducts post-award conferences with Contractor and Government personnel to provide information and to clarify standard and special contractual provisions of the contract. 
Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
Negotiates required changes to contract conditions to protect the agency. Resolves problems of delivery, production, quality, inspection, and other pertinent matters. Performs cost/price analysis on change order proposals and analysis of delivery requirements.  Negotiates prices and/or additional time required for performance and consideration on behalf of the Government. Assesses liquidated damages for days of delay and resolves matters relating to excusable delays. Administers payment provisions of the contract for partial payments, progress payments and final payments using the Department of Veterans Affairs On-line Certification system Assures compliance with applicable labor laws. 

Establishes position of the Government in disputes and issues final decisions of the Contracting Officer. Prepares required documentation and coordinates with the Office of the General/Regional Counsel during any legal proceeding. Represents the contracting office for discovery during the claim process and when necessary, provides testimony to the Board of Contract Appeals. Issues show cause letters and cure notices as a prelude to terminations.  Ensures that the Office of General/Regional Counsel is involved in required contract reviews, terminations, show cause orders, modifications. Determines the Government's position and issues terminations, and negotiates any settlements related thereto. Closes out contract upon completion of the contract, resolution of all conflicts, and final disposition of payment and obtains adequate release of claims documents to protect the agency. Archive contract records in accordance with agency procedures. Input contractor performance data in appropriate databases.

Data Systems (34%)

Incumbent shall fully utilize contract writing system (i.e., Electronic Contract Management System (eCMS)), contract reporting system (i.e., Federal Procurement Data System (FPDS)), financial management system (i.e., Integrated Funds Distribution, Control Point Activity, Accounting, and Procurement (IFCAP)), and prosthetics application suite (i.e., Graphical User Interface (GUI), when applicable), in accordance with Agency policies. 

Performs other related duties as assigned.

Factor Levels

Factor 1-6 Knowledge Required by the Position (950 pts)

Knowledge of commonly used contracting methods and contract types relating to the performance of preaward, postaward, and/or contract price/cost analysis functions when the contract actions are well defined and well precedented. Familiarity with business practices and market conditions applicable to program and technical requirements sufficient to evaluate bid responsiveness, contractor responsibility, and contractor performance.  
Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
Knowledge of Federal Acquisition Regulations, Department of Veterans Affairs Acquisition Regulations, contract law, and procedures applicable to acquisition and contract administration including change orders, supplemental agreements, terminations, claims, and close out of contracts.  Knowledge of various types of contracts, including firm-fixed price, firm-fixed price with economic price adjustments, and cost reimbursement; and contract methods to include simplified acquisitions, sealed bidding, negotiations, cost sharing, multiple awards, commercial items and special provisions.  Knowledge of negotiation techniques sufficient to negotiate prices, terms and conditions, contract modifications and settlements.  Knowledge of commercial and industrial business practices to identify sources, analyze cost and pricing data. Knowledge of the market and sources to include identification of offerors in specific socio-economic categories eligible for set-asides. Knowledge of contract administration principles and practices sufficient to monitor contractor performance and compliance with all terms and conditions of the contract. Ability to communicate orally and in writing in a clear and concise manner. Maintains good interpersonal skills when communicating with internal and external customers. Gain knowledge and proficiency of the Agency’s contract writing system (i.e., eCMS) and ability to fully solicit, award, and administer contracts.

Factor 2-3 Supervisory Controls (275 pts)

The supervisor assigns work by defining objectives, priorities, and deadlines, and indicates any special considerations or unusual requirements. For actions which do not have clear precedent, the assignment is given with an explanation of policies and procedures to be followed, or the supervisor provides direction through a comprehensive discussion of the work to be performed.

The employee is responsible for planning and carrying out recurring assignments and for exercising judgment in the selection of supporting data, industry sources, and contracting techniques to be followed within established procedures and in line with established precedent. 

The employee recognizes technical problems, such as inadequate justification or deviations from normal procedure, and confers with the supervisor or higher grade specialist to resolve them after searching precedents to develop a recommended solution. Completed work is usually presented in the form of a recommendation for action, such as a recommendation for contract award or modification. Completed work is reviewed prior to signature or prior to negotiation by a higher authority to ensure that appropriate factors have been considered, that all necessary information has been gathered, and to assure soundness of analysis, good business judgment, compliance with procurement procedures, and adequacy of results. The methods used in arriving at the end results are not usually reviewed in detail.

Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
Factor 3-3 Guidelines (275 pts)

Guidelines include but are not limited to Federal procurement laws, agency contracting regulations, directives, policies, national, and local procedures. Guidelines include procurement regulations and precedents applicable to one or more of the contracting specialties.  Precedents and written policies exist for procurements or contracts assigned, and historical data are pertinent to the evaluation of price and basic elements of cost. However, contractual actions generally require adaptation by the specialist, e.g., clarification of the statement of work, adaptation of clauses or provisions to fit the requirements, use of options for additional quantities or advance and partial payment clauses, inclusion of specified methods of testing and special performance requirements, or similar requirements. The employee uses judgment in interpreting guidelines, in adapting procurement procedures, or in recommending approaches or solutions for specific problems. For example, judgment is required in locating potential suppliers, stimulating interest among local small businesses, performing basic analyses of costs based on prevailing material and labor costs, or in recommending modifications to the contractual arrangements.

Factor 4-3 Complexity (150 pts)

The work includes various duties involving different and unrelated contracting processes and techniques in a relatively standardized or controlled work situation. Assignments encompassing preaward or postaward activities generally involve: Repetitive items or services where specifications have become standardized or well-established (e.g., office machines, automotive equipment and supplies, small arms or ammunition, medical supplies and equipment, short-term study or research projects and services, or minor alteration or repair of buildings or roads); Use of firm fixed-price contracts, indefinite delivery, or similar contracts; Inclusion of standard clauses or routine supplemental stipulations, e.g., special packing or packaging, inspection and acceptance procedures, quantity variations, different shipping points, or transportation to different destinations; The performance of basic price or cost analysis for which a considerable amount of historical and precedent data are available; Availability of adequate price competition or published price lists; General availability of suppliers, although searching of the market and use of sole source suppliers are sometimes required. 

Determining what needs to be done requires substantive analysis, such as reviewing the procurement request for completeness, obtaining additional information from the requirements offices, preparing the invitation for bid, identifying sources of supply (including mandatory sources or sources eligible for set-asides), preparing administrative change order documents and supporting memoranda, reviewing contractor's requests for payment for compliance with specific contract terms, and making initial review of inventories in termination actions. The employee must select appropriate techniques and procedures. The employee identifies interrelationships which affect the procurement, such as availability of funds, discount rate, transportation charges, or previous performance of suppliers.
Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
Factor 5-3 Scope and Effect (150 pts)

The purpose of the work is to serve as Contract Specialist in procuring and administering a variety of procurements. This includes acquisition planning, resolution of contract disputes, recommending changes or settlements which legally commit the Government. Effective and timely procurements enable the serviced organization to carry forth their various missions. The work affects the costs to the Government and the costs and expenses allowed or profit realized by the Contractor. The purpose of the work is to perform a variety of contracting actions encountered throughout the preaward and/ or postaward phases of the contracting process, using established contracting procedures.  Examples include review of clearly defined or well-established procurement requirements; preparation of solicitations, contracts, and supporting documentation for situations where adequate competition exists; review of postaward reports and requests for payment where terms and conditions are precisely defined; performance of preliminary analysis of proposals concerning cost and price or contract termination settlements; or investigation of a variety of specific issues. The work of the employee supports the operation of the installation or contracting office or several activities, such as providing equipment and facilities, and thereby contributes to the timely and economical accomplishment of the organizational objectives.

Factor 6-3 Personal Contacts (60 pts)

Contacts are with a variety of contractors, manufacturers, suppliers, distributors, salesmen, owners of small businesses, and representatives of other agencies. Contacts and negotiations take place in a moderately unstructured situation and require the employee to establish the role and ground rules for the procurement. Contacts within the activity include the small business specialist, technical offices, budget and finance offices, and others.
Factor 7-2 Purpose of Contacts (50 pts)

Contacts are to monitor contractor compliance with the contract, negotiate contract changes, and investigate and resolve a variety of contract performance problems. This includes advising on contractual obligations, clarifying issues, coordinating various contractual actions, and devising solutions.
Factor 8-1 Physical Demands (5 pts)

The subject position is primarily of an administrative nature in an office setting, however where travel to work sites is required there may be light physical work required, such as walking over uneven surfaces, or assisting technical personnel in taking measurements or elevations. Government travel for training, meetings, or customer interactions will be required in this position.

Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
Factor 9-1 Work Environment (5 pts)

Work is normally performed in an office setting with periodic visits to the field offices. Occasionally the incumbent may be exposed to hazardous working area/conditions when visiting contractor's facilities or construction sites.

Other Significant Facts

Customer Service

Incumbent meets the needs of customers while supporting VA missions.  Consistently communicates and treats customers (Veterans, their representatives, visitors and all VA staff) in a courteous, tactful and respectful manner.  Also, the incumbent provides the customer with consistent information according to established policies and procedures.  Handles conflict and problems in dealing with the customer constructively and appropriately. 

ADP Security

Responsibilities include protecting printed and electronic files containing sensitive data in accordance with the provisions of the Privacy Act of 1974 and other applicable laws, federal regulations, VA statutes and policy, and VHA policy.  Also involved is the protection of the data from unauthorized release or from loss alteration, or unauthorized deletion.  Follows applicable regulations and instructions regarding access to computerized files release of access codes, etc., as set out in the computer access agreement that the employee signs.

Green Environmental Management System (GEMS)

Be familiar with how their activities impact VA’s goal to implement sound stewardship practices that are protective of the air, water, land and other natural and cultural resources.  In accordance with the goals of the VA GEMS program, seeks to cost-effectively meet or exceed compliance with applicable federal, state, and local environmental; public health; and resource protection laws, regulations, and VA requirements.  Seeks to incorporate practices necessary to implement the requirements of EO 13423.

Total Points: 1920

GS-09 Point Range:  1855 – 2100

Contract Specialist, GS-1102-09T11, PD# 16016-A, SAOC, NCO 16, DIV 1
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Position Description (PD) # 16017-A
Introduction

The purpose of this position is to serve as a Contract Specialist for the US Department of Veterans Affairs with responsibility for performing professional work involving the procurement of supplies and services using procedures outlined in the Federal Acquisition Regulations, VA Acquisition Regulations, Public Laws, and Agency policy.  Some examples of equipment, supplies, and services procured include but are not limited to:  medical or facility equipment, medical/surgical supplies, nursing home services, readjustment counseling services, medical services, architect-engineer services, construction, information technology (IT) services to include hardware and software. Other unique requirements include intra/interagency agreements, sharing agreements, contracts under the selling authority, contracts with affiliates, research and development, and real estate leases.

Incumbent must meet all eligibility requirements to receive and maintain a Level II FAC-C certification within 12 months upon appointment into the position.  When requested by supervisor, incumbent must apply for up to a Level II Contracting Officer Warrant, accept contracting officer warrant, and provide the signatory authority for contracts within their warrant authority.  Warrants will be granted based on workload, needs of the agency, and upon recommendation of the supervisor.   The incumbent will be required to possess those requisite skills and experience to effectively deal with an assortment of contract issues at a full performance level. 

Incumbent is required to perform all contract work up to the point of contract award. If warranted, incumbent is required to execute their own contract actions and, at the direction of their supervisor, provide signature authority for staff that lack requisite warrant authority.  The incumbent performs advanced contract level work less than, equal to, and greater than $5M.

Major Duties and Responsibilities

Post-award/Closeout (34%)
Serves as contract administrator on awarded contracts.  Conducts post-award conferences with Contractor and Government personnel to provide information and to clarify standard and special contractual provisions of the contract. Negotiates required changes to contract conditions to protect the agency.  Resolves problems of delivery, production, quality, differing site conditions, inspection, and other pertinent matters.  Performs cost/price analysis on change order proposals and analysis of delivery requirements. Negotiates prices and/or additional time required for performance and consideration on behalf of the Government.  

Contract Specialist, GS-1102-11, PD# 16017-A, SAOC, NCO 16, DIV 1
Assesses liquidated damages for days of delay and resolves matters relating to excusable delays.  Administers payment provisions of the contract for partial payments, progress payments and final payments using the Department of Veterans Affairs On-line Certification system.  Assures compliance with applicable labor laws.  Establishes position of the Government in disputes and issues final decisions of the Contracting Officer.  Prepares required documentation and coordinates with the Office of the General/Regional Counsel during any legal proceeding.  Represents the contracting activity for discovery during the claim process and when necessary, provides testimony to the Board of Contract Appeals.

Issues show cause letters and cure notices as a prelude to terminations.  Ensures that the Office of General/Regional Counsel is involved in required contract reviews, terminations, show cause orders, modifications.  Determines the Government's position and issues terminations and negotiates any settlements related thereto.  Closes out contract upon completion of the contract, resolution of all conflicts, and final disposition of payment and obtains adequate release of claims documents to protect the agency.  Archive contract records in accordance with agency procedures.  Input contractor performance data in appropriate databases.  
Pre-award through Contract Award (33%)
The incumbent assists the requiring activities by serving as a member of acquisition planning teams.  In this role the incumbent aids requiring activities in performing market research, reviewing specifications and statements of work, and approving acquisition milestone plans.  The incumbent will ensure that specifications and statements of work are prepared in a manner which adequately describes the Government’s requirements without restricting competition.  Advises technical personnel as to inadequate, ambiguous or vague specifications to avoid Government liability.  Performs a complete review of recommended sole-source requirements and conducts necessary market analyses to test the noncompetitive assumptions of requisitions. Prepares required findings and sufficiently documents determinations in this regard.

The incumbent is solely responsible for selecting the appropriate method of procurement i.e. simplified acquisition procedures, sealed-bidding, negotiations.   Incumbent is responsible for advertising all applicable requirements and preparing the solicitation document using agency contract writing systems for issuance, insuring regulatory and legal sufficiency, and promoting maximum competition. Coordinates with the appropriate Agency, Service Area Office (SAO), Network Contracting Office (NCO), or Small Business Administration (SBA) Small Business Liaison on matters relevant to all aspects of socio-economic goal requirements.  

Conducts public bid openings, reviews bids and determines responsiveness and responsibility of low bidder in accordance with applicable regulatory requirements when using sealed bidding.   For negotiated procurements incumbent determines the selected offeror(s) represents the best value (price and other factors considered) and meets regulatory requirements to be considered a responsible contractor.  Resolves protests, mistakes in bids, late bid situations and coordinates with the Small Business Administration for Certificate of Competencies (COC’s).  If warranted, serves as the Source Selection Authority (SSA) and establishes Technical Evaluation Boards (TEB) to determine acceptability and ranking of technical proposals. 
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Identifies appropriate negotiation team members; formulates pre-negotiation objectives; and facilitates the negotiation as the team leader and chief negotiator.  Eliminates unacceptable proposals and notifies offerors concerning further negotiation or elimination from the competitive range.  Conducts negotiations for competitive and noncompetitive procurements.  
Conducts cost and/or price analysis of offerors' proposals, reviews auditors' reports for adequacy of analysis and conclusions, and considers all information in developing an overall pricing negotiation strategy.  Prepares detailed price negotiation memoranda, outlining in writing the details of negotiations with contractors in competitive and noncompetitive negotiations.  Provides signatory authority and executes contract awards within warrant authority, as requested by supervisor.  Conducts debriefings with non-successful offerors or bidders as requested.  Incumbent is responsible for generating contract documents using agency contract writing system.

Data Systems (33%)
Incumbent shall fully utilize contract writing system (i.e., Electronic Contract Management System (eCMS), contract reporting system (i.e., Federal Procurement Data System (FPDS), financial management system (i.e., Integrated Funds Distribution, Control Point Activity, Accounting, and Procurement (IFCAP) and prosthetics application suite (i.e., Graphical User Interface (GUI) (when applicable), in accordance with Agency policies.  Prepares other documentation for award including FPDS reports, solicitation and award synopses, eCMS documents, and administrative correspondence.

Performs other related duties as assigned.

Factor Levels

Factor 1-7 Knowledge Required by the Position (1250 pts)
Knowledge of Federal Acquisition Regulations, Department of Veterans Affairs Acquisition Regulations, contract law, and procedures applicable to acquisition and contract administration including change orders, supplemental agreements, terminations, claims, and close out of contracts.  Knowledge of cost/price analysis techniques used in evaluation of contractor proposals, change order proposals and to conduct negotiations.  Knowledge of various types of contracts, including firm-fixed price, firm-fixed price with economic price adjustments, and cost reimbursement; and contract methods to include simplified acquisitions, sealed bidding, negotiations, cost sharing, multiple awards, commercial items and special provisions.

Knowledge of negotiation techniques sufficient to negotiate prices, terms and conditions, contract modifications and settlements.  Sufficient knowledge of program objectives, technical terminology, and uses of equipment, architect-engineering services, or construction services to be procured to plan, negotiate and administer the contract.  Knowledge of commercial and industrial business practices to identify sources, analyze cost and pricing data.  Knowledge of the market and sources to include identification of offerors in specific socio-economic categories eligible for set-asides.
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Knowledge of contract administration principles and practices sufficient to monitor contractor performance and compliance with all terms and conditions of the contract.  Ability to take appropriate action related to issues of noncompliance.  Ability to communicate orally and in writing in a clear and concise manner. Maintains good interpersonal skills when communicating with internal and external customers.  Knowledge of Architecture/Engineering contracting methods.  Knowledge and proficiency of the Agency’s contract writing system (i.e., eCMS) and ability to fully solicit, award, and administer contracts.

Factor 2-3 Supervisory Controls (275 pts)
The supervisor sets the overall objectives of the work as well as the available resources.  The employee, in consultation with the supervisor, develops specific objectives and priorities.  The employee plans and carries out the work (with minimal supervisory input and oversight), selecting the approaches and techniques to be used, and informs the supervisor of progress and significant problems.  Work is evaluated on the degree to which program and regulatory requirements are met.

Factor 3-4 Guidelines (450 pts)
Guidelines include but are not limited to Federal procurement laws, agency contracting regulations, directives, policies, national, and local procedures.  These guidelines typically cannot be applied directly and require a significant degree of interpretation to determine the extent of relevance to each acquisition. The incumbent exercises judgment, initiative and resourcefulness to identify those aspects of broadly stated regulations and laws which do or do not apply to the particular procurement, to devise new contractual provisions or innovative financial arrangements, to develop justifications for adopting a contractual posture, which includes new or modified contractual positions or which appears to be at variance with established guidelines and to develop criteria or justifications to offset Contractor's claims against the Government.   

Factor 4-4 Complexity (225 pts)
The incumbent serves as a Contract Specialist responsible for large volume procurements for commodities, supplies, equipment, and services to meet consolidated requirements of several VHA organizations.  Complexities typically include:  technological changes, urgent government needs that override normal production; great volume of production, technical complexity of commodities or equipment; commodity shortages; lack of competition among vendors; and in-depth price analysis.

Contracts are characterized by urgency of need, complexity of materials, repair and maintenance of proprietary items, multiplicity of awards, and extensive administrative problems, e.g. repair and maintenance of all office machines dispersed throughout a geographical region. Decisions are based on analysis of industry to balance the award and impact of high dollar government contracts on suppliers, on the availability of items to others, on the productive capacity of firms, on small and disadvantaged business, and the timely meeting of agency needs.  The work requires careful planning, solicitation development, originating contract clauses; determine government wide needs, and developing new sources.  
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Factor 5-4 Scope and Effect (225 pts)
The purpose of the work is to serve as Contract Specialist in procuring and administering a variety of procurements.  This includes acquisition planning, resolution of contract disputes, recommending changes or settlements which legally commit the Government.  Effective and timely procurements enable the serviced organization to carry forth their various missions. The work affects the costs to the Government and the costs and expenses allowed or profit realized by the Contractor.

Factor 6-3 Personal Contacts (60 pts)
Contacts are with the general public, representatives of local and state organizations, personnel from other Government agencies, and other VA organizations (e.g., Office of the Inspector General, Office of General/Regional Counsel).  Contacts occur generally in a moderately unstructured situation with the roles and authorities of the parties varying and the purpose and extent of each contact being defined at the time.

Factor 7-3 Purpose of Contacts (120 pts)
The purpose of the contacts external to the employee's organization are to conduct pre-award and post-award conferences, administer the contract to resolve a variety of contractual issues, negotiate contracts and contract modifications, and to defend procurement actions to higher level Government organizations. Frequently, these contacts have conflicting objectives between industry and the employee's organization, such as obtaining maximum profit versus a fair and reasonable price. Within the employee's organization, contacts are to exchange information and justify or defend proper contractual approaches to technical experts and managers.

Factor 8-1 Physical Demands (5 pts)
The subject position is primarily of an administrative nature in an office setting, however where travel to work sites is required there may be light physical work required, such as walking over uneven surfaces, or assisting technical personnel in taking measurements or elevations.  Government travel for training, meetings, or customer interactions will be required in this position.

Factor 9-1 Work Environment (5 pts)
Work is normally performed in an office setting with periodic visits to the field offices. Occasionally the incumbent may be exposed to hazardous working area/conditions when visiting contractor's facilities or construction sites.

Other Significant Facts

Customer Service

Incumbent meets the needs of customers while supporting VA missions. Consistently communicates and treats customers (Veterans, their representatives, visitors and all VA staff) in a courteous, tactful and respectful manner.  Also, the incumbent provides the customer with consistent information according to established policies and procedures.  Handles conflict and problems in dealing with the customer constructively and appropriately. 
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ADP Security

Responsibilities include protecting printed and electronic files containing sensitive data in accordance with the provisions of the Privacy Act of 1974 and other applicable laws, federal regulations, VA statutes and policy, and VHA policy.  Also involved is the protection of the data from unauthorized release or from loss alteration, or unauthorized deletion.  Follows applicable regulations and instructions regarding access to computerized files release of access codes, etc., as set out in the computer access agreement that the employee signs.

Green Environmental Management System (GEMS)

Be familiar with how their activities impact VA’s goal to implement sound stewardship practices that are protective of the air, water, land and other natural and cultural resources.  In accordance with the goals of the VA GEMS program, seeks to cost-effectively meet or exceed compliance with applicable federal, state, and local environmental; public health; and resource protection laws, regulations, and VA requirements.  Seeks to incorporate practices necessary to implement the requirements of EO 13423.

Total Points:  2615

GS-11 Point Range:  2355 - 2750
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POSITION EVALUATION 

POSITION DESCRIPTION (PD) #: 16017-A
PROPOSED & FINAL TITLE, SERIES, GRADE: Contract Specialist, GS-1102-11
ORGANIZATIONAL TITLE:  None

ORGANIZATION:  Department of Veterans Affairs, Veterans Health Administration, Office of Procurement & Logistics, Service Area Office Central, Network Contracting Office (NCO) 16, DIV 1
NATURE OF PROPOSED ACTION:  New (replaces all previous full performance level 

GS-1102-11 PDs)

NUMBER OF POSITIONS:  Less than 20 for this Division of the NCO 

References: Position Classification Standard for Contracting Series, GS-1102, dated December 1983 (TS-71). 
Background: The purpose of this position is to serve as a Contract Specialist for the US Department of Veterans Affairs with responsibility for performing professional work involving the procurement of supplies and services using procedures outlined in the Federal Acquisition Regulations, VA Acquisition Regulations, Public Laws, and Agency policy.  This position is located within a Network Office.  VA Central office worked with Contracting, VA to develop a standardized PD in 2010/2011 timeframe and classified this PD.  A review of this PD was conducted by the VSC Classification Section and a PD team comprised of managers and supervisors across the VA in January 2014.  This PD replaces all previously classified PDs in the NCOs throughout the VA.  

Series and Title Determination: The position is properly classified in the Contracting Series, 1102, which includes positions that manage, supervise, and perform professional work involving the procurement of supplies, services, or construction using formal advertising or negotiation procedures; the evaluation of contract price proposals; and the administration or termination and close out of contracts.  The work requires knowledge of regulations and methods used in contracting, business and industry practices, sources of supply, cost factors, and requirement characteristics.  The prescribed title for positions which require knowledge of pre-award and post-award procedures to plan and conduct the contracting process from the description of requirements through contract delivery is Contract Specialist.  
Grade Determination: See total points awarded above and grade conversion of the standard.  PD Standard is FES Non-Supervisory. Factor Levels determined below:

Factor 1 - Knowledge Required by the Position Factor Level 1-7 1250 pts.

This factor measures the nature and extent of information or facts required to do acceptable work (e.g., steps, policies, principles, and concepts) and the nature and extent of skill necessary to apply this knowledge.  Level 1-7 requires knowledge of a wide range of contracting methods and contract types to plan and carry out pre-award and/or post-award procurement actions; in-depth knowledge of a specialized area to analyze difficult contracting issues and identify alternative courses of action, modify standard contracting procedures and terms to satisfy specialized requirements, and those requiring significant departures from previous approaches; and, familiarity with business practices and market conditions applicable to program and technical requirements sufficient to evaluate bid responsiveness, contractor responsibility, and/or contractor performance.  In order to have a full understanding, in-depth knowledge of a wide range of contract types, special cost and performance provisions, incentives and techniques used to structure contracts to achieve the emphasis desired by the Government between cost expenditures, desired performance characteristics, and delivery requirements.  Incumbent must fully understand all procurement special emphasis programs, such as Small and Disadvantaged Business considerations at the prime and subcontractor levels, Buy American policies, funding constraints, and numerous other considerations sufficient to evaluate their impact on complex procurement transactions, and to assure their use of prime contractors.  This position meets but does not exceed factor level 1-7. 
Factor 2 - Supervisory Controls Factor Level 2-3 275 pts.

At factor level 2-3, the supervisor assigns work by defining objectives, priorities and deadlines and indicates any special considerations or unusual requirements.  For actions which do not have clear precedent, the assignment is given with an explanation of policies and procedures to be followed, or the supervisor provides direction through a comprehensive discussion of the work to be performed.   The employee is responsible for planning and carrying out recurring assignments and for exercising judgment in the selection of supporting data, industry sources, and contracting techniques to be followed within established procedures and in line with established precedent.  The employee recognizes justification or deviations from normal procedure, and confers with the supervisor or higher grade specialist to resolve them after searching precedents to develop a recommended solution.  Completed work is usually presented in the form of a recommendation for action, such as a recommendation for contract award or modification.  Completed work is reviewed prior to negotiation by a higher authority to ensure that appropriate factors have been considered, that all necessary information has been gathered, and to assure soundness of analysis, good business judgment, compliance with procurement procedures, and adequacy of results.  The methods used in arriving at the end results are not usually reviewed in detail.

At factor level 2-4, the supervisor sets the overall objectives and resources available.  The employee and supervisor, in consultation, develop the deadlines, projects, and work to be done.  The employee plans and carries out the work, determining the approach to be taken or the methodology to be used, and initiates the necessary coordination with contractors and others.  The employee may negotiate alone, but keeps the supervisor informed of progress and potential problems.  Completed work is reviewed from an overall standpoint in terms of feasibility, compatibility with other projects, and effectiveness in meeting requirements.  In some positions, review is minimal, with the employee being delegated contracting officer authority within prescribed dollar amounts.  As dollar thresholds increase, requirements for formal reviews by higher authority or boards of experts are generally prescribed by agency regulations rather than by supervisor.  The supervisor sets the overall objectives of the work, as well as the available resources.  The employee, in consultation with the supervisor, develop specific objectives and priorities.  The employee plans and carries out the work (with minimal supervisory input and oversight), selecting the approaches and techniques to be used, and informs the supervisor of progress and significant problems.  Work is evaluated on the degree to which program and regulatory requirements are met.  This position fully meets factor level 2-3.  

Factor 3 - Guidelines Factor Level 3-4 450 pts.

At level 3-4, policies and precedents are available but stated in general terms, or are of limited use.  Guidelines are often inadequate in dealing with problems and require interpretation and modification to apply to current assignment.  The employee must use experienced judgment and initiative in applying principles and deviating from traditional approaches and techniques.   The incumbent exercises experienced judgment in determining applicable regulations and to develop justifications for adopting modified contractual positions.  While guidelines are not always directly applicable to the duties performed, and required modified approaches and interpretation, the existing laws, regulations and Comptroller General decisions are generally applicable and provide adequate guidance.  The position meets and does not exceed criteria at factor level 3-4.  

Factor 4 - Complexity Factor Level 4-4 225 pts.
At level 4-4, the work typically involves varied duties requiring many different and unrelated processes and methods, with the full operating processes and methods, with full operating competence in the well-established aspects of a contracting assignment.  The work involves such complexities as:  specialized requirements, such as special purpose supplies and equipment; knowledge and use of a variety of contract types; inclusion of various provisions; review of the market to determined availability of specialized items or services; unfavorable market conditions, suppliers or limited competition; and a contractual period ranging from 6 months to 2 years.  For example, in negotiated procurements, the employee obtains services, supplies, or construction for which previous experience and cost data are not directly applicable, such as applied research, the development of prototype equipment, complex services, or the construction of buildings involving unusual design features or site adaptation. Incumbent is responsible for the review, analysis, monitoring, and compliance for acquisition workforce training (including formal education, on-the-job, continuing education, FAC-C required courses, etc.) required by acquisition professionals in the VA;   this includes management of all FAC-C and FAC-COR training certification, Purchasing Agent certification, formal degree programs, interns/preceptors oversight and continuing educations in accordance with federal acquisition regulations, VA acquisition regulations, Office of Federal Procurement Policy (OFPP) and related policies, directives and handbooks.  It also includes utilization of existing systems, databases, online training materials, etc. used to deliver and deploy acquisition training.  Systems and processes are diverse and not well integrated, this requiring high level of expertise in utilizing diverse approaches to developing and deploying training.  This position meets but does not exceed factor level 4-4. 

Factor 5 - Scope and Effect Factor Level 5-4 225 pts.

At level 5-4, the purpose of the work is to provide expertise in a functional area of contracting by furnishing advisory, planning, or reviewing services on specific problems, projects, or programs.   Assignments involving contract negotiation, award, administration, or termination, frequently carry contracting officer authority within prescribed money limits for all or most contractual actions, e.g., planning, coordinating and/or leading negotiations for a variety of complex contracts and contract modifications.  Work products at level 5-4 affect a wide range of procurement activities, such as the operation of procurement programs in various offices or locations, or the accomplishment of significant procurement or technical program goals, affects the timely support of other departments or agencies, affects contractor’s operations or management systems; has a significant economic impact on contractors or on their respective geographic areas; or both administrative and technical assistance to the Network Contracting Office.  The overall consolidated program, supported by the employee’s work, is critical to the successful accomplishment of the Health Care System and VISN missions.  The position meets and does not exceed criteria at factor level 5-4.  

Factor 6 - Personal Contacts Factor Level 6-3 60 pts.

Contacts at level 6-3 include a variety of specialists, managers, officials or groups from outside the employing agency in a moderately unstructured setting.  The purpose and extent of each contact is usually different and the role and authority of each party is identified and developed during the course of the contact.  Contacts at this level include contractors, manufacturers’ representatives, attorneys, auditors, State and local governments, and other Federal agencies.  Therefore factor level 6-3 is credited.  

Factor 7 - Purpose of Contacts Factor Level 7-3 120 pts.

At level 7-3, contacts are to obtain agreement on previously determined goals and objectives through negotiation, persuasion and advocacy.  The individuals or groups are frequently uncooperative, have different negotiation objectives, or represent divergent interests.  The employee must be skillful in dealing with such persons to obtain the desired effect, such as obtaining compliance with procurement requirements through persuasion or obtaining reasonable prices, terms or settlements for the Government through negotiation.  Typical contacts at this level include working with project officers to plan a procurement strategy for program objectives; negotiating post-award modification, termination settlements, pricing or other actions; influencing contracting officers or other specialists to adopt contractual positions about which there are conflicting options or interest; or justifying contractual approaches to higher level reviewing officials.  Typical of level 7-3, the incumbent’s contacts are to exchange information, to clarify contracting problems, to negotiate contracts, and to establish acquisition strategies.  The incumbent serves as a liaison between principle parties such as contractor representatives, project managers and engineers.  The parties involved frequently have different negotiation objectives and represent conflicting interests.  Therefore, factor level 7-3 is credited.  
Factor 8 – Physical Demands Factor Level 8-1 5 pts.

The subject position is primarily of an administrative nature in an office setting with no unusual physical demands.  

Factor 9 – Work Environment Factor Level 9-1 5 pts. 

Work is normally performed in an office setting. 
Total Points:  2615

GS-11 Point Range:  2355 - 2750
FLSA: Determination is separate and attached to this final PD (Exempt).  

Conclusion: A review was made of the original classification determination, made by VA Central Office Classification and I concur with VA Central Office’s grade/series/title (overall) classification of this PD.  This PD is properly classified as a GS-1102-11, Contract Specialist. 

Tracie L. Bennett

HR Specialist (Classification), VHA Service Center – 10/1/14
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FLSA EVALUATION


             Executive Exemption

_    Supervision

· Authority to hire/fire

· Particular weight

     X       Administrative Exemption (GS-11 ONLY)

· Work is directly related to management or general business operations

· Exercises discretion and independent judgment

· Provides consultation or expert advice to management

                                                                                                                                                                                  ________Computer Employees

· Systems design/testing/analysis

· Executive or administrative 

           Professional Exemption

_____ Foreign Exemption

_      _ Learned Professional

_____ Creative Professional

__X___CONCLUSION: Non-Exempt (N) - Reference: 5 CFR 551.204 (GS-5, 7 and 9)

Reference: 5 CFR 551.204
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BUS EVALUATION
__X___ Eligible (Included in the Bargaining Unit)

______Management Official 5 U.S.C. 7103(a) (11) (Bargaining Unit Exclusion)

Formulates

Determines or

Independently influences the policies of an agency

_____ Supervisor 5 U.S.C. 7104 (a) (10) (Bargaining Unit Exclusion)


Hires employees


Promotes employees


Independently assigns and reassigns work


Evaluates, rewards or disciplines employees


Adjust employee grievances


Grants time off the job

____ Confidential Employee 5 U.S.C. 7103(a) (13) (Bargaining Unit Exclusion)
“An individual who acts in a confidential capacity with respect to an individual who formulates or effectuates management policies in the field of labor-management relations,” which generally means one who provides administrative support to manager who negotiates with unions and/or responds to union grievances.

___  _ Personnelist 5 U.S.C. 7112(b) (3) (Bargaining Unit Exclusion)

Employees whose duties require them to engage in federal personnel work “in other than a purely clerical capacity”; if employees use independent judgment to do such things as initiating personnel actions or making recommendations to management regarding personnel actions, organizational structure, or staffing levels, because their duties might conflict with bargaining unit interests may be excluded.

_____ National Security 5. U.S.C. 7113(b) (6) (Bargaining Unit Exclusion)

Employees who are engaged in intelligence, counterintelligence, investigative, or security work which directly affects national security are excluded.  

Key factor to be considered:  Does the individual carry out duties and responsibilities in the Labor & Employment Relations area, or directly support someone who does?

· Management and Professionals (employees who ”formulate or effectuate” labor
    
relations policies are confidential;

· Support Staff (secretaries, clerks, assistants, etc.) must meet two tests: they must work extremely closely with their boss and their boss must be someone involved in union-management relations issues;


· an employee engaged in personnel work in other than a purely clerical capacity;

· a labor relations specialist;

· any employee engaged in intelligence, counterintelligence, investigative, or security work which directly affects national security; and

· any employee primarily engaged in investigations or audit functions relating to the work of individuals employed by and agency whose duties directly affect the internal security of the agency, but only if the functions are undertaken to ensure that the duties are discharged honestly and with integrity
