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Contract Specialist,  GS-1102-7/9/11
SALARY RANGE:  $XX,XXX - $XX,XXX USD per year  

SERIES & GRADE:  GS-1102-7/9/11 
PROMOTION POTENTIAL: GS-11
WHO MAY BE CONSIDERED:  United States Citizens 

OPEN PERIOD:  

POSITION INFORMATION:  Full-time/Permanent 
                                              

LOCATIONS:  [Insert Duty Location(s)]
[If you identify your targeted applicant pool(s) in the Job Builder template, Career Patterns icons will be automatically inserted here, e.g., Time in Career, Mobility, etc.]

Job Summary: 

[Insert Component Brand]   The Defense acquisition workforce develops, delivers, and supports systems, products and services that are vital to our men and women in uniform.  Contract Specialists buy those systems, products, and services.  We are looking for highly-motivated team players who are interested in diverse and challenging problems that require innovative solutions.  If you are passionate about making a contribution, are looking for a challenging career, and want to make a difference, apply now!

Great Benefits Package:  paid vacation, sick days, holidays, health and life insurance, and an excellent retirement package!
Key Requirements:

· U.S. Citizenship or National

· Registered for Selective Service, if applicable (See Other Information) 

· Suitable for Federal Employment as determined by a background investigation
· Covered under the Defense Acquisition Workforce Improvement Act (DAWIA) (See Other Information)
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Duties:
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You will serve in a developmental capacity receiving on-the-job and formal training designed to develop your skills and knowledge to perform some or all of the following duties:

· Manage a workload of multiple ongoing procurements.

· Work with the customer to define requirements and identify possible solutions through market research.  

· Assist in acquisition planning functions to include: determining of method of procurement and contract type, documenting the acquisition strategy, and obtaining appropriate approvals.

· Publicize the business opportunity to promote maximum competition.

· Develop solicitations that communicate to industry the requirements and desired outcomes.

· Evaluate responses to solicitations, negotiate fair and reasonable prices, select winning contractors (when in a competitive environment), and describe in writing the rationale for the selection.  

· Prepare contracting documents for award.

· Monitor contractor performance to include compliance with contract terms and conditions, modify the contract as needed, review and approve payments to the contractor.

· Participate in training and other activities that support the mission of the organization.

Qualifications Required:

Applicants must meet the DoD Basic Requirements for Contract Specialist positions.

NOTE: The education requirements listed below apply only to individuals entering DoD 1102 positions on or after October 1, 2000. Current civilian personnel in DoD, who occupied GS-1102 positions or contracting positions with authority to award or administer contracts above the simplified acquisition threshold in DoD on or before September 30, 2000, are exempt from meeting this requirement

Basic Education Requirements:

· A.  Bachelor’s degree from an accredited educational institution authorized to grant baccalaureate degrees; AND

· B.  At least 24 semester hours in any combination of the following fields: accounting, business finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, or organization and management. (This requirement can be obtained within the degree or in addition to the degree).

You may start at the GS-7 if you have the following qualifications: You must have one year of specialized experience (Federal or other) performing the following duties: (define specialized experience for GS-7 level) OR one full academic year of graduate education, law school, or superior academic achievement.

Superior Academic Achievement is obtained through:  (1) Class standing - being in the upper third of the graduating class in the college, university, or major subdivision based on completed courses; (2) Grade-point average - (a) having a grade-point average of 3.0 or higher out of a possible 4.0 as recorded on the official transcript, or as computed based on 4 years of education, or as computed based on courses completed during the final 2 years of the curriculum; or (b) having a grade point average of 3.5 or higher out of a possible 4.0 based on the average of the required courses completed in the major field or the required courses in the major field completed during the final 2 years of the curriculum;  or, (3) Election to membership in a national scholastic honor society.

You may start at the GS-9 if you have the following qualifications:  You must have one year of specialized experience (Federal or other) performing the following duties:  (define specialized experience for the GS-9 level) OR have 2 full academic years of progressively higher level graduate education or master’s or equivalent graduate degree or LL.B. or J.D.

You may start at the GS-11 if you have the following qualifications:  You must have one year of specialized experience (Federal or other) performing the following duties:  (define specialized experience for the GS-11 level) OR 3 full academic years of progressively higher level graduate or Ph.D. or equivalent doctoral decree.

Graduate Education:  To qualify for GS-1102 positions on the basis of graduate education, graduate education in one or a combination of the fields identified in (B) above is required.
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How You Will Be Evaluated:

We will review your resume and transcripts to ensure you meet the basic qualification requirements.  We will evaluate each applicant who meets the basic qualifications from the responses you provide to the assessment questionnaire located under the “How to Apply” section in this vacancy announcement.  The Assessment Questionnaire evaluates your relevant personal, educational, and work experiences.  The questions cover the following knowledges, skills, and abilities/competencies:  Customer service, decision making, influencing negotiation, interpersonal skills, learning, oral communication, problem solving, self-management, teamwork, and written communication.
[Insert notification of ACWA assessment]
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Benefits Package:
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Working for the DoD offers a comprehensive benefits package that includes, in part, paid vacation, sick leave, holidays, life insurance, health benefits, and participation in the Federal Employees Retirement System.  Additionally, telework options or flexible work schedules may be available. The following Web address is provided for your reference to explore the major benefits offered to most Federal employees.  To find out more click here http://www.usajobs.opm.gov/ei61.asp.
Other Information:

[Insert DAWIA information/requirements]
Interagency Career Transition Assistance Program (ICTAP).  The ICTAP provides eligible displaced Federal competitive service employees with selection priority over other candidates for competitive service vacancies.  If your agency has notified you in writing that you are a displaced employee eligible for ICTAP consideration, you may receive selection priority if this vacancy is within your ICTAP eligibility, you apply under the instructions in this announcement, and you are found well-qualified for this vacancy.  [Insert agency definition of well-qualified.]  You must provide proof of eligibility with your application to receive selection priority.  Such proof may include a copy of your written notification of ICTAP eligibility or a copy of your separation personnel action form.  Information about ICTAP eligibility is on OPM’s Career Transition Resources website at http://www.opm.gov/ctap/index.asp. 
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How to Apply:
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You may either 1) apply on-line or 2) deliver your application package via [Insert agency procedure.]  
· Your complete application package will include:

1. Résumé 

2. [INSERT AGENCY PROCEDURE]
· Applications from non-preference eligibles must be received by the closing date of the announcement to receive consideration.

If faxing in your application package:
Attention: [Insert name of contact]
[Insert telephone number]
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[Insert complete address] 

All electronic submissions or faxes must be submitted and received by [Insert time] Eastern Time [Insert closing date.]  All mailed résumés and/or supporting documents must be received by [Insert closing date.]  [Insert agency application receipt procedures if different.]

What to Expect After You Apply:
After all application packages have been received, we will review your résumé to ensure you meet the basic qualification requirements.  We will evaluate each applicant who meets the basic qualifications on the information provided and may interview the best-qualified applicants.  After making a tentative job offer, we will conduct a suitability and/or security background investigation.  A final job offer for this position is typically made within 40 days after the deadline for applications.
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[Insert name of contact] 
Phone: [Insert contact’s phone number including area code] 
TDD: [Insert TDD phone number including area code]
Email: [Insert contact’s email address]
EEO Policy Statement:  http://www.usajobs.gov/eeo
Reasonable Accommodation Policy Statement:  http://www.usajobs.gov/raps
Veterans Information:  http://www.usajobs.gov/vi
Legal and Regulatory Guidance:  http://www.usajobs.gov/lrg
Reemployed Annuitant: "In accordance with section 9902(h) of title 5, United States Code, annuitants reemployed in the Department of Defense shall receive full annuity and salary upon appointment. They shall not be eligible for retirement contributions, participation in the Thrift Savings Plan, or a supplemental or redetermined annuity for the reemployment period. Discontinued service Retirement annuitants (i.e., retired under section 8336(d)(1) or 8414(b)(1)(A) of title 5, United States Code) appointed to the Department of Defense may elect to be subject to retirement provisions of the new appointment as appropriate. (See DoD Instruction 1400.25, Volume 300, at http://www.dtic.mil/whs/directives.)"
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