                                                                                  Attachment 2

Technical Competencies for the Contract Specialist Series

	Understanding the Marketplace--Collect and analyze relevant market information from Government and non-government source; analyze and provide business advice on the procurement request; review and provide business advice in the preparation of requirements documents and related elements of the procurement request.

Understanding Sourcing (Commercial/Government Practices)--Identify possible sources for the acquisition through effective market analysis and knowledge of suppliers.  Limit competition when it is appropriate to the acquisition situation based on business strategies and market environments.  Determine whether to limit competition to small business concerns, eligible 8(a) concerns, or a single 8(a) concern.

Contract/Procurement Types & Applicability--Select appropriate offer evaluation factors for incorporation into the solicitation; determine the method of acquisition.

Defining Business Relationships--Select the most appropriate pricing arrangement(s) to solicit. Determine whether and how to provide for recurring requirements.  Prepare un-priced orders and contracts.  Determine whether to provide for Government financing and where necessary the method of financing.  Determine bonding requirements for the solicitation and contract.  Determine the method of payment. Determine whether a written source selection plan is necessary or desirable.

Communication of contract Requirements--Select and implement a method or methods of publicizing the proposed procurements.  Establish appropriate subcontracting and make-or buy requirements.  Conduct oral solicitations.  Prepare a written solicitation that includes the appropriate provisions and clauses tailored to the requirement and assembled in a format appropriate to the acquisition method and market for the required supply or service.  Respond to an inquiry about the solicitation received prior to contract award or a request for information under the Freedom of Information Act.  Conduct a pre-quote, pre-bid, pre-proposal conference when appropriate.  Amend or cancel a solicitation.

 Evaluation --Receive offers including the safeguarding, opening, reading, recording, and abstracting of each bid.  Evaluate offered bid acceptance periods and take appropriate action.  Determine whether a bid is late, and if late, whether it can be considered for contract award.   Identify and resolve mistakes in bids.  Calculate the evaluated price for each bid and determine whether the lowest price is reasonable.  Determine responsiveness for the invitation for bids (IFB).

 Negotiation  and  Analysis--Receive quotations/proposals including the safeguarding, opening, tracking, assessing compliance with minimum solicitation requirements, and identifying of quotations/proposals that will not receive further consideration.  Apply non-price factors in evaluating quotations, proposals, and past performance.  Determine what pricing information (if any) to require from offerors.  Consider the adequacy of a firm’s accounting and estimating systems in making contracting decisions.  Assure that a firm properly discloses its accounting practices when required by Government cost accounting standards (CAS) and that the disclosed practices comply with CAS requirements.  Obtain any necessary audit support.  Establish pre negotiation positions on price including: the need to cancel and re solicit for price related reasons; the need for communications; the need for cost information; and the need to negotiate.  Establish pre negotiation positions related to cost reasonableness and cost realism by analyzing cost and technical data from the offeror and other sources.  Develop pre-negotiation positions on terms and conditions other than price.  Determine whether to award without discussions.  Conduct communications to enhance Government understanding of proposals; allow reasonable interpretation of a proposal; or facilitate the Government’s evaluation process. Select offerors/quoters for discussions (i.e., establish the competitive range under FAR Part 15).  Prepare negotiation strategy.  Conduct a negotiation session and document in the contract file the principal elements of the negotiated agreement.

 Award Resolution--Determine and document the responsibility or non-responsibility of a prospective contractor.  Prepare purchase orders/contract and document the award recommendation.  Make the contract award and related notifications. Debrief offerors at their request.  Act to resolve acquisition complaints and concerns.  

Contract Administration Planning & Implementation--Plan for contract administration.  Conduct a post-award orientation.  Monitor contractor subcontract management in accordance with prime contract requirements.  Modify or adjust a contract when needed. Determine whether or not to exercise an available option.  Utilize task order contracts, delivery order contracts, and basic ordering agreements.

 Performance Management--Monitor contract performance and take any necessary action related to delays in contract performance or the need to sop work under the contract.  Apply remedies to protect the rights of the Government under commercial item contracts and simplified acquisitions. Apply remedies to protect the rights of the Government under noncommercial item contracts.  Document past performance information.

Make decisions Related to Contract Costs/Price--Adjust the price or fee. Determine if cost or pricing data were defective (i.e., not current, accurate, and complete) and appropriate remedies.  Determine whether to authorize payment against an invoice in full, in part, or not at all.  Refer indications of fraud or other civil or criminal offenses to responsible officials.  Determine and recover debts from contractors.  Enforce Government and contractor compliance with special contract terms and conditions.

Resolution of Contract Termination and /or Closeout--Analyze and negotiate and prepare a Contracting Officer’s decisions.  Terminate contracts when it is in the best interest of the Government.  Perform contract closeout.  
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General Competencies for the Contract Specialist Series

	Oral Communication - expresses information to individuals or groups effectively, taking into account the audience and nature of the information; makes clear and convincing presentations, listens to others; attends to nonverbal cues.

Decision-Making - make sound, well informed, and objective decisions; perceives the impact and implications of decisions; commits to action, even in uncertain situations, to accomplish organizational goals; causes change.

Interpersonal Relationships - shows understanding, courtesy, tact, empathy; develops and maintains relationships; deals with difficult people; relates well to people from varied backgrounds; is sensitive to individual differences.

Reasoning - identifies rules, principles, or relationships that explain facts, data or other information; analyzes information and makes correct inferences or accurate conclusions.

Reading - understands and interprets written material including technical material, rules, regulations, instructions, reports; applies what is learned from written material. 

Planning and Evaluating - organizes work, sets priorities, determines resource requirements, determines goals and strategies; coordinates with other organizations, monitors progress; evaluates outcomes.

Writing - recognizes or uses correct English grammar, punctuation, and spelling; communicates information in a succinct and organized manner, produces written information, that is appropriate for the intended audience.

Math Reasoning - solves practical problems by choosing appropriately from a variety of mathematical and statistical techniques.
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Leadership Competencies

	Team Building - Inspires, motivates, and guides others toward goal accomplishments. Consistently develops and sustains cooperative working relationships. Encourages and facilitates cooperation within the organization and with customer groups; fosters commitment, team spirit, pride, trust. Develops leadership in others through coaching, mentoring, rewarding, and guiding employees.

Creativity and Innovation - Develops new insights into situations and applies innovative solutions to make organizational improvements; creates a work environment that encourages creative thinking and innovation; designs and implements new or cutting-edge programs/processes.

Influencing/Negotiating - Persuades others; builds consensus through give and take; gains cooperation from others to obtain information and accomplish goals; facilitates "win-win" situations.
Problem Solving - Identifies and analyzes problems; distinguishes between relevant and irrelevant information to make logical decisions; provides solutions to individual and organizational problems.
Decisiveness - Exercises good judgment by making sound and well-informed decisions; perceives the impact and implications of decisions; makes effective and timely decisions, even when data is limited or solutions produce unpleasant consequences; is proactive and achievement oriented.
Customer Service- Balancing interests of a variety of clients; readily readjusts priorities to respond to pressing and changing client demands. Anticipates and meets the need of clients; achieves quality end products; is committed to continuous improvement of services.

Technical Credibility - Understands and appropriately applies procedures, requirements, regulations, and policies related to specialized expertise. Is able to make sound hiring and capital resource decisions and to address training and development needs. Understands linkages between administrative competencies and mission needs.
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