FACTOR LEVEL DESCRIPTION FOR CONTRACT SPECIALIST – GS-1102s
	Evaluation Factors
	GS-07
	GS-09
	GS-11
	GS-12
	GS-13
	GS-14



	1.0 Knowledge
	
	
	
	
	
	

	 1.1 Procurement
	Knows commonly used procurement regulations, policies and procedures sufficient to prepare standard RFPs, perform simple price or other analyses and to award and administer contracts covering a wide range of well defined or commonly used or special items or services.
	Knows procurement law, executive orders and federal and agency procurement regulations, policies and procedures sufficient to prepare RFPs, perform price or other analyses and to award and administer contracts covering a wide range or well defined or well commonly used or specialized items or services.
	Knows wide range of federal and agency procurement principles, policies and procedures to carry out activities relating to the procurement of specialized equipment and services in support of Agency programs.
	Knows wide range of federal, agency and local contract laws, regulations and procedures applicable to acquisition and contract administration of extensive/unique equipment/services.  May require extensive knowledge in specialty areas requiring analysis/adaptation of procedures to unique/

unprecedented situations.
	A comprehensive knowledge of procurement principles sufficient to develop and implement all facets of a plan to procure and administer a multi-year program or system involving successive program stages.
	Expertise in procurement principles sufficient to develop, innovate, and implement all aspects of a plan to procurement and administer a multi-year program or system involving successive program stages.

	1.2 Technical
	None specified
	Sufficient familiarity with program or technical requirements and of goods or services to enable working with technical specialists in defining requirements for special or complex items having limited market sources.
	Knowledge or program or technical needs to enable aiding technical personnel in describing technical requirements for complex and diversified supplies and services.
	Knowledge of program or technical needs to enable aiding technical personnel in procurement planning and in describing technical requirements for complex and diversified supplies and services.
	Knowledge of program or technical needs to enable aiding technical personnel in procurement planning and in describing technical requirements for complex and diversified supplies and services.
	Expertise in program and technical needs to lead, guide, and enable technical personnel in procurement planning and defining technical requirements for complex and diversified supplies and services.

	1.3 Negotiations
	Knowledge of basic oral communications techniques to be able to participate in discussions.
	Knowledge to negotiate contract with contractor representative.
	Knowledge of different negotiation techniques to negotiate with contractor representative.
	Knowledge and skill to negotiate extensively with contractor and other representatives.  
	Knowledge and skill to negotiate extensively with all representatives involved in acquisition.
	Expertise and skill to negotiate or lead teams extensively with all representatives involved in acquisition.   


	1.4 Contract Types
	Draft simple contract provisions and supporting documentation
	Knowledge of commonly used fixed price and cost type contracts.  Contract actions are well defined and have precedence. 
	Knowledge of a limited range of contract types including fixed price, cost type and indefinite quantity and knowledge of some special provisions to plan and carry out the procurement.
	Knowledge of a variety of fixed and cost type contracts, use of special provisions including incentives and unique regulatory provisions associated with IT, services or R&D contracting
	Knowledge of a range of contract types, methods of contracting, special cost and performance provisions, incentives and techniques used to structure contracts to achieve the desired emphasis between cost, performance and delivery requirements.
	Expertise in a wide range of contract types and hybrids/special cost/performance provisions including incentives, award fee, cost sharing, unsolicited proposals, multiple awards, etc. to achieve desired emphasis between cost, performance and delivery requirements.

	1.5 Analysis
	Sufficient analytical reasoning to perform a variety of simple analysis, usually comparisons of requirements, terms & conditions, prices, contract changes, etc.
	Knowledge of quantitative methods of business to perform cost or price analysis on various procurement types.  Reasoning to perform a variety of analyses and comparisons of requirements, terms and conditions, etc.
	Knowledge of costs analysis and pricing procedures sufficient to review contractor proposals and to perform cost or price analysis using detailed cost data, previous price history, commercial or market prices.
	Knowledge of cost analysis including audit requirements and substantiation of cost data, in-depth analysis of proposed costs and conditions, evaluation of technical competency and/o capacity of the contractor.
	Knowledge of contract cost analysis techniques sufficient to gather and evaluate price and/or cost data for a variety of procurement actions for complex equipment or services subject to changes in performance effecting cost or technology.
	Expertise in contract price and cost analysis sufficient to craft complex contractual pricing arrangements and incentives such as cost incentives, multiple incentives, economic price adjustment clauses, performance metrics.

	1.6 Administration
	None specified
	Knowledge of post award procedures to administer basic fixed price and cost type contracts in areas of contract compliance, contractor progress, inspection and acceptance, invoicing and payment, delivery and changes.
	Knowledge of contract admin principles and practices sufficient to monitor contractor’s performance and solve problems relating to contract modifications, payments and similar problems on assigned contracts.
	Knowledge of contract administration sufficient to administer a group of contract arrangements.   
	Knowledge of contract administration sufficient to administer a group of complex contracts. 
	Expertise in contract administration sufficient to administer a group of complex and/or unique contracting arrangements.  


	2.0  Supvy Controls
	
	
	
	
	
	

	2.1  Assignments
	Work assigned with specific and detailed instructions.  Guidance provided on procedures to be used, results expected.  Work designed to orient basic procurement regs and procedures.
	Assignments made with general instructions, time frames and priorities.  Anticipates problem and identifies.
	Assignments are in terms of objectives and priorities.  Assistance is provided for new or unusual assignments.  
	Assignments are in terms of actions to be performed.  Assistance only provided for unusual   or significant procurements and on interpreting complex regs or requirements
	Assignments are in terms of objectives and resources available for overall procurement projects.  Specific guidance not required.
	Assignments are in terms of overall procurement programs. Specific guidance not required, and employee performs independently.

	2.2  Responsibility
	Work is closely supervised with frequent consultation with supervisor or senior contract spec.
	Recurring assignments are completed independently.  Guidance is provided for new or more difficult assignments.  Continued surveillance and assistance provided to insure orderly, timely progression.
	The employee develops and coordinates the procurement in accordance with standard practices and established procedures.  The supervisor assists on problems with policy matters and on deviations from established procedures.
	The employee coordination of requirements and supporting staff offices and contractors to obtain supporting documentation and resolve technical, legal and/or business conflicts.  Supervisor is kept informed of progress, controversial issues or matters affecting policy.
	The employee plans the procurement approach, develops priorities and deadlines and independently coordinates and carries out procurement activity, resolving problems as the occur.  The supervisor is apprised of potentially controversial matters.
	Employee establishes clear objectives, executes planning, coordination, approvals and negotiations to achieve timely procurement awards. Negotiations conducted independently on wide range of business, technical and cost matters after higher level review of prenegotiation plans.

	2.3  Review
	Employee’s work is reviewed in progress and upon completion for adherence to instructions and for accuracy.  Employee is expected to use the FAR, NFS, and Center guidelines with some independence
	Competed work reviewed in detail for accuracy, adequate analysis and to ensure recommendations are supported by sound judgment and adequate justification.  Employee is expected to use the FAR, NSF, other agency and local directives with relative independence.
	Developed recommendations are reviewed prior to signature for completeness of  documentation, judgment and compliance with policies and procedures.  Methods used in arriving at end results may be reviewed in detail.
	Work is reviewed from the overall standpoint of procurement viability, meeting procurement objectives or for meeting contract delivery requirements and contractual conditions.  Employee has considerable latitude in dealing with problems.
	Review is general in nature and performed only to ensure attainment of objectives and for conformance with unusual or unique policies, regulations and legal requirements.  Employee independently carries out all aspects of the work.
	Review is limited and general in nature.  The employee independently carries out all aspects of the work, and typically reviews the work of others.


	3.0  Guidelines
	
	
	
	
	
	

	3.1  Type
	Includes FAR, NFS, agency regulations, local operating and contracting procedures.  Specific and detailed guidelines designed to familiarize employees with procurement process and agency/
industry procedures
	Includes procurement statutes and regulations, CFO decisions, administrative directives, contracting procedures and precedents.  Specific guidelines and established procedures are applied to employee’s procurements.
	Includes procurement statutes and regulations, CFO decisions, administrative directives, contracting procedures and precedents.  Employee selects available information, adapts established procedure to meet current needs and interprets precedents.
	Includes procurement statutes and regulations, CFO decisions, administrative directives, contracting procedures and precedents.  Employee must interpret to determine extent of relevance of guidelines to specific procurements. 
	Includes procurement statutes and regulations, CFO decisions, administrative directives, contracting procedures and precedents.  Guidelines typically cannot be applied directly.  Current situation may require significant interpretation of guidelines to determine relevance to a specific procurement.
	Includes previous as well as legislation, general policy statements and multi-
Agency procurement regs.  Guidelines require extensive interpretation as to specific applicability of a procurement to a wide variety of situations encountered.  Employee must often extend existing guidelines to cover new situations.

	3.2  Judgment
	Employee works in strict adherence to guidelines.  Consults supervisor for authorization of deviations.
	Judgment is used to select authorized contracting methods and techniques from applicable guidelines.  Supervisor consulted where guidelines are not applicable or deviations are required.
	Judgment is used to interpret applicable guidelines and recommend solutions for specific problems or unique procurement requirements.
	Judgment is used to identify applicable aspects of broadly stated regs, develop and justify a recommended contract posture and tailor contract provisions/
clauses to meet special requirements.
	Judgment is used to identify applicable aspects of broadly stated guidelines and to devise and justify new or modified contractual positions in apparent variance to existing guidelines.
	Extensive judgment and originality required to develop new approaches and write new contract provisions for procurements for which little or no contractual precedent exists.


	
	
	
	
	
	
	


	4.0  Complexity
	
	
	
	
	
	

	4.1  Assignments
	A variety of specific, often unrelated tasks to instruct the employee in procurement procedures and practices, usually routine or, if detailed, in support of work performed.
	Assignments are designed to provide diversified experience in different, unrelated contracting processes and techniques.  Assigned procurements are relatively standardized.
	Work includes a full range of contracting activities within the well established aspects of an assignment.
	Work includes a full range of contracting activities for a variety of types of equipment and services from pre-award through post-award.
	Assignments require developing and implementing contracting plans requiring frequent innovation to satisfy unique procurement requirements.
	Manages procurement of poorly defined, highly complex or state of the art systems, programs and equipment spanning successive program requirements.

	4.2  Requirements
	Items procured are generally commercial or routine in nature, readily available from numerous sources.
	Usually repetitive items or services where specifications are standardized or well established.
	Item and services procured may be specialized though similar to previous procurements of the same or similar items and services
	The procurements for supplies and services are complex and may not have directly applicable previous experience.
	Procures new or unique equipment or extensive technical or professional services with extensive lack of experience, competition, subcontracting or similar problems.
	Procurements cover a wide range of extensive specialized equipment or services.  Meaningful precedent and prior experience are unavailable.  Effort covers extended periods of time.

	4.3  Contract Types
	Contracts are usually assembled from standard forms.
	Usually use fixed price contracts or similar simple contract forms with standard clauses.  .
	Usually use a variety of contract types containing some special provisions.  
	Use various fixed price and cost type contracts with a wide range of special provisions.  .
	Use numerous contract types in various stages of development with extensive special provisions including incentives.  Contracts  are multi-year, labor intensive and in various states of development
	Use a wide variety of multi-year, long term, costs and fixed price contracts with broad range of complex terms and conditions including cost sharing, incentives, progress payments and escalation clauses.


	4.4  Analysis Required
	Analysis generally limited to simple comparisons of prices, terms, etc.
	Perform basic cost and price analyses with historical or precedent data available.  Also analyzes adequacy of the PR package, delivery requirements, contractor’s previous performance and financial capacity.
	Analyze contractor’s cost breakdown based on labor rates and material costs, procurement requirements, market conditions, contractor’s responsiveness and responsibility and other problems that arise.
	Performs costs analysis of initial contract pricing and modifications.  Analyzes procurement alternatives, specifications and audit and technical recommendations.
	In-depth cost analysis of contractor’s proposals including complex corporate structures, large numbers of major subcontractors and production capacity.
	Lack of precedent and cost data requires extensive cost analysis to determine reasonableness as well as interpretation of technical, legal and audit decisions to determine their impact on the procurement.

	4.5  Competition
	Prepares documentation for routine competitive acquisitions.
	Handles routine competitive acquisitions.
	Handles routine and small dollar competitive acquisitions.
	Handles competitive requirements for most types.
	Leads major SEB’s and complex competitive acquisitions.  .
	Leads or guides major SEB’s.  Handles any competitive situation, often providing advice and consultation to individuals/teams. 

	
	
	
	
	
	
	

	5.0  Scope and Effect
	
	
	
	
	
	

	5.1  Scope
	Perform specific, simple contracting tasks.  The purpose is to orient employee to the principles and practices of contracting and to the functions of the procurement organization and GSFC.
	Procures a variety of standard or technical supplies and/or services through limited negotiation.  Analyzes a variety of factors and conditions and makes recommendations on routine matters.
	Procures specific equipment or services at fair and reasonable prices.  Procurement requirements are generally well established and terms and conditions precisely defined.
	Procure major support, extensive technical services or R&D requiring analysis and resolution of a variety of conditions or problems throughout the process.
	Procure sophisticated R&D requirements essential to the Agency’s mission   Requires extensive planning, coordination, analysis and negotiation for a variety of types of procurements.
	Procure a major program or system.  Requires development of new approaches or innovative acq plans.  Source selection plans, negotiation strategies, terms and conditions may serve as agency models for future system acquisitions.


	5.2  Effect
	Facilitates work of other contract specialists and provides procurement services to customers in the organization.
	Facilitates work of higher level contract specialists and technical communities.
	Affects adequacy of support to the users of the hardware, equipment and/or services.
	Affects the successful accomplishment of the Center’s mission and the contractor’s cost, profit/fee and management systems.
	Affects the successful accomplishment of major agency research programs and the federal contracts received by private section contractors.
	Employee’s recommendation is accepted as authoritative and serves as a basis for committing Center or Agency future multi- year courses of action which may affect the economies of various private contractors.

	
	
	
	
	
	
	

	6.0  Personal Contacts
	Contacts are primarily with higher grade specialists within the organization.  Limited outside contacts are made with closely related technical and support personnel within the Center or with contractor personnel.
	Contacts are with other workers in procurement, technical and commercial organizations and other Government agencies, usually in a moderately structure, i.e. routine basis.
	Contacts within the agency include technical offices and various business and legal specialists.  Outside contacts include a variety of contractor and agency personnel.  Contacts are moderately unstructured, requiring the employee to establish working  relationships.
	Contacts are generally at the same level as the GS-11 in the moderately unstructured setting but the roles and authority are frequently developed during the discussion.
	Contacts are generally at the same level as for the GS-12 in the moderately unstructured setting but the roles, authorities, purpose and extent of contact must be established at the time.
	Contacts with agency include executives, managers, program officials and contact review personnel.  Outside contacts include company or corporate officials.  Government executives and occasional GAO or congressional contacts required.  

	
	
	
	
	
	
	

	7.0  Purpose of Contacts
	To obtain or clarify information in connection with assigned contractual actions.  Contacts generally enhance employee’s understanding of the procurement process and procedures.
	Contacts are to plan, advise, coordinate and resolve problems on procurement actions and are with originating and support offices, contractors and other Government agencies.  Persons contacted have mutual goals and generally cooperative attitudes.
	Contacts are to coordinate procurement approach, advise technical specialist and contractor representative and negotiate fair and reasonable prices.  Contacts include those that are for obtaining information, clarifying requirements, resolving recurring problems, advising on appropriate methods and providing assistance.
	Internal – to advise on developing specifications and evaluation criteria, to evaluate proposals and prepare prenegotiation positions.  Extensive coordination with related offices required.  External –conduct conferences, fact find, negotiate acceptable prices and terms and resolve administrative problems.  Skills are required as contractors and customers frequently have different negotiation objectives and divergent interests.
	Internal – advise and explain contractual requirements, justify or defend proper contractual approaches to technical experts and managers.  External – conduct preneg, conferences, negotiate acceptable prices and terms and resolve administrative problems.  Skill is required as difficulty is frequently encountered in establishing reasonable agreements between both internal and external parties having opposing goals.
	Internal – analyze complex procurement issues, advise program officials of procurement procedures and insure a proper and supportable course of action.  External – negotiate contracts with industry officials and resolve contractual problems.  Skill is required in dealing with individuals or groups having different negotiation objectives, divergent interests or who are simply uncooperative
Negotiation skills are mandatory. Individual’s creditability and leadership is known.

	
	
	
	
	
	
	

	8.0  Physical Demands
	The work is primarily sedentary.
	The work is primarily sedentary.
	The work is primarily sedentary.
	The work is primarily sedentary.
	The work is primarily sedentary.
	The work is primarily sedentary.

	
	
	
	
	
	
	

	9.0  Work Environment
	Work is performed in an office setting
	Work is performed in an office setting
	Work is normally performed in an office setting with occasional visits to contractor’s plants or facilities.
	Work is normally performed in an office setting with occasional visits to contractor’s plants or facilities.
	Work is normally performed in an office setting with occasional visits to contractor’s plants or facilities for surveys, fact-finding, reviews or negotiations
	Work is normally performed in an office setting with occasional visits to contractor’s plants or facilities. For surveys, fact finding, reviews or negotiations.

	10. Other Factors


	
	
	
	
	At this level, the CS is expected to work independently and handle a large and/or complex range of contracting matters.  

The position supports a Project or major support service effort where the CS is considered the lead and POC for s specific contract(s) or area of responsibility.
	At this level, the CS is expected to work independently and handle a large and/or complex range of contracting matters, but in addition, mentor and teach other CS employees, typically with signature authority for both their own work as well as others.  

This position supports multiple Projects and contract areas associated with a large organization or functional area that include overseeing the technical work requirements being performed by others.  The position requires the CS to understand and lead a full range and spectrum of Agency and Center program requirements and efforts involve comprehensive acquisition solutions carried out by more than one individual.  
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