SKILLS/EXPERIENCE INVENTORY

1. Understanding the Basics of Procurement:
a. Basic Elements of a PR Package

b. Simplified Acquisitions

c. Grants/Cooperative Agreements

d. GSA/FSS

e. Orders Under CCI

f. Interagency Agreements

g. Contracts

2. Knowledge of Various Contract Types:
a. Fixed-Price

1) Commercial

2) MidRange

3) SBIR

4) FPI
  b.  Cost-Reimbursement Contracts

5) CPFF

6) CPIF

7) CPAF

c. IDIQ

d. Task Order

e. R&D

f. NRA’s

g. Services

h. Construction

i. A&E

j. Multiple Award Schedules for Services

k. Letter Contracts

l. Performance Based Contracts

3. Demonstrated Ability to Interpret and Apply the FAR and NFS to Procurement Activities:
a. Contract Planning

1) Basic Planning

i. Complete Package

ii. Adequacy of SOW

iii. Type of Contract

iv. Scheduling

2) ASM/Procurement Plans –local and HQ

3) CCI

4) Acquisition Forecasting

5) PBC

b. Preparation of File Documentation

1) D&F’s

2) Synopsis

3) Market Research

4) JOFOC

5) PPM

6) PNM

c. Preparation of RFO/RFP/IFB solicitations 

1) Fixed-Price

2) Cost-Reimbursement

3) Commercial

4) Non-Commercial

5) MidRange

d. Preparation of Contracts for Award

e. Contract Administration

1) Processing Payment Requests

i. Progress Payments

ii. Milestone/Performance Based Payments

iii. Advance Payments

2) Appointments and Changes in Technical Monitor/COTR

3) Surveillance Plans

4) Incremental Funding

5) Contract Changes/Definitization

i. Consideration for Not meeting Requirements

ii. Contract Extensions

iii. Changes and Undefinitized Contract Actions (UCA’s)

a. SOW/Specifications

b. Schedule

c. Funding

iv. Technical Direction

v. Descopes and Terminations 

6) Novations

7) 533 Reviews

8) Deobligations and Closeout Preparation

9) Preparation of Contracts for Closeout

f. Pricing


1) Basic Price Analysis

2) Structured Fee Analysis

3) Cost Realism/Probable Cost 

4. Ability to Use Existing Procurement Systems, Processes and Tools:

a. Bank Card Program 

b. Standard IDE Platforms

c. ODISy

d. EPS

e. AMS

f. IDGS

g. PPDB/1680’s

h. VPO

i. CCI

5. Ability to Apply Preference Programs:

a. Prime Contracts 

1)  SBSA, 8(a), WOB, HUB Zone Preferences

2) Determination of Goals

3) Evaluation Criteria

b. Subcontract Goals

1) Small, SDB, WOB, HUB

2) Determination of Subcontracting Goals

3) Translation of Subcontracting Goals for SF294’s

4) Administering Subcontract Goals

5) Incentives for meeting Subcontract Goals

6. Additional Work Experiences:

a. Working with Other Agencies (DCMA, DCAA, ONR, SBA)

b. Assisting Senior-Level CO’s in Contract Administration

c. Participating in SEB/SEC Activities

1) Business Committee

2) Voting Member

d. NRA Solicitation Development Support

e. Management of Complex Procurements

7. Personal Skills:

a. Willingness to Accept Responsibility

b. Ability to Manage Large Volume of Work

c. Ability to Maintain High Quality of Work

d. Analytical Ability

e. Accuracy and Thoroughness

f. Ability to Adjust to Non-Routine Assignments

g. Sensitivity to Recognize and Resolve Problems

h. Maturity in Decision-Making

i. Effective Oral Communications 

j. Effective Written Communications

k. Initiative in Applying Original and Creative Thinking

l. Cooperative in Working with Others

