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	JOB TITLE: Administrative Support Specialist
	GRADE: 11
	SALARY RANGE: Negotiable; up to $71,406
	JOB SUMMARYRow1: The Office of Contracting and Procurement (OCP), a dynamic public agency, managing the acquisition of over $5.6 Billion in goods, services, and construction annually, is seeking to hire business advisory minded professionals. OCP is powered by a robust, diverse team of innovative professionals committed to improving the quality of life for District residents and visitors by supporting the unique programmatic needs of over 77 District Government agencies through contract and procurement with industry. Our Procurement Training Institute (PTI) offers thousands of classroom hours each year educating and training OCP employees in procurement best practices, current laws and regulations and business advisory skills when engaging with Districts agencies and the vendor community. OCP’s resourceful team also identifies ways to reuse millions of dollars in surplus property by offering it to District agencies, and when there is no need within the government, our team allows businesses, non-profits and sometimes individuals to purchase government surplus assets at deep discounts. OCP’s team of professionals have made the District of Columbia a cutting-edge leader in contracting procurement practices across the nation
	DUTIES AND RESPONSIBILITIESRow1: The Administrative Support Specialist is responsible for providing substantive administrative and management support performing a wide range of duties associated with managing the day-to-day operation of OCP. The work involves research on micro-purchasing, acquisition planning, contracting and acquisition management; review and analysis of administrative issues/problems.Under the direction of the Associate Director for Business Resources, the incumbent applies sound management, accountability and control principles and carries out the day-to day activities of the Surplus Property Division, City-Wide P-Card Program and District Regional Emergency Operations
	QUALIFICATIONS AND EDUCATIONRow1: Excellent Communication & Customer Service; Team Player; Experience with organizational purchase card programs.Qualifications: See www.opm.gov for applicable qualification standards.
	AGENCY: 


