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“SERVING THOSE WHO SERVED”

Business Advisory Center Manager
N s Negotiable; up to $143,646.00

JOB SUMMARY

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 communitv. OCP’s resourceful team also identifies wavs to reuse millions of dollars in surplus propertv bv
DUTIES AND RESPONSIBILITIES

This position is in the Office of Contracting and Procurement Center of Excellence (PCOE). Under the direction of
the Chief Contracting Officer for Acquisition Systems, the incumbent is accountable for coordinating the activities
of the Center of Excellence Business Advisory Center (BAC).

The Business Advisory Center provides business advisory services, via a call center, to both internal and external
vendors/customers. BAC services cover the entire range of procurement in the District of Columbia, including the
transparency portal, E invoicing and the PASS help desk.

The incumbent is delegated a high degree of responsibility for independent planning, designing, operations, and
carrying out the work of OCP’s Business Advisory Center.

QUALIFICATIONS AND EDUCATION

Experience in Customer Service support; management experience in call center; Excellent writing skills.

Qualifications: See www.opm.gov for applicable qualification standards.
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