OCP

Job Title: Supervisory Contract Specialist
Grade:

MSS Grade 15

Salary Range: $122,100-$170,938

Job Summary:
The DC Office of Contracting and Procurement (OCP) is a dynamic public agency proudly serving the over 700,000 residents of the
District of Columbia. OCP provides contracting services for client agencies and offices in the District. The mission of OCP is to
partner with vendors and District agencies to purchase quality goods and services in a timely manner and at a reasonable cost, while
ensuring that all purchasing actions are conducted fairly and impartially. OCP manages the acquisition of over $5.7 billion in goods,
services, and construction annually on behalf of 79 District agencies. OCP is powered by a diverse team of innovative professionals
committed to helping our client agencies reach their goals and accomplish their missions. In addition to contracting and procurement
services, OCP’s Surplus Property Division collects, manages, and reuses District-owned and federal surplus property.
This dynamic role will be dedicated to supporting the procurement and contracting needs of the District Department of
Transportation. As the Supervisory Contract Specialist, manages the overall supervision and operation of the office. Directs the
development, coordination, facilitation, management, and planning of the annual acquisition of goods and services through contracts,
and procurement. In addition, the incumbent advises the Director of OCP and the Chief Contracting Officer CCO), with respect to all
contract and procurement issues and the nature of corrective actions; including assisting the CCO with the development, preparation
and administration of the annual budget for the office and recommending the most cost-effective and efficient strategies to
accomplish the objectives of the office.

Duties and Responsibilities:
The ideal candidate for this position at the Office of Contracting and Procurement for the District Department of Transportation will
have a solid background and experience in the award and administration of contracts especially the full range of pre-award functions
using the Federal Acquisition Regulation (FAR) specifically Parts 8 (Required Sources of Supplies and Services), 12 (Acquisition of
Commercial Items), 13 (Simplified Acquisition Procedures), 14 (Sealed Bidding), 15 (Contracting by Negotiation), 16 (Types of
Contracts) and 36 (Construction and Architect-Engineer Contracts). The candidate should possess expertise in the award of a wide
variety of contract types to include fixed-price, labor hour/time-and-materials and cost reimbursement for the acquisition of technical
professional services (Architect-Engineer), horizontal construction (roads and bridges), transit (including specialized equipment or
systems) or transportation matters as well as in conducting price analysis and detailed cost analysis.
The candidate will also have demonstrable experience leading or supervising contracting professionals providing contracting services
for the acquisition of a wide range of supplies, services (professional and non-professional), and/or construction, including experience
mentoring, training, and reviewing the work of other contract specialists.
Knowledge Required by the Position: The incumbent must develop essentially new or modified techniques for obtaining effective
results. Mastery knowledge of creative contracting techniques, negotiation strategies and project management skills, thorough
understanding of administrative inter-relationships in public sector organizations; strong knowledge of computer systems and their
application to the contract and procurement management processes; and demonstrated leadership and problem-solving abilities.
Comprehensive management skills and experience in planning, organizing, directing and controlling contract and procurement
functions.

Qualifications and Education
A. Completion of all mandatory training prescribed by the head of the agency for progression to GS-13 or higher-level contracting
positions, including at least 4-years’ experience in contracting or related positions. At least 1 year of that experience must have been
specialized experience at or equivalent to work at the next lower level of the position, and must have provided the knowledge, skills,
and abilities to perform successfully the work of the position. and
B. A 4-year course of study leading to a bachelor's degree, that included or was supplemented by at least 24 semester hours in any
combination of the following fields: accounting, business, finance, law, contracts, purchasing, economics, industrial management,
marketing, quantitative methods, or organization and management.
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