THRIFT
SAVINGS

2ot FEDERAL RETIREMENT THRIFT INVESTMENT BOARD
1250 H Street, NW  Washington, DC 20005

VACANCY ANNOUNCEMENT

PCSI TION TI TLE AND GRADE: Contract Specialist, GS-1102-12/13
(one vacancy)

LOCATION  Federal Retirenent Thrift Investnment Board (Agency)
O fice of Admnistration
Washi ngton, D.C

VACANCY ANNCUNCEMENT NUMBER Tl B-05-01

SALARY: GS-12: $60,638 to $78,826 per annum
GS-13:  $72,108 to $93, 742 per annum

PROMOTI ON POTENTI AL: G513

CPENI NG DATE: Cctober 6, 2004

CLCSI NG DATE:  Cct ober 27, 2004

AREA OF CONSI DERATION:  Open To Al Qualified Persons.

The Agency is an independent Federal agency, which operates the
Thrift Savings Plan (TSP), a retirenment savings plan simlar to
private sector plans under Section 401(k) of the Internal Reve-
nue Code. The Ofice of Adm nistration is responsible for ad-
mnistrative matters of the Agency, including contracting and
procurenent actions for investnent and annuity services, com
put er hardware, software devel opnent and mai ntenance, printing
and distribution, office space rental naintenance, payroll, and
personnel services in |iaison with the General Services Adm ni -
stration. The incunbent works a senior contracting specialist
and with a small purchasi ng agent.

MAJOR DUTI ES AND RESPONSI BI LI TI ES:

The incunbent perfornms a wide variety of contracts rel ated tasks,
i ncluding contract fornulation, adm nistration and term nati on,
and pre-award and post award communi cati ons. The incunbent ex-
pl ores new and unusual purchase procurenent approaches, devel ops
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broad strategy for filling md to | arge procurenent requests by
outlining the type of contract(s) needed, conducts pre-award
surveys to identify potential sources, applying statutory, regu-
| atory and agency policies and procedures, recomrends negoti a-
tion strategy, conducts negotiations, reaches agreenent on pric-
i ng, performance, and technical terns, prepares requests for in-
formati on and requests for proposals, prepares the contract ve-
hicle, nonitors contract performance, identifies potential prob-
|l ems, maintains contract files, prepares status reports, issues
changes and nodifications, attenpts to resolve problens, and

cl oses out or termnates the contract. The incunbent al so main-
tains the agency’s procurenent directive and acquires supplies
as needed.

QUALI FI CATI ONS AND EVALUATI ON CRITERI A

M N MUM QUALI FI CATI ON REQUI REMENTS

Applicants nmust neet mninmumqualification requirenments as de-
fined in the Ofice of Personnel Managenent, Qualifications Stan-
dards Handbook for General Schedul e Positions using the G oup
Coverage Qualification Standard for Adm nistrative and Managenent
Posi tions under the GS-1102 Contracting series. Qualifications
for the GS-12 or the GS-13 requires one year of specialized ex-
perience equivalent to at | east the next |ower grade |evel. Spe-
cialized experience is experience that has equi pped the applicant
with the particular know edge, skills, and abilities (KSAs) to
perform successfully the duties of the position, and that is typi-
cally in or related to the position to be filled.

I N ADDI TI ON TO THE BASI C REQUI REMENTS STATED ABOVE, TO BE CONSI D-
ERED ELI G BLE, ALL APPLI CANTS MJUST HAVE THE FOLLOW NG KNOW.EDGE,
SKILLS AND ABI LI TI ES (KSAs) WH CH HAVE BEEN | DENTI FI ED AS ESSEN
TI AL FOR SUCCESSFUL PERFORMANCE IN THI'S POSI TION.  NOTE: TO EN-
SURE FULL JOB CONSI DERATI QN, APPLI CANTS MJST DESCRI BE EXPERI ENCE
| N EACH KSA SEPARATELY.

EVALUATI ON FACTORS ( KSAs)

1. Practical know edge of Federal contracting |laws and regul a-
tions, including the Federal Acquisition Regulation, principles
and procedures, and of the types of contracts and provisions and
met hods of contracting applicable to the acquisition of goods and
servi ces.
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2. Skill in negotiation techniques in order to participate in
negoti ating the agency's position on pricing, terns and condi -
tions, contract nodifications and settlenments with contrac-

t or s/ vendors.

3. Skill in the acquisition of desktop and network ADP hard-
war e, software and support services, including mainframe-based
servi ces; and understanding to make recomendati ons on the pro-
curenment of such services/equi pnent.

4. Ability to analyze and eval uate proposals for responsiveness,
conpliance wth contract |aw, cost and past performance factors
and the ability to present contract/procurenent related issues orally
and in witing.

5. Ability to handl e nunmerous contracts at various sizes and at
vari ous stages of devel opnment or inplenentation and ensures
timely progress and conpl etion of procurenent and admi nistrative
actions.

BASI S OF RATI NG

El i gi bl e candi dates neeting the m nimum qualification require-
ments will be rated on the basis of the quality and extent that
t heir background neets the KSAs. These itens are assigned val ue
and defined by a crediting plan. This rating process will deter-
mne who will be referred to the selecting official.

DI SPLACED EMPLOYEES REQUESTI NG SPECI AL SELECTI ON PRI ORI TY CONSI D-

ERATI ON UNDER THE | NTERAGENCY CAREER TRANSI TI ON ASSI STANCE PRO
GRAM (| CTAP)

I f you are a displaced Federal enployee, you nmay be entitled to
recei ve special priority selection under the ICTAP. To receive
this priority consideration, you MIST submt a copy of the appro-
priate docunentation such as a Reduction In Force (R F) separa-
tion notice, or a Standard Form 50, Notification of Personnel
Action, stating you were separated by RIF, or a letter from OPM
or your agency docunenting your priority consideration status

Wi th your application package. You nust be applying for a posi-
tion at or below the grade | evel of the position from which you
have been separated, and the position nust not have greater pro-
notion potential than your previous position. You nust be apply-
ing for a position in the same conmuting area from which you were
separated. You nust provide all required information specified
in the vacancy announcenent, e.g., narrative statenents, ap-

prai sals, etc.
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Failure to conply with ALL instructions in the vacancy announce-
ment will mean that you will not be considered for the position.
Addi tionally, you nust be determned to be "Well-Qualified" for
the position, which neans an eligible applicant who possesses the
know edge, skills, and abilities which clearly exceed the m ni -
mum qual i fication requirenents for the position.

HOW TO APPLY

You nust submt a signed and dated SF-171, resune, or Optional
Application for Federal Enploynent (OF-612) containing narrative
information clearly addressing all experience (including dates
and nunber of hours spent per week), relevant to the KSAs. FAIL-
URE TO I NCLUDE THI S | NFORVATI ON WLL RESULT I N YOUR NOT BEI NG
CONSI DERED FOR THE PGCSI T1 O\

Status applicants nust al so include:
- A copy of their nost recent perfornmance appraisal, and

- A copy of their nbst recent SF-50, Notification of Person-
nel Action.

YOUR RESUME' OR APPLI CATI ON MJUST | NCLUDE THE FOLLOW NG | NFORMA-
TI ON:

- Vacancy announcenent nunber, title and grade-Ievel of
the position for which you are applying.

- Full nanme, nmailing address, Zip Code, and day and
eveni ng tel ephone nunbers.

- Social Security Nunmber (SSN): W request your social secu-
rity nunber under the authority of Executive O der 9397 in order
to keep your records accurate, since other people may have the
same nane. As allowed by law or Presidential directive, we use
your SSN to seek information about you from enpl oyers, schools,
banks, and others who know you. Your SSN nay al so be used in
studi es and conputer matching with other Governnent files, for ex-
anple, files on unpaid student |loans. |If you do not give us your
SSN or any other information requested, we cannot process your
appl i cation.

- Country of citizenship.
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- Veterans’ Preference. To claimb5-point veterans’ prefer-
ence, attach a copy of your DD Form 214 or other proof. To claim
10-point veterans’ preference, attach form SF-15 (Application for
10 point Veterans’ Preference) plus the proof required.

- This information will also be used to calculate total
service for the purpose of determ ning a service conputation
date for annual | eave accrual.

- Reinstatenent eligibility, if applicable. Attach SF-50
proof of your career or career-conditional status.

- Hi ghest Federal civilian grade held, if applicable (in-
clude job series and dates enpl oyed).

EDUCATI ON

-  High school (nane, city state, Zip Code, and date of
di pl oma or GED).

- Colleges or Universities attended including nanme, city,
state, Zip Code, majors, and type and year of any degrees re-
ceived. If no degrees, show total credits earned and indicate
whet her senester or quarter hours.

WORK EXPERI ENCE

- Paid and unpaid work experience related to the job ap-
plied for (include job title, series, and grade or level if Fed-
eral job); duties and acconplishnents; enployer's nane and ad-
dress; supervisor's nane and tel ephone nunber; nonth and year of
starting and endi ng dates; hours worked per week; and sal ary.
Indicate if we may contact your current supervisor

OTHER QUALI FI CATI ONS

- Job-related training courses (title and year).

- Job-related skills (e.g., other languages, conputer
sof t war e/ har dwar e) .

- Job-rel ated honors, awards, and special acconplishnments
(e.g., publications, nenberships in professional honor societies,
| eadership activities, public speaking, and perfornmance awards).
Provi de dates but do not send docunents.
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Rel ocati on expenses nmay be pai d.

All current or reinstatable Federal (status) candi dates who w sh
to be considered under both nerit pronotion and conpetitive pro-
cedures nust submt two (2) conplete applications. |If only one
(1) application is received, it wll be considered under the
merit pronotion programonly.

Vet erans who are preference eligible or who have been separat ed
fromthe arnmed forces under honorable conditions after three
years or nore of continuous active service may apply.

The Board provides reasonabl e acconmpdations to applicants with
disabilities. |If you need a reasonabl e accommodati on for any
part of the application and hiring process, please notify us.
The decision on granting reasonabl e accommodation will be nmade
on a case-by-case basis.

Al'l applications nmust received in the Board s Personnel office no
| ater than the closing date of this announcenent at the foll ow ng
addr ess:

Federal Retirenent Thrift |nvestnent Board
ATTENTI ON: Personnel O fice

1250 H Street, N W

Suite 200

Washi ngton, D.C. 20005

To request application materials and information about the va-
cancy, please call (202) 942-1680. Applications nay be faxed to
t he Personnel O fice at (202) 942-1674.

THE FEDERAL RETI REMENT THRI FT | NVESTMENT BOARD | S AN
EQUAL OPPORTUNI TY EMPLOYER




