02-06-03 04:11pm From=HUD PA Human Rasources

+2156563437

T-643  P.002/017 F-353

-Organizal [
wrmemmtmnulmhwhloh!mmlmum mwuﬁmmnmummmucmummuuuumam mmum muh w
yiglstions uf zuch v rlations.

2%7‘% and pryment of puslic funds end tht fulse or ml:lndl;g KBl Mmay consutiie
" T

REALON FOR THIB POSITION N-OZ-01+2ANG-01-00014 POSITION DESCRIPTION :
e Lol T — H
i Y we | COVER SHEET !
X1 MMB813 MMps51.8 |
REG NDRO . '
- .
Procurement Analyst [*"&s " [1102 | 18"
[ RENT (Omanay .
SR TIE D luvisels ;
OFFICIAL -
] 5t
Proch‘.“'m.nz.AniLii 4. [ ",
- SERIER FUNG GRADG taTR “ SAINPER
oS | 1102 13 04 Yes (I No :
18. ORGANIZATIONAL STRUCTURE (Agancy/Bureasu) M
Offica of tha Chiet Procurermnant Officar “ ]
ELH 3
Peticy and Ficki Operations Oiviaion :
¥ e -
]
MN n
R AECp A NAOr JIUCH Csary (v ccq

|

SO ARG T :
: . Dlrecbr. Policy and Field Operaticns
. . Divigion
FACTOR EVALUATION SYSTEM
TFACTOR TS FLOmMK | 28 PONIS | FACTOR Y L S 2.1 L
1. Knowledge Raquired @. Paryans! Gontacle |
2. Svpcrvisory Qentrols 1. Purpose of G:mlnd.s
3. Guidelinaa & Phisical Derngnds ]
4. Complexity 2. York Enviosmeht i
4 Scopy and Bffect awvoraLeomts | (&
YT A MM moract | /B
GI.ASNF!OA‘HON
f~ duuwm y 31tle 3, o in onRancs With stan pubiK - ar, §f A pU| £ NGO Sppiice I
mx!y. mlmuy wih e most pppiicaie pubiished stundardy. !
¢
YA 5/4/s 2>
WM Ll sy e lis’ -

o &

AO v UL L 295y Mgy AX - hoaiRs . bilicor chdgRS Ot viD
hﬁ? A7 LRl o= oL Levieds .

-t




UZVV-UG-US 04:11pm  From=HUD PA Human Resourcas +2156563437 T-643 P.003/017  F-353

Pd-ProcAnalystl3_10-00

Office'of the Chief Procurement Officer .
Procurement Analyst 8S-1102-13 (with statement of differences 9-12)

Policy and Field Operations Division

INTRODUCTION

Serves as a Procurement Analyst within the Policy and Field Operations Division, Office
of the Chief Procurement Officer (OCPQ), and is recognized as an advisor and specialist in the
area of contracts, simplified purchases and interagency agreements.

The Division is responsible for the review and improvement of procurement practices,
-policies and procedures throughout the Department. The Division develops procurement policy
applicable to all Departmental contracting activities, and monitors and evaluates their .
implementation and effectiveness. The Division provides staff support to the Chief
Procurement Officer (CPO) - HUD's Senior Procurement Executive - in the areas of:
implementation of procurement reformis; formation of policy; development of Departmental
procurement standards and evaluation criteria; and, evaluation of all HUD contracting activities.
The Division's policy responsibilities inciude the establishment of procurement standards,
policies, and procedures to be used by HUD grantees when they contract for goods and

services.

The Division is also responsible for; the establishment and maintenance of HUD’s
automated procurement data systems and applications used for required reportingto - .
management, OMB, and Congress, and for improving the productivity of HUD's procurement
operations, including procurement planning, contract databases, solicitation and contract
production; the development and oversight of HUD's certification and training program for ail
Govemment Technical Representatives, Government Technical Monitors and other personnel
involved in the procurement process; establishing and maintaining the Department's advance
procurement planning system; coordinating Field contracting initiatives, including the
development of model solicitation and contract documents; implementation of socio-economic
procurement programs; coordination of audit requirements for price proposal evaluations and
contract cost incurrence; and, the provision of analytical support and technical ,
advice/assistance as required by the CPO, Deputy CPO, Headquarters operational Divisions
and the Field Contracting Operations. -

DUTIES AND RESPONSISILITIES

Serves as a staff analyst responsible for developing directives and procedures
governing the award and administration of contracts and small purchases. Assists in the
development of Departmental policy and regulations concerning contracts, purchase orders and
interagency agreements. This responsibility aiso includes monitoring and evaluating the
impiementation and effectiveness ¢of such policies, regulations and sound business practices
through participation in on-site reviews of contracting activities. Such reviews serve as
certification to the CPO that the contracting activity (e.g., Headquarters OCPQ, Field
Contracting Operations, etc.) meets established Govemmentwide as well as Departmental

procurement standards.

Serves as the Departiment's alternate representative (when the lead analyst is
unavailable) on interagency working groups and task forces of the Office of Management and
Budget, Office of Federal Procurement Policy, Federal Acquisition Institute, and the Civil
Agency Acquisition Council. Serves as OCPO's representative on internal HUD task
forces/working groups chartered to improve contracting support to program delivery. Provides
procurement expertise, furnishes authoritative guidance and advice, represents HUD's
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procurement interests and takes positive action to reconcile differing positions and views.

Develops, monitors, and evaluates internal operating procedures for Headquarters and
the Field Contracting Operations. Such procedures provide instructions, formats, and
guidelines relating to all phases of the procurement process and ensure that all Divisions and
contracting personnel process actions in a prescribed manner and in accordance with Federal

and Departmental policy and procedures.

For assigned areas, independently coordinates with Field contracting staff regarding
work assignments or programs initiated by Headquarters. Performs liaison duties between
Headquarters and Field contracting staff, and provides technical assistance to resolve problems
and improve productivity. Coordinates with Headquarters and Field personnel to ensure that
Departmental programmatic and contracting objectives are met, Participates in staff assistance -

reviews and contracting office evaluations.

At the request of the Division Director, prepares special studies, reports, or
presentations relating to complex and difficult acquisition problems. Analyzes relevant data,
develops findings and recommendations, and presents them to management in oral and/or

written form.

Provides consultation and technical advice to Departmental management, OPCPO
operational Divisions and Field Contracting Operations staff on request or on assigned
procurement matters which may have significant impact on Departmental contracting
operations. Responds to inquiries from Field personne! and from members of the public and
private sector regarding the HUD contracting policies and procedures. Assists in the delivery of
training for HUD staff involved in procurement and ¢ontract administration.

On assignment from the Division Director, advises or assumes full responsibility for the
negotiation, execution and administration of unusually complex or significant contract or
assistance actions. :

Drafts Departmental and Office responses to intra-governmental, Congressional and
general public correspondence. Provides expert analyses of issues and presents
Departmental/Office position. Reviews and comments on proposed Departmental issuances to
ensure compliance with procurement and assistanca policy.

Develops and maintains a thorough knowledge of HUD programs, requiremeﬁts and
procedures and represents the Department at workshops, conferences, and meetings with
Federal, State and local officials and representatives of the private sector.

Performs other duties as assigned.
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FACTOR 1 - KNOWLEDGE REQUIRED BY POSITION - Level 1 - 8

Mastery of the procurement functional area sufficient to provide leadership in the
development of Departmental procurement regulations, policies, directives, and procedures.

Knowledge and skill sufficient to provide expert technical leadership, staff coordination, and
consultation concerning all phases of the procurement function necessary to implement the

above palicy issuances and provide expert policy interpretation to all Departmental
contracting activities.

Knowledge and skili sufficient to plan and participate in procurement reviews/evaluations
covering all aspects of the procurement function, including the evaluation of the contracting

activity's: compliance with Federal and Departmental regulations, policies, procedures;
legal constraints; use of effective contract terms and conditions; and use of sound business

practices and judgment.

Knowledge and skill sufficient to plan and conduct special projects/studies/analyses
conceming the procurement functional area. Resulting analysis and recommendations

receive top management attention.
Comprehensive knowledge of negotiation pringiples and techniques necessary to establish
and/or negotiate positions on sensitive procurement policy issues involving interaction with

top officials within the Department as well as externally within OMB, GSA, SBA, the Office
of Federal Procurement Policy (OFPP) and the Federal Acquisition Institute (FAI).

Skill in written communications:

¢ Writing of procurement regulations in the style and language required of such
documents;

0 Writing of memoranda, policy statements, and directives for Departmental distribution;
0 Writing of issue papers, Departmental legi;lative responses or position papers;

¢ Writing evaluatio;’i reports; and,

0 Writing of responses to the private séctor (individuals and associaﬁons).

Other skills:

0 Ability to develop and deliver training concemning the procurement function;

¢ Ability to perform public speaking activities inside and outside the Department related to
the procurement process;

.0 8kill in solving problems and resolving issues presented by departmental contracting

activities, program offices, or outside organizations involved in contracting with the
Department.

0 Skill in reviewing, analyzing, and evaluating complex operational procurement problems
and rendering expert advice to Departmental managers.

¢  SkKillin anélyzing procurement data and workload statistics and preparing reports based
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on such data.

FACTOR 2 - SUPERVISORY CONTROLS - Level 2 -4

Work is generally assigned to the employee by the supervisor in terms of a project or
problem requiring investigation. The employee, in consultation with the supervisor, plans the
approach to be taken, determines the depth of analysis required, evaluates alternatives, and
develops recommended solutions, including identifying the need for policy changes. The
employee keeps the supervisor advised on an informal basis of progress achieved or of
controversies anticipated. The employee's work, critical actions, and decisions are viewed for
general effectiveness and attainment of objectives by the supervisor and higher authority, as

appropriate.

EACTOR 3 - GUIDELINES - Level3-5

Guidelines consist of procurement laws, legistation, regulations, and policies; OMB
Circulars; Executive Orders, GAO decisions; and, regulations of other agencies. The employee
is an authority on developing and interpreting procurement regulations, policies and guidelines.
The employee drafts Departmental regulations, directives and policy guidance and adapts
them to conform to changing procurement objectives of the Department, Congress and the
President. The employee is a recogrnized expert in the interpretation of these guidelines and
adapting them to resclve complex problems and issues. :

EACTOR 4 - COMPLEXITY - Level 4- 5

The employee is responsible for the development, review, analysis, and
recommendation of Departmental procurement regulations, directives, and procedures covering
the full range of contracting types and functions. In developing policy positions, the employee is
constantly balancing program and technical needs, the interests of contractors, socio-economic
factors, and statutory or regulatory requirements through the exercise of sound business
judgment. The employee conducts analyses and provides recommendations for Departmental
positicns on a variety of contracting matters, such as assessing the impact of action required in
response to: audit reports; Office of Federal Procurement Policy and OMB management
initiatives; proposed legislation; and proposed Federal Acquisition Regulation changes. The
erréployee also represents the Office/Department on interagency/intra-agency task groups and
subcommittees. .

_ The work is complicated by the necessity for refining general objectives into precise
policies, directives, and procedures that are applicable to the work being performed. The
employee must analyze new policies to determine the extent of their influence upon other
policies and procedures and whether such effects have an adverse impact on the overall
regulatory and policy objectives of the Department's contracting program. The employee
devises techniques to facilitate the implementation of policy changes for all Departmental

contracting activities.

FACTOR 5 - SCOPE AND EFFECT - Level5-6

The purpose of this position is to develop new Departmental procurement policies,
directives and procedures. The employee aiso establishes and advocates the Department's
position on major precurement issues and interprets policy for use by all Departmental
contracting personnel.
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The employee's work has a direct and crucial impact on all of the Department's
contracting activities and programs. For example, procurement policy developed affects all
Departmental contracting personnel and Departmental programs which rely on contracts to
accomplish their mission. Furthermore, the development of grantee procurement standards,
policies, and procedures impacts the contracting practices of over 5,000 HUD grantees,
including Public Housing Authorities and CDBG communities.

Finally, as a source of authoritative procurement advice and recommendations, the
employee affects the decisions of senior Departmental procurement, technical and program

officials.

FACTOR 6 - PERSONAL CONTACTS - Level 6 -3

Performance of the job involves a wide range of personal contacts in moderately
unstructured settings for the purpose of resolving problems or obtaining outside viewpoints.
The employee establishes personal contacts with: .top representatives from the Office of
Federal Procurement Policy, OMB, Federal Acquisition Institute, GSA; HUD Headquarters
senior and program personnel; Field Contracting Operations Directors and key staff; Inspector
General, legal, financial and management personnel; key representatives from national
organizations, key officials/recognized procurement experts from other Government agencies;
and, senior officials in the private sector. The purpose and extent of each contact differs
according to the nature of the issue involved and the role of the person and organization

represented.

FACTOR 7 - PURPOSE OF CONTACTS - Level 7 - 3

Contacts are for the purpose of obtaining or providing information or guidance to
contracting and program personnel, to coordinate and persuade contracting activities on the
implementation of policy or procedural changes, and to determine their potential effect at the
operational level. The employee's participation in task groups or meetings is to ensure
consistent interpretation and implementation of Government contract policy throughout the

Department.

FACTOR 8 - PHYSICAL REQUIREMENTS - Level 8- 1
There is minimal physical activity associated with the work; work is sedentary.

FACTOR 9 - WORK ENVIRONMENT - Level 8 - 1

Work is normally performed in an office setting. It requires occasional travel to other
Federal agencies and HUD Field Offices.
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