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‘Policy and Field Operations Division
Office of the Chief Procurement Officer
Procurement Management Information Specialist

. GS-0301-13

- The incumbent serves as a Procﬁrement Management Information Specialist in the Pblicy
and Feld Operations Division, Office of the Chief Procurement Officer. Assignments include

the use of automated systems to collect, report, and-interpret procurement management
information and to improve the efficiency and effectiveness of procurement operations.

" 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 in the areas of: implementation of procurement reforms; formation of policy; - '
development of Departmental procurement standards and evaluation criteria; evaluation of all
HUD contracting activities; and 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 reporting to
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 all
Government 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 OCPO operational Divisions, and HUD’s

field contracting activities '

Maior Duti 1R ihilities:

1. Uses automated systems to produce procurement data and reports to respond to Departmental
management needs, external agency requirements (e.g., OMB, GSA, GAO), Congressional
inquiries and those of the general public (e.g., responses to inquiries under the Freedom of
Information Act). Drafts replies/correspondence without assistance. Provides requested data
to CPO management, contract specialists, and various officials throughout Headquarters and
the field. Uses automated systems to provide OCPO management with standard, ad-hoc, and
custom-designed reports on procurement activity and trends.



2. Assists the Lead Office Technology Coordinator (OTC) for the Office of the Chief
Procurement Officer (OCPO). The incumbent performs a wide range of duties pertaining to

office automation, such as:

a.

Ce.

Coordinates overall office automation activities in OCPO to ensure that use of office
automation proceeds in an integrated, efficient and effective manner. Provides oversight

technical assistance to other OTCs within OCPO.

Acts as liaison to the Office of the Chief Information Officer (OCIO) on office -
automation issues. Plans and oversees development of automated applications to
improve the efficiency of OCPO's award and administration of procurement contracts,

* simplified purchases and related agreements.

Provides technical assistance to OCPO and Field counterpart users of OCPO -sponsored
software applications. Provides technical assistance to OCPO staff re HUD standard PC.

software applications.

Assists in developing the OCPO ADP budget and monitors its execution to ensure
efficient use of allocated resources.

Plans and arranges for the implementation oflnewly acquired hardware and software.

Prepares special studies, reports, or presentations relating to procurement information
problems. Analyzes relevant data, develops findings and recommendations, and presents
results to management in oral and/or written form. Understanding of procurement .
information allows a551gnment of projects which require development of new methods to

respond to data inquiries and management priorities.

4. Responsible for quality control and validation of required data for procurement instruments
awarded by Headquarters and Field procurement activities. Maintains vendor database and
system tables for all Headquarters actions based on in-depth knowledge of OCPO’s program .
clients, contract types, terms and conditions, and appropriation data. Reviews system outputs
to ensure that reports are accurate and usable. Recommends system changes/enhancements
to increase data accuracy and expand use of data available. Detects operatlonal problems and

~ takes prompt corrective action.

“n

Conducts briefings, presentations and training for managers and staff concerning
procurement office automation and information management issues. Audiences include
procurement and program personnel and senior Departmental management.

Provides consultation and technical advice to the operational Divisions on office automation

and information management matters. Makes related presentations to OCPO management
and professional staff to highlight operational problems and offer innovative solutions.

- Participates as a resource person in Departmental procurement conferences and seminars.



7. Drafts procedural guidance and instructions for OCPO and Field contracting staff concerning

the collection and reporting of procurement information, from the point of procurement
planning through contract award, administration, and final closeout. Participates in briefings,
presentations, and training concerning procurement information management issues.

Audiences include procurement and program personnel.

Uses OCPO systems to support the full range of contract closeout activities, including:
identifying completed contracts; coordination with the Contractor Performance System’s
Project Manager; updating database status and milestones; completing administrative

~ closeout actions; coordination with HUD’s Federal Record Center Liaison on all record
retirement and recall needs; and coordination with Headquarters and Field procurement staff

_ responsible for contract closeout activities.

Manages and coordinates systems used by OCPO staff to fulfill Departmenﬁl d
responsibilities, such as the Total Estimation and Allocatlon Mechanism. (TEAM) and HUD

Travel Management System (HTMS)

10. Drafts Departmental and Office responses to intergovemmental,'Congressional and general

public correspondence, particularly those involving issues of automation or requiring data to
be retrieved from automated systems. Reviews and comments upon proposed Departmental
issuances, audit reports, management studies, etc. Provides expert analysis of issues,
prepares recommendations and presents Departmeutal/Ofﬁce position.

11. Handles general inquiries from the private sector concerning contractmg data and

opportunities with HUD.

12. Performs other duties as assigned.

Knowledge of Federal contracting laws, regulations, and policies concerning all phases of
procurement operations, including the detailed procedures relevant to HUD contracting
requirements, the Federal Acquisition Regulation (FAR) and HUD Acquisition Regulation
(HUDAR), as well as familiarity with industry/business practices sufficient to develop -

- Departmental 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
procurement information collection and reporting policies and provide expert policy
interpretation to all Departmental contracting activities.

Knowledge and skill sufficient to plan and conduct management studies, analyses, reviews
and evaluations of Departmental contracting operations, processes, and management
practices and programs concerning the automation of procurement functions.




- Knowledge and skill in the use/operation of office automation applications, management
information systems and computer technology sufficient to analyze, recommend, plan,
develop, implement, and support improvements in the efficiency and effectiveness of
Departmental procurement operations. Resulting analysis and recommendations receive top

management attention.

Skill in written communications sufficient to: develop and publish Departmental policies,
directives, and procedures; draft issue/position papers; and prepare Departmental responses to
intergovernmental, Congressional, and private sector correspondence. ,

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 coordinating the work with others as necessary. 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.

Guidelines consist of laws, legislation, regulations, policiés, OMB Circulars, Executive
Orders, GAO decisions, regulations of other agencies, and technical/system requirements
applicable to/affecting procurement and related information technology systems and applicaticss.
The employee s an authority on developing and interpreting procurement and information
technology regulations, policies, and guidelines and in the use of automated systems to support
procurement operations. The employee drafts Departmental directives and policy guidance and
adapts them to conform to changing procurement objectives of the Department, Congress and the
President. The employee is a recognized expert in the interpretation of these guidelines and

adapting them to resolve complex problems and issues. . -

The employee is responsible for the development, review, analysis, and recommendation
of Departmental procurement information management procedures covering the full range of
contracting types and functions. This includes formal contracts, simplified acquisitions, and
interagency agreements at all Headquarters and field procuring activities, as well as customer
offices which have been delegated limited procurement authority. In developing and analyzing
procurement information requirements, the employee is constantly balancing program and

- technical needs, the interests of contractors, socio-economic factors, uncertainties arising from
program changes and technological developments, and statutory or regulatory provisions through
the exercise of sound business judgment. The employee evaluates and interprets government-
‘wide procurement information proposals and requirements in the context of Departmental




5

procurement operations and procedures. The employee also represents the Office/Department on
interagency/intra-agency task groups and subcommittees.

- The work is complicated by the necessity for refining general procurement information
objectives into precise policies, directives, and procedures that are applicable to the work being
performed. The employee must analyze new procurement information requirements to determine
the extent of their influence upon existing policies and procedures and whether such effects have
an adverse impact on the overall scope and quality of the Department's procurement information
activities. The employee devises techniques to facilitate the implementation of procurement
information data collection and reporting changes for all Departmental contracting activities.

Eactor 5 - Scope and Effect FI1, 5-4 225 pfs

The purpose of this position is to improve the accuracy and consistency of procurement
information and to implement provisions into the Departmental contracting function pursuant to
statutes, Executive Orders, operational needs, and requirements emanating from other sources.
The work affects all Departmental procurement activities and personnel as well as Departmental
programs which rely on contracts to accomplish their mission. Policy guidance provided
contributes-to the effectiveness of the Department's contracting program and provides criteria for
measuring and ensuring adequate performance. Procurement information projects are formulated

in response to management needs and involve the analysis of unusual conditions, problems, and

questions.

Eactor 6 - Personal Contacts FT, 6-3 60 pts

: 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, and the Civilian Agency

. Acquisition Council; HUD Headquarters senior procurement and program personnel; HUD's
Field Contracting Operations management and staff; Inspector General, legal, financial and

management personnel; key representatives from national organizations; key officials/recognized

procurement and assistance 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.

Eactor 7 - Purpose of Contacts FI, 7-3 120 pts

Contacts are for the purpose of obtaining or providing information or guidance to
contracting and program personnel, to coordinate and persuade individuals and groups on the
implementation of procurement information 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 procurement
information throughout the Department. , :



There is minimal physical activity associated with the work; work is sedentary.

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

Total Points — 3390
FLSA - Exempt
‘Grade GS-13

Bus Code - 0015
Comp Level 2609



