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“Learning disabilities are tragic in children, but they are fatal in organizations.”

Peter Senge


The Fifth Discipline
Introduction
Successful businesses know with reasonable certainty what is working well and what needs to be changed.  These businesses rely on measured evidence of performance rather than intuition.  They take inventory of their products and services.  They expect change and prepare for developing their organizational performance. The ARC acquisition services will require a planned and determined effort to create a learning organization that is based on proven business principles.

This program is a competency-based model as specified by congressional requirements.  The program is intended to provide structure and logic for learning and development decisions required to perform acquisition services. 

This guide provides some definitions commonly used in a competency-based program, reference standards that describe the competencies required for successfully accomplishing your organizational mission and examples of the inventory instruments that are part of the program’s model.  The guide describes processes and procedures that can answer three important questions needed to conduct the business of managing organizational competence.

1.  What general and technical competencies does it take to effectively perform acquisition jobs?
2. What specific critical and important competencies must ARC acquisition employees learn in order to achieve our business mission and goals?

3.  How can ARC best provide learning and performance development for employees to close performance gaps?  

Definitions
Most programs have specialized terms and meanings.  The following words are common in a competency-based environment.  They have been derived from national and international sources.

Competence is demonstrable behaviors that distinguish individuals, groups, and organizations from their peers and characteristics that identify discrete levels of performance based on established criteria.  

Competency is defined as, “a cluster of related knowledge, skills, and other attributes that affect a major part of one’s job, that correlates with performance on the job, that can be measured against well-accepted standards, and that can be improved via training and development.”  

Self-Directed Learning is the process by which an individual takes responsibility for his or her own training in partnership with the employing organization.  The individual contributes a real and personal commitment to learn, acceptance of responsibility, and self-discipline.  The organization contributes such real factors as the opportunity (time and attitude) for learning and competence development, feedback, equipment and/or resources; e.g., publications, multimedia (computer, video, audio), assignments, details, etc.

Classification of Competencies

Technical Competencies are function-specific and describe the work to accomplish the job; e.g., Designs system processes and procedures (manual and/or automated) that ensure financial management integrity.

General Competencies describe categories of behaviors (such as Teamwork, Customer Service and Consulting) that contribute to successful work regardless of the job series or function; e.g., Facilitates cooperation, pride, trust, group identity and team spirit.
Prioritizing of Competencies

Critical Competencies: Those specific technical and general competencies that are essential for performing operational tasks to accomplish the mission: when a person cannot perform the duties of the position successfully without it, to meet certain certification requirements associated with the position, for health or safety requirements, or is mandated by higher authority; e.g., Executive Order, Congressional Mandate, or by the direction of The Secretary of Transportation or FAA Administrator.  The criteria for this category of competency justify deliberate organizational support for competence development and probable expenditure of funding for the development.

Important Competencies: Those technical and general competencies that have been identified as frequently used and/or they contribute considerably to successful work; however, they do not meet the criteria associated with a critical competency.  The criteria for this category of competency normally can support self-directed learning activities during work time.

Other Competencies: Those technical or general competencies that are rarely used or are minimally important to accomplish the job.  The criteria for this category of competency suggest voluntary self-development with no expenditure of organizational resources.  These competencies will be retained in a central file; but they will not be part of the organization’s ongoing competency inventory process.

How it Works
This program allows participants to understand what competencies are needed to do the job, to estimate their competence, confidence, and currency with regard to applying each competency, and, to determine any need for learning and development opportunities.
What general and technical competencies does it take to effectively perform acquisition jobs?
Competency Standards for AMQ-100, AMQ-200/300, and Regional Acquisition Offices are located in the next section.  These listings have been validated for the type of work required in order for the organizations to accomplish their mission.  They provide the structure and logic for learning and development decisions.  

Figure 1, is an excerpt from the AMQ-100 Competency Standard.

Competency Standard

FG-1102 Contracting Specialist

CRITICAL COMPETENCIES


No.
Competencies
Reference
1
Speaks in a clear, concise and well-organized manner.
2 G

2
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR, AMS.
1 T

3
Prepares procurement documents; e.g., solicitations, amendments, orders, contracts, modifications, and canceling solicitations.
20 T

4
Takes responsibility for personal decisions and actions.
32 G

5
Plans and organizes work.
39 G

6
Writes clear, concise, and well-organized documents.
1 G

7
Fosters and maintains effective working relationships with others.
22 G

8
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.
2 T

9
Uses negotiation techniques appropriate to the situation.
6 T

10
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.
19 G

Figure 1.

What specific critical and important competencies must ARC acquisition employees learn in order to achieve our business mission and goals?  

The Employee Competency Inventory provides an opportunity for each employee to estimate his/her need for learning for each Critical and Important competency that is needed by his or her organization.  This process allows employees to consider ongoing changes in policies, procedures, regulations, and technology when estimating their learning needs.  Figure 2 is an example of the Employee Competency Inventory.

Employee Competency Inventory

FG-1102 Contracting Specialist
This document is designed to gather specific information about competencies that you may need to successfully accomplish your job.  You know the subtle facts about each competency: how competent, confident, and current you are with them considering the dynamics of changing policies, regulations, and technology associated with your work.

Instructions:  Indicate your current need to develop competence for each of the listed competencies by filling in one of the following numerical values in the box under the “Development” column: 

0 = No Need,  1 = Minimal Need,  2 = Moderate Need,  3 = High Need,  4 = Critical Need


Competencies
Development

 1. Applies the factors that influence the selection of the different types of contracts; e.g., fixed-price, cost reimbursement, and/or special purpose.


 2. Solves practical problems relating to transportation, commodity usage, interchangeabilities, or pricing matters as they relate to contract specifications or product quality.


 3. Uses negotiation techniques sufficient for well-defined and well precedented contracts.


 4. Solves practical problems relating to transportation, commodity usage, interchangeabilities, or pricing matters as they relate to contract specifications or product quality.


 5. Takes responsibility for personal decisions and actions.


 6. Administers integrative multidisciplinary contract strategies that may include types of contracts, incentive structures, source selection planning, proposal evaluation, and shared organizational responsibilities in the post award phase.


 7. Coordinates with project  (IPT/PT) members regarding application of program management factors, e.g. compliance and assessment.


 8. Employs state-of-the-art techniques by which new methods, technologies, and/or products are assessed, costed, justified, acquired and implemented.


Figure 2

How can ARC best provide learning and performance development for employees to close performance gaps?
The employee’s estimations on this inventory should be the basis for discussion with the employee’s supervisor (or team leader) when planning learning opportunities.  The leader and employee should compare the employee’s estimations of training needs with the competency criteria listed in their organization’s Competency 

Standard. This process will show relative gaps; e.g., no gaps, minimal gaps, large gaps.  The process will also provide some structure for determining the criticality for training.  (Is the training need for a Critical or Important competency?)





Individual Competencies and Competence
Organizational Competency Requirements

Critical Competencies
Critical Competencies


Important Competencies
Important Competencies

After the competency inventory is administered and the employee’s learning needs are identified, then an Individual Development Plan (IDP) can be prepared.  Referring to the Competency Standard to sort the competencies by category and to justify selection of learning modes can facilitate the process of developing an IDP.  Another aide for this process can be the Critical Competency Learning Options Reference  that provides a listing of optional learning opportunities for each Critical competency.  An example of this Reference is shown at Figure 3.

Critical Competency Learning Options Reference


Critical Competencies 
Optional Sources

Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.
Contracting Fundamentals     (CON-101) DAU

Government Contract Law     (CON-201) DAU

Detail to program office

Special Assignments

Conducts program/project analysis; e.g., collecting information, analyzing data, and reporting findings.
Sampling                                     (28434) FAA

Business Statistics            (B-5228)   CD-ROM

OJT, Details, Assignments

Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.
Price Analysis                               (2299) GSA

Executive Cost and Price Analysis 

                                               (CON331) DUA

Figure 3 

A Learning Organization
expects change and prepares for developing their employees to achieve in a dynamic work environment.  The following activities can be used to plan, schedule, and evaluate learning opportunities. 

· Sort the employees’ competency development needs by Critical or Important categories.

· Determine the best method for acquiring the needed Critical Competence by answering....

...should the learning be classroom, details, computer-based support?

...can the learning and development best be a combination of learning modes?

· Ask some of the following questions with regard to optional learning sources to help define the learning and competence development plan.  

Which opportunities address the most critical competencies?

What are the comparative developmental costs: learning options, travel, per diem?

What is the past history of the source delivering performance-based learning?

Which alternative learning opportunities will best fit; e.g., tutorials, distance learning sessions (CD-ROM learning stations, Internet/satellite-based classes, etc.)?

·  Plan practical application assignments that can improve competence.

Detail on project team?

Assignments to practice skills?  Implement procedures?, etc.

Conduct mini-training sessions for peers?

· Determine evaluation criteria:  List the specific tasks, format, and performance expectations associated with the competency to be learned and developed..

· Conduct ongoing evaluation of the learning process.

Document the training process:  source (FAA Academy), activity (SOW 07860) and practical results:


What new work can be accomplished?



What performance has developed/ increased?


What behavior has changed?


What competence was not achieved?

SECTION TWO


Competency Standards

These are lists of competencies that have been validated as critical or important for the successful operation of the organization.

AMQ-100

FG-1102 Contracting Specialist

CRITICAL COMPETENCIES


No.
Competencies
Reference
1
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR,  AMS.
1 T

2
Writes clear, concise, and well-organized documents.
1 G

3
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.
19 G

4
Applies Cost Accounting Standards when appropriate; e.g. review Disclosure Statement, assess for noncompliance, review proposed accounting changes, and/or negotiate any necessary Cost Impact Adjustments.
71 T

5
Conducts program/project analysis; e.g., collecting information, analyzing data, and reporting findings.
31 T

6
Fosters and maintains effective working relationships with others.
22 G

7
Facilitates cooperation, pride, trust, group identity and team spirit.
25 G

8
Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.
55 T

9
Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism.
70 T

10
Applies contracting “best practices” in accordance with AMS guidance.
83 T

11
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.
27 G

12
Reviews new regulations, analyzes their potential impact, and provides comments.
34 G

13
Provides guidance on socioeconomic opportunities and programs affecting small, economically disadvantaged businesses, and women-owned businesses.
66 T

14
Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.
67 T

15
Uses negotiation techniques appropriate to the situation.
6 T

16
Demonstrates the content and intent of the Standards of Conduct for government employees.
44 G

17
Speaks in a clear, concise  and well-organized manner.
2 G

18
Makes  reasoned decisions, independently.
3 G

19
Demonstrates behavioral skills necessary for successful teams.
28 G

IMPORTANT COMPETENCIES

No.
Competencies
Reference
20
Monitors established budget priorities following measurable standards that assure accountability.
27 T

21
Coaches peers and/or other staff.
29 G

22
Empowers, motivates and guides others.
31 G

23
Takes responsibility for personal decisions and actions.
32 G

24
Contributes, evaluates, and/or implements emerging FAA contracting policies and guidance.
57 T

AMQ-100

IMPORTANT COMPETENCIES
(Continued)

No.
Competencies
Reference
25
Researches information sources; e.g. Internet, databases, libraries, professional documents.
37 G

26
Collects data from requirements managers on future acquisition requirements and/or advises on long-range strategies for enhancing competition, minimizing costs, and reducing lead-times.
63 T

27
Identifies and collects information necessary to analyze proposals and conduct discussions.
50 T

28
Conducts business evaluations using such factors as past  performance, cost or price analysis,  and/or other qualifications to determine the contractor’s ability to perform the work.
4 T

29
Plans and organizes work .
39 G

30
Prepares a prenegotiation strategy that establishes objectives, priorities, and potential trade-offs for discussion with the offeror.
51 T

31
Articulates benefits, risks, and expected outcomes of program to customers and management.
47 G

32
Provides technical advice and guidance to management, staff, and customers.
5 G

33
Understands the Planning, Programming and Budgeting System process and its relationship to the development of program budget submissions.
44 T

34
Establishes and maintains appropriate database to support program management.
17 G

35
Builds quality principles and methodologies into process and systems.
30 G

36
Applies qualitative problem solving methods such as brainstorming.
38 G

37
Adheres to computer security requirements; e.g., Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures.
43 G

38
Maintains liaison with agencies and other related services.
6 G

39
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).
18 G

40
Practices group dynamics.
23 G

41
Uses constructive techniques to persuade and convince others to follow a plan of action.
46 G

42
Develops and/or uses tracking systems that provide information needed for effective program/project/contract management.
32 T

43
Applies human resource management policies and procedures; e.g., staffing, position management, employee relations, EEO, and training and development.
10 G

44
Uses state-of-the-art techniques for trend identification, data collection, statistical analysis, and project management.
28 T

45
Uses and/or illustrates tools and techniques available for planning, measuring, and predicting project progress.
40 G

46
Articulates benefits, risks, and expected outcomes of program to customers and management.
111 T

47
Plans and conducts audits and studies; e.g., receiving reports, government furnished property, internal process, credit cards.
21 T

48
Assists with application and preparation of statistical analyses.
29 T

49
Analyzes and distinguish the gray areas in ethical regulations and apply appropriate interpretations.
95 T

50
Writes job descriptions and/or performance appraisals.
16 G

51
Represents the FAA position on various boards and committees.
35 G

AMQ-100

IMPORTANT COMPETENCIES

(Continued)


No.
Competencies
Reference
52
Develops and/or executes sound negotiation strategies.
45 G

53
Designs program/project analysis process to include information strategy, assessment procedures, analysis methodology, and presentation of findings, and evaluation follow-up.
30 T

54
Evaluates the impact of streamlining measures and other legislature such as acquisition reform on the FAA contracting process.
73 T

55
Evaluates initiatives developed by other government and private industry contracting organizations; e.g., seeks innovations for possible application conceptually or specifically by FAA acquisition organizations.
76 T

56
Determines program resource needs (e.g., budget, personnel, equipment, and facilities).
11 G

57
Administers resources (e.g., budget, personnel, equipment, and facilities).
12 G

58
Analyzes future issues affecting FAA and aviation industry.
21 G

59
Markets service to other organizations and develop plans for delivery and reimbursement of services.
20 G

60
Defines competency-based learning objectives, selects and/or proposes methods for obtaining learning (OJT, tutorials, details, resident course; etc.) and evaluates results of training.
33 G

61
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.
2 T

62
Establishes, maintains, or uses automation tools to support various acquisition strategies, determinations, and actions.
15 T

63
Develops, analyzes, and/or evaluates management information system reports, charts, and graphs from acquisition projects.
23 T

64
Prepares factual reports; e.g., positive quality measurements and improvements or detection of fraud and/or abuse.
36 T

65
Participates in interagency programs and in Government-industry conferences to promote and assist small and economically disadvantaged business concerns.
68 T

66
Conducts AMS related training for non-acquisition people. 
72 T

67
Uses  the AMS and/or FAR according to the contracting situation.
80 T

68
Develops program documents to specify goals, outline policies, and establish priorities and schedule for action.
9 G

69
Establishes quality assurance indicators for program elements.
14 G

70
Implements and/or supports self-managed work teams.
26 G

71
Seeks remedies available to the government in the event of civil or criminal fraud.
58 T

72
Coordinates with project members regarding technical application of compliance, assessment, and program management factors.
36 G

73
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support.
9 T

AMQ-200/300

CRITICAL COMPETENCIES


No.
Competencies
Reference
1
Speaks in a clear, concise  and well-organized manner.
2 G

2
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR,  AMS.
1 T

3
Prepares procurement documents; e.g., solicitations, amendments, orders, contracts, modifications, and canceling solicitations.
20 T

4
Takes responsibility for personal decisions and actions.
32 G

5
Plans and organizes work .
39 G

6
Writes clear, concise, and well-organized documents.
1 G

7
Fosters and maintains effective working relationships with others.
22 G

8
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.
2 T

9
Uses negotiation techniques appropriate to the situation.
6 T

10
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.
19 G

11
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.
27 G

12
Makes  reasoned decisions, independently.
3 G

13
Demonstrates the content and intent of the Standards of Conduct for government employees.
44 G

14
Demonstrates behavioral skills necessary for successful teams.
28 G

15
Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism.
70 T

16
Applies contracting “best practices” in accordance with AMS guidance.
83 T

17
Considers the factors that influence the selection of the appropriate types of contracts; e.g., fixed-price, cost reimbursement, and/or special purpose. 
3 T

IMPORTANT COMPETENCIES


No.
Competencies
Reference
18
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).
18 G

19
Identifies and collects information necessary to analyze proposals and conduct discussions.
50 T

20
Reviews, analyzes, and recommends action on problem situations; e.g., incomplete specifications, material shortages, and/or pre- or post-award mistakes.
39 T

21
Coordinates with  team members regarding program requirements.
12 T

22
Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.
67 T

23
Adheres to computer security requirements; e.g., Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures.
43 G

24
Develops and/or executes sound negotiation strategies.
45 G

25
Researches and prepares positions on protests of the award according to appropriate authority; e.g., labor laws, FAA Office of Dispute Resolution, or federal courts.
52 T

26
Uses ACQUIRE and/or FAST in daily contracting activities.
81 T

AMQ-200/300

IMPORTANT COMPETENCIES

(Continued)


No.
Competencies
Reference
27
Prepares detailed written reports; e.g., fact-findings, risk assessments, and recommended actions with supporting documentation.
11 T

28
Conducts AMS related training for non-acquisition people. 
75 T

29
Analyzes market trends, distribution patterns, and technological advances.
46 T

30
Establishes, maintains, or uses automation tools to support various acquisition strategies, determinations, and actions.
15 T

31
Prepares a prenegotiation strategy that establishes objectives, priorities, and potential trade-offs for discussion with the offeror.
51 T

32
Determines delivery terms that addresses period of performance and/or place of delivery; e.g., FOB-Destination, FOB-Origin.
92 T

33
Uses constructive techniques to persuade and convince others to follow a plan of action.
46 G

34
Researches information sources; e.g. Internet, databases, libraries, professional documents.
37 G

35
Conducts business evaluations using such factors as past  performance, cost or price analysis, and/or other qualifications to determine the contractor’s ability to perform the work.
4 T

36
Conducts AMS related training for non-acquisition people. 
72 T

37
Applies qualitative problem solving methods such as brainstorming.
38 G

38
Demonstrates an understanding of legal ramifications of procurement/ contract/ grant administration activities.
80 T

39
Provides technical advice and guidance to management, staff, and customers.
5 G

40
Prepares negotiation plans that establishes objectives, priorities, and potential tradeoffs for discussions and includes such activities as briefing the plan, rehearsing the discussions, and preparing an agenda for discussions.
87 T

41
Coaches peers and/or other staff.
29 G

42
Conducts conferences; e.g., pre-proposal, pre-construction, post-award.
8 T

43
Administers contracts using typical functions; e.g., monitor progress, assure compliance, resolve problems.
5 T

44
Applies appropriate provisions of the Privacy Act.
18 T

45
Provides guidance to technical personnel involved in the development of the statements of work, purchase requests or data requirements, including Rights-In-Data.
40 T

46
Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.
55 T

47
Contributes, evaluates, and/or implements emerging FAA contracting policies and guidance.
57 T

48
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support.
9 T

49
Takes appropriate action when contractor has not performed to schedule; e.g., list contractual remedies, recommend or determine and implement the selected remedy, evaluate the results.
69 T

50
Determines whether to meet the requirement through “other than full and open competition” or after the exclusion of sources.
85 T

51
Uses tools and techniques available for planning, measuring, and predicting project progress.
13 T

52
Reviews and/or applies written criteria (key discriminators) for evaluations.
14 T

AMQ-200/300

IMPORTANT COMPETENCIES

(Continued)


No.
Competencies
Reference
53
Develops and/or monitors performance, production and/or delivery schedules, and costs for commercial/ simplified acquisitions.
25 T

54
Uses the materiel acquisition process including source selection, evaluation, test and evaluation procedures, and requirement documents.
15 G

55
Prepares written responses to requests for information under the Freedom of Information Act.
77 T

56
Authorizes payment to contractor; e.g., advance, progress, or partial payments.
89 T

57
Applies group facilitation techniques.
24 G

58
Articulates benefits, risks, and expected outcomes of program to customers and management.
47 G

59
Applies price related factors for the solicitation; e.g., multiple award, Buy American, energy efficiency, transportation, life cycle costs.
54 T

60
Uses tools and techniques available for planning, measuring, and predicting project progress.
13 T

61
Monitors contract performance using interviews and/or on-site visits.
35 T

62
Publicizes proposed requirements.
74 T

63
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support
9 T

64
Evaluates risks and develops or selects appropriate risk mitigation strategies.
37 T

65
Distinguishes between the government’s legal relationship with prime contractors and its legal relationship with subcontractors, including the concept of privity.
59 T

66
Conducts contract termination functions; e.g. analyze settlement proposals and/or audit reports, contractor claims, and technical evaluations. 
65 T

67
Assists in investigating problems, disputes, and labor violations.
56 T

68
Determines whether to solicit for currently unfunded, prospective requirements, through multiyear clauses, options, or Indefinite Quantity or Requirements contracts.
61 T

69
Analyzes and distinguish the gray areas in ethical regulations and apply appropriate interpretations.
95 T

70
Uses the materiel acquisition process including source selection, evaluation, test and evaluation procedures, and requirement documents.
15 G

71
Applies group facilitation techniques.
24 G

Regional Acquisition Offices
FG-1102 Contracting Specialist

CRITICAL COMPETENCIES


No.
Competencies
Reference
1
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR,  AMS.
1T

2
Takes responsibility for personal decisions and actions.
32G

3
Uses  the AMS and/or FAR according to the contracting situation.
82T

4
Administers contracts using typical functions; e.g., monitor progress, assure compliance, resolve problems.
5T

5
Processes offers; e.g., receive and control offers, open and abstract offers, and such activities as offer acceptance period, offer prices, preaward mistakes, and/or canceling
86T

6
Prepares procurement documents; e.g., solicitations, amendments, orders, contracts, modifications, and canceling solicitations.
20T

7
Considers the factors which influence the selection of the appropriate types of contracts; e.g., fixed-price, cost reimbursement, and/or special purpose
3T

8
Negotiates modifications to existing contracts; e.g. delivery schedules, price adjustments, requirement changes.
38T

9
Speaks in a clear, concise  and well-organized manner.
2G

10
Plans and organizes work .
39G

11
Uses negotiation techniques appropriate to the situation.
6T

12
Writes clear, concise, and well-organized documents.
1G

13
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.
2T

14
Prepares contract closeout; e.g. verifies the contract is physically complete, final payment has been made, that terms and conditions have been satisfied, that there are no outstanding claims or disputes.
53T

15
Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.
55T

16
Conducts business evaluations using such factors as past  performance, cost or price analysis,  and/or other qualifications to determine the contractor’s ability to perform the work.
4T

17
Authorizes payment to contractor; e.g., advance, progress, or partial payments.
89T

18
Develops and/or executes sound negotiation strategies.
45G

19
Demonstrates the content and intent of the Standards of Conduct for government employees.
44G

20
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals
27G

21
Takes appropriate action when contractor has not performed to schedule; e.g., list contractual remedies, recommend or determine and implement the selected remedy, evaluate the results
69T

22
Applies price related factors for the solicitation; e.g., multiple award, Buy American, energy efficiency, transportation, life cycle costs
54T

23
Demonstrates an understanding of legal ramifications of procurement/ contract/ grant administration activities
80T

24
Applies contracting “best practices” in accordance with AMS guidance.
83T

25
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.
19G

Regional Acquisition Offices
CRITICAL COMPETENCIES

(Continued)


No.
Competencies
Reference
26
Uses the materiel acquisition process including source selection, evaluation, test and evaluation procedures, and requirement documents.
15G

27
Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism
70T

28
Processes terminations; e.g., termination for convenience (T for C), termination for default (T for D).
90T

29
Determines whether to meet the requirement through “other than full and open competition” or after the exclusion of sources.
85T

30
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).
18G

31
Adheres to computer security requirements; e.g., Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures.
43G

32
Processes contract disputes as provided in the Contract Disputes Act of 1978,  or in accordance with AMS procedures.
60T

33
Conducts contract termination functions; e.g. analyze settlement proposals and/or audit reports, contractor claims, and technical evaluations
65T

IMPORTANT COMPETENCIES


No.
Competencies
Reference
34
Publicizes proposed requirements.
74T

35
Demonstrates behavioral skills necessary for successful teams
28G

36
Reviews, analyzes, and recommends action on problem situations; e.g., incomplete specifications, material shortages, and/or pre- or post-award mistakes
39T

37
Conducts conferences; e.g., pre-proposal, pre-construction, post-award
8T

38
Establishes, maintains, or uses automation tools to support various acquisition strategies, determinations, and actions
15T

39
Facilitates cooperation, pride, trust, group identity and team spirit
25G

40
Distinguishes between the government’s legal relationship with prime contractors and its legal relationship with subcontractors, including the concept of privity
59T

41
Prepares a prenegotiation strategy which establishes objectives, priorities, and potential trade-offs for discussion with the offeror
51T

42
Identifies and collects information necessary to analyze proposals and conduct discussions
50T

43
Coordinates with  team members regarding program requirements
12T

44
Reviews and/or applies written criteria (key discriminators) for evaluations.
14T

45
Prepares negotiation plans which establishes objectives, priorities, and potential tradeoffs for discussions and includes such activities as briefing the plan, rehearsing the discussions, and preparing an agenda for discussions
87T

46
Monitors contract performance using interviews and/or on-site visits.
35T

47
Provides technical advice and guidance to management, staff, and customers
5G

48
Uses constructive techniques to persuade and convince others to follow a plan of action
46G

49
Applies appropriate provisions of the Privacy Act
18T

Regional Acquisition Offices
IMPORTANT COMPETENCIES

(Continued)

No.
Competencies
Reference
50
Provides guidance to technical personnel involved in the development of the statements of work, purchase requests or data requirements, including Rights-In-Data
40T

51
Researches and prepares positions on protests of the award according to appropriate authority; e.g., labor laws, FAA Office of Dispute Resolution, or federal courts.
52T

52
Assists in investigating problems, disputes, and labor violations
56T

53
Determines delivery terms that addresses period of performance and/or place of delivery; e.g., FOB-Destination, FOB-Origin.
92T

54
Researches information sources; e.g. Internet, data bases, libraries, professional documents
37G

55
Uses the principles and procedures for establishing and maintaining a Qualified Vendors List (QVL)in accordance with the AMS
75T

56
Requests negotiation confirmation after concluding competitive discussions with the offerors
88T

57
Applies qualitative problem solving methods such as brainstorming
38G

58
Investigates problems, disputes, and labor violations and makes final decisions and determinations and findings for legal review
64T

59
Contributes, evaluates, and/or implements emerging FAA contracting policies and guidance
57T

60
Implements and/or supports self-managed work teams
26

61
Conducts contract-award debriefings.
7T

62
Promotes multidisciplinary contract strategies; e.g., types of contracts, incentive structures, source selection planning, proposal evaluation, lease vs. purchase, and shared organizational responsibilities
10T

63
Develops and/or monitors performance, production and/or delivery schedules, and costs for commercial/ simplified acquisitions
25T

64
Develops and reviews Statements Of Work
7G

65
Articulates benefits, risks, and expected outcomes of program to customers and management
47G

66
Uses tools and techniques available for planning, measuring, and predicting project progress
13T

67
Coaches peers and/or other staff.
29G

68
Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.
67T

69
Executes acquisition life cycle processes e.g., requirement development, planning, source selection, award, test and evaluation, disposition. 
16T

70
Develops and/or uses tracking systems that provide information needed for effective program/project/contract management.
32T

71
Assists the Source Selection Official in organizing, staffing, and managing an IPT/PT.
62T

72
Conducts program/project analysis; e.g., collecting information, analyzing data, and reporting findings.
31T

73
Conducts site visits to audit, assess, and analyze programs or specific problems.
4G

74
Uses quality, productivity and cost assessment tools and techniques to analyze program/project/contract progress and efficiencies
33T

75
Empowers, motivates and guides others.
31G

76
Reviews, analyzes, and recommends action on problem situations; e.g., incomplete specifications, material shortages, and/or pre- or post-award mistakes.
39T

77
Plans and conducts audits and studies; e.g., receiving reports, government furnished property, internal process, credit cards.
21T

Regional Acquisition Offices
IMPORTANT COMPETENCIES

(Continued)


No.
Competencies
Reference
78
Coordinates with Product Teams to ensure the lifecycle responsibilities for systems are factored into future plans and requirements; e.g., lessons learned.
26T

79
Determines whether to solicit for currently unfunded, prospective requirements, through multiyear clauses, options, or Indefinite Quantity or Requirements contracts.
61T

80
Evaluates and enforces contract warranties.
93T

81
Prepares written responses to requests for information under the Freedom of Information Act.
77T

82
Conducts AMS related training for non-acquisition people. 
72T

83
Uses ACQUIRE and/or FAST in daily contracting activities.
81T

84
Reviews new regulations, analyzes their potential impact, and provides comments.
34G

85
Defines competency-based learning objectives, selects and/or proposes methods for obtaining learning (OJT, tutorials, details, resident course; etc.) and evaluates results of training.
33G

86
Prepares detailed written reports; e.g., fact-findings, risk assessments, and recommended actions with supporting documentation.
11T

87
Builds quality principles and methodologies into processes and systems.
30G

88
Provides guidance on socioeconomic opportunities and programs affecting small, economically disadvantaged businesses, and women-owned businesses.
66T

89
Coordinates with project members regarding technical application of compliance, assessment, and program management factors.
36G

90
Plans, organizes/schedules, and/or conducts contractor performance management reviews according to acquisition policies and procedures.
41T

91
Administers government-furnished property and/or materials; e.g., (GFP and GFM).
91T

92
Maintains liaison with agencies and other related services.
6G

93
Makes  reasoned decisions, independently.
3G

94
Fosters and maintains effective working relationships with others.
22G

95
Determines contract acceptance; e.g., passage of time, passage of title.
94T

96
Uses the principles and procedures for establishing and maintaining a Qualified Vendors List (QVL)in accordance with the AMS.
75T

97
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support.
9T

98
Uses financial analysis tools and techniques; e.g., SLIM, forecasting, bundling, modeling.
84T

99
Prepares contract closeout; e.g. verifies the contract is physically complete, final payment has been made, that terms and conditions have been satisfied, that there are no outstanding claims or disputes.
53T

100
Provides guidance to technical personnel involved in the development of the statements of work, purchase requests or data requirements, including Rights-In-Data.
40T

101
Represents the FAA position on various boards and committees.
35G

102
Applies Cost Accounting Standards when appropriate; e.g. review Disclosure Statement, assess for noncompliance, review proposed accounting changes, and/or negotiate any necessary Cost Impact Adjustments.
71T

103
Executes acquisition life cycle processes e.g., requirement development, planning, source selection, award, test and evaluation, disposition. 
16T

SECTION THREE


Critical Competency Learning Options Reference
OFFICE OF ACQUISITION
(AMQ-100, 200, 300)
Critical Competency Learning Options Reference


Critical Competencies 
Level
Optional Sources

Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR,  AMS.
1, 2, 3


Writes clear, concise, and well-organized documents.



Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.



Applies Cost Accounting Standards when appropriate; e.g. review Disclosure Statement, assess for noncompliance, review proposed accounting changes, and/or negotiate any necessary Cost Impact Adjustments.



Conducts program/project analysis; e.g., collecting information, analyzing data, and reporting findings.



Fosters and maintains effective working relationships with others.



Facilitates cooperation, pride, trust, group identity and team spirit.



Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.



Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism.



Applies contracting “best practices” in accordance with AMS guidance.



Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.



Reviews new regulations, analyzes their potential impact, and provides comments.



Provides guidance on socioeconomic opportunities and programs affecting small, economically disadvantaged businesses, and women-owned businesses.



Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.



Uses negotiation techniques appropriate to the situation.



Demonstrates the content and intent of the Standards of Conduct for government employees.



OFFICE OF ACQUISITION
(AMQ-100, 200, 300)
Critical Competency Learning Options Reference


Critical Competencies 
Level
Optional Sources

Speaks in a clear, concise  and well-organized manner.



Makes reasoned decisions, independently.



Demonstrates behavioral skills necessary for successful teams.



Prepares procurement documents; e.g., solicitations, amendments, orders, contracts, modifications, and canceling solicitations.



Takes responsibility for personal decisions and actions.



Plans and organizes work.



Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.



Considers the factors that influence the selection of the appropriate types of contracts; e.g., fixed-price, cost reimbursement, and/or special purpose. 



TO BE COMPLETED

APPENDIX


Employee Competency Inventories
AMQ-100

Competency Development Inventory

FG-1102 Contracting Specialist

This document is designed to gather specific information about competencies that you may need to successfully accomplish your job.  You know the subtle facts about each competency: how competent, confident, and current you are with them considering the dynamics of changing policies, regulations, and technology associated with your work.

Instructions:  Indicate your current need to develop competence for each of the listed competencies by filling in one of the following numerical values in the box under the “Development” column: 

0= No Need,  1= Minimal Need,  2= Moderate Need ,  3= High Need,  4= Critical Need

 Item
Competencies
Development

1.
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR, AMS.


2.
Writes clear, concise, and well-organized documents.


3.
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.


4.
Applies Cost Accounting Standards when appropriate; e.g. review Disclosure Statement, assess for noncompliance, review proposed accounting changes, and/or negotiate any necessary Cost Impact Adjustments.


5.
Conducts program/project analysis; e.g., collecting information, analyzing data, and reporting findings.


6.
Fosters and maintains effective working relationships with others.


7.
Facilitates cooperation, pride, trust, group identity and team spirit.


8.
Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.


9.
Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism.


10.
Applies contracting “best practices” in accordance with AMS guidance.


11.
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.


12.
Reviews new regulations, analyzes their potential impact, and provides comments.


13.
Provides guidance on socioeconomic opportunities and programs affecting small, economically disadvantaged businesses, and women-owned businesses.


14.
Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.


15.
Uses negotiation techniques appropriate to the situation.


16.
Demonstrates the content and intent of the Standards of Conduct for government employees.


17.
Speaks in a clear, concise  and well-organized manner.


AMQ-100

Competency Development Inventory

 Item
Competencies
Development

18.
Makes reasoned decisions, independently.


19.
Demonstrates behavioral skills necessary for successful teams.


20.
Monitors established budget priorities following measurable standards that assure accountability.


21.
Coaches peers and/or other staff.


22.
Empowers, motivates and guides others.


23.
Reviews new regulations, analyzes their potential impact, and provides comments.


24.
Takes responsibility for personal decisions and actions.


25.
Contributes, evaluates, and/or implements emerging FAA contracting policies and guidance.


26.
Researches information sources; e.g. Internet, databases, libraries, professional documents.


27.
Collects data from requirements managers on future acquisition requirements and/or advises on long-range strategies for enhancing competition, minimizing costs, and reducing lead-times.


28.
Identifies and collects information necessary to analyze proposals and conduct discussions.


29.
Conducts business evaluations using such factors as past  performance, cost or price analysis,  and/or other qualifications to determine the contractor’s ability to perform the work.


30.
Plans and organizes work.


31.
Prepares a prenegotiation strategy that establishes objectives, priorities, and potential trade-offs for discussion with the offeror.


32.
Articulates benefits, risks, and expected outcomes of program to customers and management.


33.
Provides technical advice and guidance to management, staff, and customers.


34.
Understands the Planning, Programming and Budgeting System process and its relationship to the development of program budget submissions.


35.
Establishes and maintains appropriate database to support program management.


36.
Builds quality principles and methodologies into process and systems.


37.
Applies qualitative problem solving methods such as brainstorming.


38.
Adheres to computer security requirements; e.g., Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures.


39.
Maintains liaison with agencies and other related services.


40.
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).


41.
Practices group dynamics.


42.
Uses constructive techniques to persuade and convince others to follow a plan of action.


43.
Develops and/or uses tracking systems that provide information needed for effective program/project/contract management.


44.
Applies human resource management policies and procedures; e.g., staffing, position management, employee relations, EEO, and training and development.


45.
Uses state-of-the-art techniques for trend identification, data collection, statistical analysis, and project management.


46.
Uses and/or illustrates tools and techniques available for planning, measuring, and predicting project progress.


AMQ-100

Competency Development Inventory

Item
Competencies
Development

47.
Articulates benefits, risks, and expected outcomes of program to customers and management.


48.
Plans and conducts audits and studies; e.g., receiving reports, government furnished property, internal process, credit cards.


49.
Assists with application and preparation of statistical analyses.


50.
Analyzes and distinguish the gray areas in ethical regulations and apply appropriate interpretations.


51.
Writes job descriptions and/or performance appraisals.


52.
Represents the FAA position on various boards and committees.


53.
Develops and/or executes sound negotiation strategies.


54.
Designs program/project analysis process to include information strategy, assessment procedures, analysis methodology, and presentation of findings, and evaluation follow-up.


55.
Evaluates the impact of streamlining measures and other legislature such as acquisition reform on the FAA contracting process.


56.
Evaluates initiatives developed by other government and private industry contracting organizations; e.g., seeks innovations for possible application conceptually or specifically by FAA acquisition organizations.


57.
Determines program resource needs (e.g., budget, personnel, equipment, and facilities).


58.
Administers resources (e.g., budget, personnel, equipment, and facilities).


59.
Analyzes future issues affecting FAA and aviation industry.


60.
Markets services to other organizations and/or develops plans for delivery and reimbursement of services.


61.
Defines competency-based learning objectives, selects and/or proposes methods for obtaining learning (OJT, tutorials, details, resident course; etc.) and evaluates results of training.


62.
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.


63.
Establishes, maintains, or uses automation tools to support various acquisition strategies, determinations, and actions.


64.
Develops, analyzes, and/or evaluates management information system reports, charts, and graphs from acquisition projects.


65.
Prepares factual reports; e.g., positive quality measurements and improvements or detection of fraud and/or abuse.


66.
Participates in interagency programs and in Government-industry conferences to promote and assist small and economically disadvantaged business concerns.


67.
Conducts AMS related training for non-acquisition people. 


68.
Uses  the AMS and/or FAR according to the contracting situation.


69.
Develops program documents to specify goals, outline policies, and establish priorities and schedule for action.


70.
Establishes quality assurance indicators for program elements.


71.
Implements and/or supports self-managed work teams.


72.
Seeks remedies available to the government in the event of civil or criminal fraud.


73.
Coordinates with project members regarding technical application of compliance, assessment, and program management factors.


74.
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support.


AMQ-200/300

Competency Development Inventory

FG-1102 Contracting Specialist

This document is designed to gather specific information about competencies that you may need to successfully accomplish your job.  You know the subtle facts about each competency: how competent, confident, and current you are with them considering the dynamics of changing policies, regulations, and technology associated with your work.

Instructions:  Indicate your current need to develop competence for each of the listed competencies by filling in one of the following numerical values in the box under the “Development” column: 

0= No Need,  1= Minimal Need,  2= Moderate Need ,  3= High Need,  4= Critical Need

 No.
Competencies
Development

1.
Speaks in a clear, concise and well-organized manner.


2.
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR, AMS.


3.
Prepares procurement documents; e.g., solicitations, amendments, orders, contracts, modifications, and canceling solicitations.


4.
Takes responsibility for personal decisions and actions.


5.
Plans and organizes work .


6.
Writes clear, concise, and well-organized documents.


7.
Fosters and maintains effective working relationships with others.


8.
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.


9.
Uses negotiation techniques appropriate to the situation.


10.
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.


11.
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.


12.
Makes reasoned decisions, independently.


13.
Demonstrates the content and intent of the Standards of Conduct for government employees.


14.
Demonstrates behavioral skills necessary for successful teams.


15.
Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism.


16.
Applies contracting “best practices” in accordance with AMS guidance.


17.
Considers the factors that influence the selection of the appropriate types of contracts; e.g., fixed-price, cost reimbursement, and/or special purpose. 


18.
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).


19.
Identifies and collects information necessary to analyze proposals and conduct discussions.


20.
Reviews, analyzes, and recommends action on problem situations; e.g., incomplete specifications, material shortages, and/or pre- or post-award mistakes.


AMQ-200/300

Competency Development Inventory

No.
Competencies
Development

21.
Coordinates with team members regarding program requirements.


22.
Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.


23.
Adheres to computer security requirements; e.g., Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures.


24.
Develops and/or executes sound negotiation strategies.


25.
Researches and prepares positions on protests of the award according to appropriate authority; e.g., labor laws, FAA Office of Dispute Resolution, or federal courts.


26.
Uses ACQUIRE and/or FAST in daily contracting activities.


27.
Prepares detailed written reports; e.g., fact-findings, risk assessments, and recommended actions with supporting documentation.


28.
Conducts AMS related training for non-acquisition people. 


29.
Analyzes market trends, distribution patterns, and technological advances.


30.
Establishes, maintains, or uses automation tools to support various acquisition strategies, determinations, and actions.


31.
Prepares a prenegotiation strategy that establishes objectives, priorities, and potential trade-offs for discussion with the offeror.


32.
Determines delivery terms that addresses period of performance and/or place of delivery; e.g., FOB-Destination, FOB-Origin.


33.
Uses constructive techniques to persuade and convince others to follow a plan of action.


34.
Researches information sources; e.g. Internet, databases, libraries, professional documents.


35.
Conducts business evaluations using such factors as past  performance, cost or price analysis, and/or other qualifications to determine the contractor’s ability to perform the work.


36.
Conducts AMS related training for non-acquisition people. 


37.
Applies qualitative problem solving methods such as brainstorming.


38.
Demonstrates an understanding of legal ramifications of procurement/ contract/ grant administration activities.


39.
Provides technical advice and guidance to management, staff, and customers.


40.
Prepares negotiation plans that establishes objectives, priorities, and potential tradeoffs for discussions and includes such activities as briefing the plan, rehearsing the discussions, and preparing an agenda for discussions.


41.
Coaches peers and/or other staff.


42.
Conducts conferences; e.g., pre-proposal, pre-construction, post-award.


43.
Administers contracts using typical functions; e.g., monitor progress, assure compliance, resolve problems.


44.
Applies appropriate provisions of the Privacy Act.


45.
Provides guidance to technical personnel involved in the development of the statements of work, purchase requests or data requirements, including Rights-In-Data.


46.
Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.


47.
Contributes, evaluates, and/or implements emerging FAA contracting policies and guidance.


AMQ-200/300

Competency Development Inventory

No.
Competencies
Development

48.
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support.


49.
Takes appropriate action when contractor has not performed to schedule; e.g., list contractual remedies, recommend or determine and implement the selected remedy, evaluate the results.


50.
Determines whether to meet the requirement through “other than full and open competition” or after the exclusion of sources.


51.
Uses tools and techniques available for planning, measuring, and predicting project progress.


52.
Reviews and/or applies written criteria (key discriminators) for evaluations.


53.
Develops and/or monitors performance, production and/or delivery schedules, and costs for commercial/ simplified acquisitions.


54.
Uses the materiel acquisition process including source selection, evaluation, test and evaluation procedures, and requirement documents.


55.
Prepares written responses to requests for information under the Freedom of Information Act.


56.
Authorizes payment to contractor; e.g., advance, progress, or partial payments.


57.
Applies group facilitation techniques.


58.
Articulates benefits, risks, and expected outcomes of program to customers and management.


59.
Applies price related factors for the solicitation; e.g., multiple award, Buy American, energy efficiency, transportation, life cycle costs.


60.
Uses tools and techniques available for planning, measuring, and predicting project progress.


61.
Monitors contract performance using interviews and/or on-site visits.


62.
Publicizes proposed requirements.


63.
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support


64.
Evaluates risks and develops or selects appropriate risk mitigation strategies.


65.
Distinguishes between the government’s legal relationship with prime contractors and its legal relationship with subcontractors, including the concept of privity.


66.
Conducts contract termination functions; e.g. analyze settlement proposals and/or audit reports, contractor claims, and technical evaluations. 


67.
Assists in investigating problems, disputes, and labor violations.


68.
Determines whether to solicit for currently unfunded, prospective requirements, through multiyear clauses, options, or Indefinite Quantity or Requirements contracts.


69.
Analyzes and distinguish the gray areas in ethical regulations and apply appropriate interpretations.


70.
Uses the materiel acquisition process including source selection, evaluation, test and evaluation procedures, and requirement documents.


71.
Applies group facilitation techniques.


Regional Acquisition Offices

Competency Development Inventory

FG-1102 Contracting Specialist

This document is designed to gather specific information about competencies that you may need to successfully accomplish your job.  You know the subtle facts about each competency: how competent, confident, and current you are with them considering the dynamics of changing policies, regulations, and technology associated with your work.

Instructions:  Indicate your current need to develop competence for each of the listed competencies by filling in one of the following numerical values in the box under the “Development” column: 

0= No Need,  1= Minimal Need,  2= Moderate Need ,  3= High Need,  4= Critical Need

 No.
Competencies
Development

1.
Applies laws, regulations, and guidelines for acquisition of products, services, construction, or research and development to support the FAA mission; e.g. U. S Codes, CFR, AMS.


2.
Takes responsibility for personal decisions and actions.


3.
Uses the AMS and/or FAR according to the contracting situation.


4.
Administers contracts using typical functions; e.g., monitor progress, assure compliance, resolve problems.


5.
Processes offers; e.g., receive and control offers, open and abstract offers, and such activities as offer acceptance period, offer prices, preaward mistakes, and/or canceling.


6.
Prepares procurement documents; e.g., solicitations, amendments, orders, contracts, modifications, and canceling solicitations.


7.
Considers the factors that influence the selection of the appropriate types of contracts; e.g., fixed-price, cost reimbursement, and/or special purpose.


8.
Negotiates modifications to existing contracts; e.g. delivery schedules, price adjustments, requirement changes.


9.
Speaks in a clear, concise and well-organized manner.


10.
Plans and organizes work .


11.
Uses negotiation techniques appropriate to the situation.


12.
Writes clear, concise, and well-organized documents.


13.
Applies laws, and regulations to the obligation of funds for the acquisition of goods and services.


14.
Prepares contract closeout; e.g. verifies the contract is physically complete, final payment has been made, that terms and conditions have been satisfied, that there are no outstanding claims or disputes.


15.
Evaluates technical and price related factors in offerors’ proposals to compare offers and determine best value.


16.
Conducts business evaluations using such factors as past performance, cost or price analysis, and/or other qualifications to determine the contractor’s ability to perform the work.


17.
Authorizes payment to contractor; e.g., advance, progress, or partial payments.


18.
Develops and/or executes sound negotiation strategies.


Regional Acquisition Offices

Competency Development Inventory

 No.
Competencies
Development

19.
Demonstrates the content and intent of the Standards of Conduct for government employees.


20.
Demonstrates skill in negotiation, persuasion and other conflict resolution techniques to achieve goals.


21.
Takes appropriate action when contractor has not performed to schedule; e.g., list contractual remedies, recommend or determine and implement the selected remedy, evaluate the results.


22.
Applies price related factors for the solicitation; e.g., multiple award, Buy American, energy efficiency, transportation, life cycle costs.


23.
Demonstrates an understanding of legal ramifications of procurement/ contract/ grant administration activities.


24.
Applies contracting “best practices” in accordance with AMS guidance.


25.
Uses office automation applications; e.g. word-processing, spreadsheets, communication practices, and database management.


26.
Uses the materiel acquisition process including source selection, evaluation, test and evaluation procedures, and requirements documents.


27.
Conducts cost and/or price analysis of proposed prices/costs and develops price-related prenegotiation strategies; e.g., analyze price options, determines cost realism.


28.
Processes terminations; e.g., termination for convenience (T for C), termination for default (T for D).


29.
Determines whether to meet the requirement through “other than full and open competition” or after the exclusion of sources.


30.
Fosters positive relations and professional partnering among other disciplines (e.g., procurement, finance, engineering, personnel, safety, medical, etc.).


31.
Adheres to computer security requirements; e.g., Computer Security Act of 1987 (Public Law 100-235), OMB Circulars A-123 and A-130, and DOT/FAA policies and procedures.


32.
Processes contract disputes as provided in the Contract Disputes Act of 1978,  or in accordance with AMS procedures.


33.
Conducts contract termination functions; e.g. analyze settlement proposals and/or audit reports, contractor claims, and technical evaluations


34.
Publicizes proposed requirements.


35.
Demonstrates behavioral skills necessary for successful teams.


36.
Reviews, analyzes, and recommends action on problem situations; e.g., incomplete specifications, material shortages, and/or pre- or post-award mistakes.


37.
Conducts conferences; e.g., pre-proposal, pre-construction, post-award.


38.
Establishes, maintains, or uses automation tools to support various acquisition strategies, determinations, and actions.


39.
Facilitates cooperation, pride, trust, group identity and team spirit.


40.
Distinguishes between the government’s legal relationship with prime contractors and its legal relationship with subcontractors, including the concept of privity.


41.
Prepares a prenegotiation strategy that establishes objectives, priorities, and potential trade-offs for discussion with the offeror.


42.
Identifies and collects information necessary to analyze proposals and conduct discussions.


43.
Coordinates with team members regarding program requirements.


44.
Reviews and/or applies written criteria (key discriminators) for evaluations.


Regional Acquisition Offices

Competency Development Inventory

 No.
Competencies
Development

45.
Prepares negotiation plans that establishes objectives, priorities, and potential tradeoffs for discussions and includes such activities as briefing the plan, rehearsing the discussions, and preparing an agenda for discussions.


46.
Monitors contract performance using interviews and/or on-site visits.


47.
Provides technical advice and guidance to management, staff, and customers.


48.
Uses constructive techniques to persuade and convince others to follow a plan of action.


49.
Applies appropriate provisions of the Privacy Act.


50.
Provides guidance to technical personnel involved in the development of the statements of work, purchase requests or data requirements, including Rights-In-Data.


51.
Researches and prepares positions on protests of the award according to appropriate authority; e.g., labor laws, FAA Office of Dispute Resolution, or federal courts.


52.
Assists in investigating problems, disputes, and labor violations.


53.
Determines delivery terms that addresses period of performance and/or place of delivery; e.g., FOB-Destination, FOB-Origin.


54.
Researches information sources; e.g. Internet, databases, libraries, professional documents.


55.
Uses the principles and procedures for establishing and maintaining a Qualified Vendors List (QVL)in accordance with the AMS.


56.
Requests negotiation confirmation after concluding competitive discussions with the offerors.


57.
Applies qualitative problem solving methods such as brainstorming.


58.
Investigates problems, disputes, and labor violations and makes final decisions and determinations and findings for legal review.


59.
Contributes, evaluates, and/or implements emerging FAA contracting policies and guidance.


60.
Implements and/or supports self-managed work teams.


61.
Conducts contract-award debriefings.


62.
Promotes multidisciplinary contract strategies; e.g., types of contracts, incentive structures, source selection planning, proposal evaluation, lease vs. purchase, and shared organizational responsibilities.


63.
Develops and/or monitors performance, production and/or delivery schedules, and costs for commercial/ simplified acquisitions.


64.
Develops and reviews Statements Of Work.


65.
Articulates benefits, risks, and expected outcomes of program to customers and management.


66.
Uses tools and techniques available for planning, measuring, and predicting project progress.


67.
Coaches peers and/or other staff.


68.
Determines whether to obtain the product or service through set aside programs; e.g., SEDB, SB, VSB.


69.
Executes acquisition life cycle processes e.g., requirements development, planning, source selection, award, test and evaluation, disposition. 


70.
Develops and/or uses tracking systems that provide information needed for effective program/project/contract management.


71.
Assists the Source Selection Official in organizing, staffing, and managing an IPT/PT.
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72.
Conducts program/project analysis; e.g., collecting information, analyzing data, and reporting findings.


73.
Conducts site visits to audit, assess, and analyze programs or specific problems.


74.
Uses quality, productivity and cost assessment tools and techniques to analyze program/project/contract progress and efficiencies.


75.
Empowers, motivates and guides others.


76.
Reviews, analyzes, and recommends action on problem situations; e.g., incomplete specifications, material shortages, and/or pre- or post-award mistakes.


77.
Plans and conducts audits and studies; e.g., receiving reports, government furnished property, internal process, credit cards.


78.
Coordinates with Product Teams to ensure the lifecycle responsibilities for systems are factored into future plans and requirements; e.g., lessons learned.


79.
Determines whether to solicit for currently unfunded, prospective requirements, through multiyear clauses, options, or Indefinite Quantity or Requirements contracts.


80.
Evaluates and enforces contract warranties.


81.
Prepares written responses to requests for information under the Freedom of Information Act.


82.
Conducts AMS related training for non-acquisition people. 


83.
Uses ACQUIRE and/or FAST in daily contracting activities.


84.
Reviews new regulations, analyzes their potential impact, and provides comments.


85.
Defines competency-based learning objectives, selects and/or proposes methods for obtaining learning (OJT, tutorials, details, resident course; etc.) and evaluates results of training.


86.
Prepares detailed written reports; e.g., fact-findings, risk assessments, and recommended actions with supporting documentation.


87.
Builds quality principles and methodologies into processes and systems.


88.
Provides guidance on socioeconomic opportunities and programs affecting small, economically disadvantaged businesses, and women-owned businesses.


89.
Coordinates with project members regarding technical application of compliance, assessment, and program management factors.


90.
Plans, organizes/schedules, and/or conducts contractor performance management reviews according to acquisition policies and procedures.


91.
Administers government-furnished property and/or materials; e.g., (GFP and GFM).


92.
Maintains liaison with agencies and other related services.


93.
Makes  reasoned decisions, independently.


94.
Fosters and maintains effective working relationships with others.


95.
Determines contract acceptance; e.g., passage of time, passage of title.


96.
Uses the principles and procedures for establishing and maintaining a Qualified Vendors List (QVL)in accordance with the AMS.


97.
Understands the life cycle relationships among system acquisition, acquisition logistics, and operational logistical support.


98.
Uses financial analysis tools and techniques; e.g., SLIM, forecasting, bundling, modeling.
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99.
Prepares contract closeout; e.g. verifies the contract is physically complete, final payment has been made, that terms and conditions have been satisfied, that there are no outstanding claims or disputes.


100.
Provides guidance to technical personnel involved in the development of the statements of work, purchase requests or data requirements, including Rights-In-Data.


101.
Represents the FAA position on various boards and committees.


102.
Applies Cost Accounting Standards when appropriate; e.g. review Disclosure Statement, assess for noncompliance, review proposed accounting changes, and/or negotiate any necessary Cost Impact Adjustments.


103.
Executes acquisition life cycle processes e.g., requirements development, planning, source selection, award, test and evaluation, disposition. 
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