	Acquisition Competencies

	
	
	

	KNOWLEDGE
	 

	
	
	

	Bureau-specific mission, vision, goals, and values

	Bureau-specific policies and procedures

	Standards of ethical conduct for U.S. Government employees

	Federal acquisition statutes, regulations, and policy

	Bureau-specific contracting roles and guidelines

	DOC acquisitions policies and procedures

	DOC contracting systems/tools


	SKILLS
	DEFINITION

	Coordination
	Facilitate effective work processes by ensuring that roles and responsibilities are understood, synchronizing activities with others, and recommending process improvements.

	Partnering
	Develop networks and build alliances with customers, vendors, and other partners to meet mission requirements and provide services and products by collaborating across boundaries.

	Teamwork
	Work with others to achieve goals; facilitate cooperation, trust, and group identity; foster commitment and team spirit; manage and resolve conflicts.

	Leveraging Diversity
	Respect, understand, and value individual differences to achieve the vision and mission of the organization; hold self and others accountable for achieving results that embody the principles of diversity; use the talents of all employees, customers, stakeholders, and other constituents to achieve business results and maximum effectiveness.

	Information Gathering
	Conduct market research to collect information about the nature of the market and existing capabilities to meet organizational needs; gather information to satisfy overall job requirements from all applicable sources such as subject matter experts, organizational representatives, Standard Operating Procedures (SOPs), manuals, other employee guidance, books, and the internet and intranet.

	Problem Solving
	Identify problems; determine the relevance and usefulness of information for addressing problems; use sound judgment to generate and evaluate alternatives to make recommendations and take necessary action.

	Judgment and Decision Making
	Make sound, well-informed, and objective decisions; perceive the impact and implications of decisions; commit to action to accomplish organizational goals.

	Written Communication
	Compose written materials in a succinct and organized manner; use correct English grammar, punctuation, and spelling; produce written information, which may include technical material, that is appropriate for the intended audience.

	Oral Communication
	Express information to individuals or groups effectively, taking into account the audience and nature of the information; listen to others, attend to nonverbal cues, and respond appropriately.

	Quality Focus
	Conduct timely reviews of products, services, or processes to evaluate quality or performance.

	Acquisition Planning
	Identify an overarching acquisition strategy (e.g., schedule, funding source, contract type, contract vehicle) based on requirements and an analysis of the market to acquire needed products and services.

	Solicitation
	Communicate procurement requirements and request responses from interested vendors through an appropriate means that includes applicable terms and conditions.

	Evaluation
	Review and assess responses to solicitations against the criteria established in the solicitation for the purpose of selection.

	Cost and Price Analysis
	Perform an analysis of cost or price information to determine fairness and reasonableness.

	Negotiation
	Engage stakeholders in a constructive process to identify and resolve differences to reach a mutually agreed upon solution.

	Award
	Select the offer that provides the most benefit to the Government and establish an agreement between the parties.

	Contract Administration
	Monitor and manage compliance with the agreed terms and conditions of the contract.

	Financial Management
	Manage the financial aspects of procurements to ensure compliance with terms and conditions. 

	Contract Termination
	End performance and settle outstanding obligations.

	Contract Closeout
	Ensure that all applicable requirements of a contract have been completed by the vendor and settle any outstanding obligations.

	Contract File Management
	Create and maintain files and databases in order to properly document and archive records.

	Professional Development
	Increase knowledge or skill of professional techniques and information through study, research, training, or working with others; identify and develop career goals and plans.

	Flexibility
	Adapt behavior or work methods in response to new or unexpected information or changing conditions.

	Integrity and Conviction
	Display a high-level of initiative, effort, and commitment toward achieving results and standing behind judgments and decisions; deal effectively with stressful situations while maintaining organizational and personal integrity.


	Proficiency Scale for Competencies
	

	
	
	

	Proficiency
	General Competencies
	Technical Competencies

	5 - Expert
	Applies the competency in exceptionally difficult situations; Serves as a key resource and advises others
	Applies the competency in exceptionally difficult situations; Serves as a key resource and advises others;             Demonstrates comprehensive, expert understanding of concepts and processes

	4 - Advanced
	Applies the competency in considerably difficult situations; Generally requires little or no guidance
	Applies the competency in considerably difficult situations; Generally requires little or no guidance;                           Demonstrates broad understanding of concepts and processes

	3 - Intermediate
	Applies the competency in difficult situations;                 Requires occasional guidance.
	Applies the competency in difficult situations;                     Requires occasional guidance;                                      Demonstrates understanding of concepts and processes

	2 - Basic
	Applies the competency in somewhat difficult situations; Requires frequent guidance.
	Applies the competency in somewhat difficult situations; Requires frequent guidance;                                     Demonstrates familiarity with concepts and processes

	1 - Awareness
	Applies the competency in the simplest situations;           Requires close and extensive guidance
	Applies the competency in the simplest situations;           Requires close and extensive guidance;                         Demonstrates awareness of concepts and processes

	N/A - Not Applicable
	


The positions written are just examples, it's up to you to determine how to categorize 1102 jobs. 

When it comes to grade level, suggest you consider the target grade for the position in question.
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	Contract Spec., Simplified acquisitions (GS-13)
	Contract Spec., Complex Acquisitions (GS-13)
	Procurement Analyst (GS-13)
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