Contract Administrator
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I. INTRODUCTION

The contract administrator has contracting officer authority for contract administration functions in a contractor or Government facility. Contracts typically extend over several years and cover research, development, testing, and production of complex equipment systems or other complex programs, services, or construction.
II. MAJOR DUTIES AND RESPONSIBILITIES

The contract administrator performs some or all of the following types of duties in support of assigned contracts:

· Conduct postaward conferences;

· Assure timely submission of required reports;

· Determine allowability of costs and approve or disapprove contractor’s request for payments;

· Review contractor’s management system, compensation structure, insurance plans, and purchasing system;

· Review and analyze proposed subcontracts and consent, or withhold consent, to the placement of subcontracts;

· Perform cost or price analysis on proposals that involve contract changes, indirect rate agreements, and settlements;

· Negotiate contract modifications, terms and costs of changes, forward pricing proposals, provisioning orders, unpriced orders, final overhead rates, and settlements;

· Recommend acceptance or rejection of waivers and/or deviations; 

· Monitor contractor’s financial condition, compliance with labor and industrial relations matters, use of Government property, and small and minority business mandatory subcontracting programs;

· Determine contractor compliance with Cost Accounting Standards and Disclosure Statements, if applicable;

· Issue cure or show cause notices to correct severe performance deficiencies;

· Analyze claims and negotiate final settlements;

· Prepare findings of fact and issue decisions under the Disputes clause;

· Close out contracts, assuring delivery of the contract end items and inclusion of final reports and clearances.
III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-8 1550 points

Specialized knowledge of contract administration policy and procedures sufficient to monitor contractor performance on complex contracts covering major systems or extensive programs.  Knowledge of business and industry practices sufficient to evaluate, monitor, and maintain uniform management controls over the prime contractor’s performance, and to provide direction and leadership as the Government’s principal postaward representative with authority to commit the Government.

Knowledge of negotiation techniques to serve as team leader over engineers, auditors, cost accountants, attorneys, industrial security specialists, transportation specialists, cost analysts, and scientists in the negotiation and settlement actions involving significant Government and contractor program obligations. This includes negotiating major unsettled change proposals, special agreements, and pricing arrangements.

Knowledge of cost and pricing techniques to negotiate and act on a variety of pricing and special agreements, including final overhead rate agreements which have a financial impact on a large number of contractual actions. This includes, as necessary, knowledge to ensure implementation and administration of cost accounting standards.
Factor 2 - Supervisory Controls 





FL 2-4 450 points

The supervisor assigns contractors and contracts for administration, and provides policy guidance. The employee, in consultation with the supervisor or within delegated limits, plans and performs the range of contract administration duties, including analyzing, negotiating, settling, and executing contractual agreements, issues, or problems. The employee generally determines the approach taken and methodology to be used, and negotiates significant contract administration issues pertaining to large contracts, business systems, programs, or contractor operations.  Results of the work are normally accepted without change. Reviews concern fulfillment of contract management and overall policy and program objectives.
Factor 3 - Guidelines 






FL 3-4 450 points

Guidelines include Federal and agency acquisition regulations, socioeconomic policies, legal precedents, and the awarded contract(s), which state the parameters for reaching settlement or unilateral decision. Guidelines are frequently inadequate in providing criteria for resolving problems that arise, such as evaluating unusual payment requests. The employee uses ingenuity and originality in interpreting, applying, and deviating from established procedures or techniques for the purpose of establishing negotiation strategies or positions, and for reaching settlement agreements.
Factor 4 - Complexity 






FL 4-5 325 points

Assignments include delegated authority for planning, coordinating, and administering long-term contracts for systems or programs on which significant accountability and management control are required. Complexities typically include:

· Equipment or systems which are at or near the research state;

· Complex contracts with numerous special terms and conditions;

· Extensive subcontracting;

· Negotiating in sole source situations;

· In-depth use of price and cost analysis including negotiation of forward pricing agreements and overhead rates;

· Frequent changes in specifications during the life of the contract;

· A considerable amount of spare parts provisioning on new or advanced equipment;

· Use of a significant amount of Government-furnished property.
Decisions involve the interpretation, analysis, evaluation, and negotiation of issues involving uncertainty in approach or requiring substantial depth of analysis. The work requires the development of innovative approaches or modified techniques to resolve the numerous situations which arise over a multiple year period. The employee also develops new information or special criteria involving contractual changes and modifications since each contractual action is unique.
Factor 5 - Scope and Effect 





FL 5-5 325 points

The purpose of the work is to serve as contracting officer in the administration of multiyear contracts, which includes monitoring and evaluating contractor performance, negotiating and executing contract changes, authorizing payments, and resolving postaward issues. This involves analyzing the extent of the contractor’s business volume and expense pool forecasts; the impact of new contract requirements on the contractor’s capability; the scope of research, development, and investigative efforts; and the effects of cost accounting standards and changes on the contractor’s accounting and other business systems. 

The employee resolves critical problems that develop after contract placement, such as: (1) equitable adjustments in price and delivery schedule for unilaterally directed changes in the work; (2) equitable adjustment in the contract price and/or delivery schedule if the contractor suffers damage for reasons such as late delivery or defective condition of Government furnished property or technical data; (3) major increases in the total estimated cost limitation; (4) price adjustment if taxes included in the contract price are either increased or decreased; (5) significant price adjustment in accordance with the Economic Price Adjustment clause/provision; and (6) other major or controversial contract changes. 

Contract administration affects the progress and timely completion of the contract, the costs and profit of the contractor through price adjustments and negotiations, the contractor’s management systems or activities associated with contractual requirements, and contributes to the accomplishment of a significant agency project.
Factor 6 - Personal Contacts 





FL 6-3 60 points

Contacts are with contractor’s officials (e.g., presidents, senior vice-presidents, contract managers, and controllers) and with agency specialists such as auditors, attorneys, and engineers. Contacts are generally established in a moderately unstructured setting, with the authorities of the parties being identified during the negotiation or resolution of the problem.
Factor 7 - Purpose of Contacts 





FL 7-3 120 points

Contacts are for the purpose of monitoring, evaluating, and resolving matters of contractor performance, management, and progress. To obtain a fair and reasonable solution, the employee must negotiate issues with the contractor. Assignments also involve contacts with management officials within the agency for establishing settlement objectives and/or planning negotiation strategies. The employee must be skillful in obtaining compliance with contractual terms and in resolving differences.

Factor 8 - Physical Demands 





FL 8-1 5 points

The work is primarily sedentary.

Factor 9 - Work Environment 





FL 9-1 5 points

The work is normally performed in an office setting.

TOTAL POINTS - 3290

This position is exempt from coverage under the Fair Labor Standards Act.

