Purchasing Agent

 GS-1105-7

I. INTRODUCTION

The primary purpose of this position is to acquire a variety of specialized supplies, equipment, services, or commercial requirements that have unstable price or product characteristics, hard-to-locate sources, or similar complicating factors through open market/small purchases.  Performs contract follow-up administrative duties.  Provides data system support for the automated procurement system.

II. MAJOR DUTIES AND RESPONSIBILITIES

Performs detailed review of purchase requests for specialized supplies, equipment, services, or commercial requirements. Determines procurement source and method. Solicits oral or written quotes. Receives and reviews formal bids and quotes. Prepares award documentation and performs post-award follow-up. Maintains accurate purchase information in the automated procurement system on purchasing information.

III. FACTOR LEVELS

Factor 1 - Knowledge Required by the Position 



FL 1-4 550 points

Broad knowledge of a body of purchasing regulations, methods, procedures, and business practices to make purchases involving specialized requirements and/or commercial requirements with complicating factors such as hard-to-locate sources, unstable price or product characteristics, many critical characteristics, or urgently needed items, etc.

Knowledge of solicitation or purchasing methods to make competitive or sole source small purchases that involve, for example, collecting data to determine price reasonableness for new items, preparing detailed written solicitations, tailoring special terms and conditions, or other matters of similar complexity.

Broad knowledge of price evaluation techniques to evaluate prices or costs for requirements with inadequate price history or to evaluate allowable charges for requirements involving special cost features (e.g., per diem, lodging rates, and airfare for purchases that require on-site repair service by non-local vendors).

Broad knowledge of market sources for a wide range of specialized items or services and typical vendor modes of operation and ways of doing business.

Knowledge of various acquisition clauses, such as those pertaining to inspection, acceptance, packaging, or testing to select or tailor clauses for purchases the involve special handling.

Knowledge of post-award procedures to discuss equitable price adjustments for modifications to a purchase order, determine whether to recommend termination of an accepted purchase order for convenience, or perform similar actions.

Skill in analyzing descriptions that have unique aspects and many critical characteristics to identify problem areas in specifications or decide if substitutions are acceptable or should be referred to supervisor for review.

Factor 2 - Supervisory Controls 





FL 2-3 275 points

The supervisor or other designated authority assigns work with standing instructions on objectives, priorities, and deadlines, and indicates special considerations or unusual requirements.  The employee plans and carries out successive steps necessary to make purchases and uses accepted practices or procedures to resolve problems and deviations. Problems and deviations include, for example, requirements that have fluctuating price and item characteristics, are sole source, and are urgently required, or items that are new to the market. The employee independently performs tasks, such as negotiating price with a sole source vendor, persuading reluctant vendors to bid, and collecting data to determine price reasonableness for requirements not acquired previously or recently. In other work situations, problems may result from the specialized nature of the requirement

The employee independently suggests revisions or additions to ensure information pertaining to the contractor’s obligations is clear and adequate. After searching precedents, the employee consults with the supervisor or others to resolve major problems (e.g., how to prepare information that will be used to respond to written protests from non-selected vendors). 

The supervisor reviews recommended awards or completed purchase files for technical soundness, appropriateness, and conformity to policy and requirements. The methods the employee uses to complete assignments usually are not reviewed in detail.
Factor 3 - Guidelines 






FL 3-3 275 points

Established guidelines, regulations, work samples, instructions, manuals, directives, and local procedures are available but may not be completely applicable to many aspects of the work because of the unique or complicating nature of the requirements or circumstances. The employee uses judgment to interpret guidelines, adapt procedures, decide approaches, and resolve specific problems. 

Factor 4 - Complexity 






FL 4-3 150 points

Work includes various duties involving different and unrelated processes and methods to make a variety of competitive or sole source small purchases and/or make a variety of purchases against various established contracts and agreements.  Employee uses different solicitation methods, ordering or reporting procedures, purchasing methods, or clauses and provisions depending on the type, quantity, dollar value, or urgency of the requirement. Employee decides on purchasing strategy by analyzing a variety of information, such as specifications, history files, item characteristics, or catalogs.

Factor 5 - Scope and Effect 





FL 5-3 150 points

Work involves providing purchasing services by applying conventional practices to resolve a variety of purchasing problems (e.g., inadequate or restrictive specifications, lack of multiple suppliers, urgent need, and insufficient price history).  Purchasing advice and decisions directly affect the ability of serviced organizations to conduct business adequately.  Ensuring the clarity and completeness of detailed purchase descriptions for specialized equipment allows a customer to pursue a particular course of action without lengthy delays; or arranging for the timely delivery of urgently needed medical supplies or equipment affects the adequacy of patient care. 

Factor 6 - Personal Contacts and




Level/Points (see Factor 7 below) 

Personal contacts include employees in the same agency or activity but outside the immediate organization.  Contacts may be with personnel in supply, contracting, finance, initiating offices, or at warehouse/delivery receipt sites.  Contacts outside the agency include commercial suppliers, contractors, and personnel at other agencies.

Factor 7 - Purpose of Contacts




Level 6/7-2b 75 Points 

Purpose of contacts is to plan and coordinate actions to prevent, correct, or resolve delays or misunderstandings in the purchasing process.  This includes contacts with customers to discuss specifications that may be inadequate or too restrictive or realistic lead times or prices.  Contacts with vendors are to clarify requirements and negotiate issues, such as establishing adequate price reductions for deviations in product or delivery, modifying certain terms, or waiving penalties for returned items.  In some situations, a moderate amount of persuasive skill may be needed to encourage reluctant vendors to quote, resolve minor conflicts, or get agreement on changes affecting product, price, or delivery. 

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 - 1485

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

