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OFFICE OF FAIR HOUSING AND EQUAL OPPORTUNITY
Office of Management and Planning
Contract Oversight Specialist GS-1101-14

INTRODUCTION

This position is located in the Office of Fair Housing and Equal Opportunity, Office of the
Deputy Assistant Secretary for Operations and Management, Office of Management and
Planning. The Office is responsible for providing and coordinating the management, budgeting,
management planning functions and the contract oversight functions. The Office services the
program components of FHEO through Budget preparations and execution; development and
implementation or program management systems and FHEO management Plan; the coordination
and implementation of the Government Performance Results Act (GPRA), which includes the
Strategic Plan, Annual Performance Plan and Performance and Accountability Report and
contract oversight responsibilities for all FHEO contracts.

The incumbent of the position will serve as the Contract Oversight Specialist in the Office of
Management and Planning. The Contract Oversight Specialist serves as a technical specialist
and expert advisor with responsibility for a wide range of contracted activities that impact
accomplishment of organizational and Departmental mission objectives in ensuring equal
housing opportunity for all and maintaining the pubic trust in Departmental operations.
Assignments span the procurement spectrum from initial planning, through describing
procurement needs, market research, proposal evaluation, oversight of contract monitoring,
performance assessment, and problem resolution. Significant coordination is required with
organizational elements within the Department and among outside entities seeking or doing
business with the Department.

DUTIES AND RESPONSIBILITIES

Monitors the cost, schedule and performance parameters of all assigned contracts. Functions as
an expert technical consultant working with program area Government Technical
Representatives (GTRs) to identify contracting needs to accomplish program mission
requirements. Periodically reassesses needs for existing contracts in light of shifts in
organizational and/or Departmental goals and plans. Prepares and coordinates sénior level
management approval of detailed procurement requests including contract work descriptions,
independent cost estimates, proposal instructions, and evaluation criteria. Works closely w1th
GTR to identify resources, including staff, funding, equipment, and facilities, for
accomplishment of contracted efforts.

Delegates duties and responsibilities to GTR as appropriate. Monitors GTR activities and
ensures continuity in GTR guidance and evaluation practices, among GTRs under a single
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Performs a variety of technical management roles. Participates in-high level meetings as an
expert and advisor to brief senior level management on all aspects of the procurement process,
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including advice on preparation and development of complex specifications, statements of work,
and identifying acquisition strategies and potential problems.

Evaluates proposals as a member of technical evaluation panels or integrated procurement teams.
Provides a wide range of specialized oral and written presentations to high level officials and
outside parties. Serves as technical and program authority on contract negotiation teams. Makes
recommendations to high level officials on the most effective and efficient contracting
mechanisms used to achieve maximum results.

" Independently develops plans for effectively overseeing contracted activities. Conducts routine
meetings with GTR to discuss contractor performance and prepares amended contract
documents, as necessary. Prepares and reviews substantial written technical assessments of

. contractor performance to assure that contractor met all of the requirements.

Works closely with GTR to provide technical direction and assistance to contractors consistent
with contract work descriptions and technical requirements of contracts. Provides assistance to
the GTR to identify and document actual and/or potential contract performance problems.
Develops a range of alternative solutions to contract problems. Provides guidance to staff to
resolve performance problems or establish basis for adverse contract actions.

Reviews contractor payments requests. Approves/recommends payment based on delegated
authority. Monitors contractor use of key personnel. Reviews the qualifications of proposed
subcontractors and makes recommendations to contratting officer regarding consent to the
placement of subcontracts. .

-Identifies situations requiring contract modifications and takes timely proper action. Prepares
procurement requests, work description changes, and cost estimates for contract modifications.

Evaluates contractor proposals and participates in negotiations for contract modifications.

Plans, develops, designs and conducts comprehensive studies and analysis of planned, in-

_.___progress, and_completed contracted efforts for the purpose of obtaining maximum benefit and
developing new or improved methods and procedures for accomplishment of program objectives.

This position may require travel up to 20% of the time to locations other than the primary duty
stations. :

Factor 1~ Knowledge Required by the Position

Expert knowledge of policies and procedures related to the description, evaluation, monitoring,
and assessment of contracted products and services.




Ability to plan integrated and analytical evaluations of varied control systems and operating
programs, select and develop coverage areas, and plan, coordinate and oversee team efforts at
several sites including the interaction of contractor and agency resources.

Knowledge of HUD structure, missions, programs, and organization relationships.

Ability to use a wide variety of fact finding and monitoring techniques, including task analysis,
work measurement, cost estimating, work distribution, statistical analysis, and systems analysis;
and apply appropriate fact finding and monitoring techniques to various complex contract
activities that may arise.

Experience in analyzing proposals, performance methodologies, organizations, program
operations, and other areas of management that are characteristically wide in scope, composed of
multiples and complex tasks, and pose potential financial and program risks.

Factor 2 — Supervisory Controls

The incumbent works under the supervision of the Director, Office of Management and
Planning. The supervisor provides assignments in terms of broad technical requirements. The
incumbent is responsible for independently planning, designing, prioritizing their workload and
meeting all time sensitive deadlines in carrying out assignments. Assignments may include but
are not limited to projects, studies and other assignments relating to a broad range of contract

issues. '

Prepares thorough monitoring and accurate analysis of contractor performance. Independently
coordinates with subject matter experts and identifies proposed resolutions for identified
problems.

Findings and recommendations are normally accepted with minimum review and without
significant change. Completed work is reviewed for soundness of overall approach and
effectiveness in meeting program objectives, and agcncy/orgamzatlon mission, goals and
objectives.

The incumbent is expected to carry out all routine assignments independently following
appropriate regulatory and statutory guidelines, and in accordance with FHEO and agency
procedures without specific instruction.

Factor 3 — Guidelines

Guidelines are basic Federal, HUD, state and local government regulations; specific program
administrative policy statements, regulations, and instructions; Federal and HUD Acquisition
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Participates in the development of amended or new policy guidance, and participates in the
development of analysis formats and monitoring techniques for use on a project team, or at
subordinate echelons in the organization. Serves as an expert in developing and interpreting
contract guidance on program planning and evaluation.

Factor 4 — Complexity

Contracted services, projects, and studies require in-dept analysis. Prepares detailed plans, goals,
and objectives for implementation and administration of assigned contracting efforts, or develops
criteria for evaluating effectiveness of a given contracted effort.

Decisions about how to proceed in planning, organizing, or conducting contract monitoring are
complicated by conflicting program goals and objectives, and require the ability to independently
analyze goals and objectives to determine the appropriate methodology consistent with
Department and organization policies, goals and objectives. Assignment are further complicated
by the need to deal with subjective concepts, such as value judgments, quality and quantity of
actions measurable in predictive terms, and findings and conclusions that are subjective and not
susceptible to verification through replication of study methods or reevaluation of results.

Factor 5 — Scope and Effect

The work is concerned with analyzing, monitoring, and evaluating technical program aspects of
substantive contracted mission-oriented activities. This may involve independent or team
participation in developing long-range program plans, goals, objectives, and milestones.

Evaluates effectiveness of technical aspects of assigned contracted efforts. Identifies and
develops ways to resolve problems or cope with issues which directly affect accomplishment of
program goals and objectives. Provides authoritative technical advice and guidance to
journeyman level staff, HUD senior level management, contractor managers, and other outside

sources.
Factor 6 — Personal Contacts

Contacts are with agency managers; program subject matter experts; specialist in contracting,
financial, legal, information technology, and support functions; and corporate and subject matter
managers from private contractors.

Factor 7 — Purpose of Contacts

Contacts ensure increased contractor efficiency and effectiveness for the purpose of program
mission accomplishment. Gathers and exchanges data, explores and resolves complex issues and
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Factor 8 — Physical Demands
Most tasks are performed sitting comfortably. Short deadlines may require working under stress.
Factor 9 — Work Environment

The work involves normal risks or discomforts associated with working in an adequately li g}ited,
heated and ventilated office.
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