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OFFICE OF THE CHIEF PROCUREMENT OFFICER
POLICY & FIELD OPERATIONS DIVISION

POSITION DESCRIPTION
MANAGEMENT ANALYST
GS-0343-13/14

TRODUCTION

Serves as a management analyst within the Policy and Field Operations Division, Office of the
Chief Procurement Officer (OCPO), and is recognized as an advisor and specialist with expertise
in the areas of: office automation; automated document and forms preparation; conducting
automation and workflow studies and preparing analytical reports; and, making recommendations
to improve the productivity of procurement operations through office automation.

The Division is responsible for the review and improvement of procurement practices, policies and
procedures throughout the Department. The Division develops procurement policy and procedures
applicable to all Departmental contracting activities, and monitors and evaluates their
implementation and effectiveness. The Division provides staff support to the Chief Procurement
Officer (CPO) - HUD’s Senior Procurement Executive - in the areas of: implementation of
procurement reforms; formation of policy; development of Departmental procurement standards
and evaluation criteria; and, evaluation of all HUD contracting activities.

The Division is also responsible for: the establishment and maintenance of HUD’s automated
procurement data systems and applications used for required reporting to management, OMB, and
Congress, and for improving the productivity of HUD’s procurement operations, including
procurement planning, contract databases, solicitation and contract production; the development
and oversight of HUD’s Acquisition Career Management Program, including statutory-based
training requirements for 1102-series personnel and the certification and training program for
Government Technical Representatives, Government Technical Monitors and other program
personnel involved in the procurement process; establishing and maintaining the Department's
advance procurement planning system; coordinating Field contracting initiatives; implementation
of socio-economic procurement programs; coordination of audit requirements for price proposal
evaluations and contract cost incurrence; and, the provision of analytical support and technical
advice/assistance as required by the CPO, Deputy CPO, Headquarters operational Divisions and

the Field Contracting Operations,
DUTIES AND RESPONSIBILITIES

1. Serves as the lead Office Technology Coordinator (OTC) for OCPO. The incumbent
performs a wide range of duties related to office automation and procurement
information system reporting, including:

a. Coordinates overall office automation activities in OCPO to ensure that use of office
‘automation proceeds in an integrated, efficient and effective manner. Provides oversight
of, and technical assistance to, the other OTCs within OCPO.




b. Acts as liaison to the Office of the Chief Information Officer (OCIO) on office automation
issues. Plans and oversees development of autorated applications to improve the
efficiency of OCPO’s award and administration of procurement contracts, simplified

acquisitions and interagency agreements.

¢. Provides technical assistance to OCPO, Field Contracting and OCPO customer users of
OCPO-sponsored software applications. Provides technical assistance to OCPO staff

regarding HUD s standard LAN and PC software applications.

d. Provides management information and analytical support, and develops/completes special
projects related to OCPO business processing, including: the HUD Procurement System

(HPS) and Small Purchase System (SPS) (HUD-developed contract and simplified
acquisition management systems); ProDoc (COTS package for Federal Acquisition
Regulation research and contract document production); and the Federal Business
Opportunities Web Site (Fed Biz Opps). Oversees assigned development efforts related to
these systems to ensure data integrity and satisfaction of reporting requirements mandated

by OMB and Congress.

e. Works with IT and project staff to develop the OCPO IT budget and monitors its execution
to ensure efficient use of allocated resources.

f. Plans and arranges for the implementation of newly acquired hardware and software.

g. Identifies needs and opportunities for new applications and systems to improve OCPO
business processes. Evaluates and develops recommendations on their development or
acquisition. Promotes and assists in the implementation of such applications and systems

acquired or developed by the Department.

h. Assesses the need for and develops and conducts training for OCPO staff and program
office customer users of Departmental procurement information systems.

. Plans and conducts management studies and analyses of Departmental contracting operations,
processes, and management practices/programs (particularly those susceptible to improvement
through automation). Studies typically concern complex issues or processes and may involve
-Headquarters offices and/or Field Offices. They usually culminate in the preparation of reports
with findings and recommendations for management's consideration and in briefings for senior

officials.

. Develops and recommends Departmental policy and procedures related to procurement
automation, data collection and reporting. Provides related advice and assistance. This work
may involve the preparation of senior management abstracts and/or decision memoranda, the
preparation or revision of Departmental handbooks and the review or development of

Departmental acquisition policies.

. Identifies recommends and plans changes (e.g., enhancements) to existing procurement
information systems needed to upgrade and enhance system capabilities for reporting and data

extraction.

. Develops new data reporting methods from existing systems (e.g., to accommodate requests by
upper Departmental management for new or unique reports).



10.

11.

12,

Coordinates and/or manages special projects or activities consistent with Division and Office
functions. Accomplishment of this work often involves relating to or meeting with senior

Departmental managers.

Conducts briefings, presentations and training for managers and staff concerning procurement
office automation, information management issues, specific systems and applications used by
OCPO, and generating data reports. Audiences include procurement and program personnel
(e.g., GTRs/GTMs) and senior Departmental management.

At the request of the Division Director, prepares special studies or reports relating to office
workflow and productivity. Analyzes relevant data, develops findings and recommendations,
and presents them to management in oral and/or written form. Has lead responsibility for
preparing OCPO “scorecard” reports to OCPO customers. The reports recap all procurement
plans and the progress to date against the plan by both OCPO and the program customer.

Serves as OCPO/Departinental representative on Departmental/ intergovernmental task forces
on procurement automation issues, some of which involve Government-wide issues and
concerns. Provides procurement automation expertise, furnishes expert guidance and advice,
represents OCPO/HUD interests and takes positive action to reconcile differing pos1t10ns and

views.

Provides consultation and technical advice to the operational Divisions on office automation
and information management matters. Makes related presentations to OCPO management and
professional staff to highlight operational problems and offer innovative solutions.
Participates as a resource person in Departmental procurement conferences and seminars.

Drafts Departmental and Office responses to intragovernmental, Congressional and general
public correspondence, particularly those involving issues of automation or requiring data to
be retrieved from automated systems. Reviews.and comments upon proposed Departmental
issuances, audit reports, management studies, etc. Provides expert analysis of issues, prepares
recommendations and presents Departmental/OCPO position.

Performs other duties as assigned.

The incumbent ordinarily carries out the above functions indepehdently or as a team leader and has

the primary responsibility for determining the scope and detailed objectives of the work, the
methodology to be used, the resources required, and the time frames for completion of the work.

The incumbent is responsible for making sound recommendations affecting major Departmental

activities, functions, and operations. Assignments typically cover one or more important
programs, service or responsibility nationwide or for a major segment of the nation. Major

. recommendations are normally accepted by the supervisor and management of the Department.

The incumbent must be able to make clear, concise written and oral presentation of findings and
recommendations to senior Departmental officials. :




III. FACTORS

FACTOR 1: Knowledge Required by the Position — Level 1-8

>

Knowledge of office and Departmental missions and organizational relationships, and
information technology sufficient to support complex Department-wide procurement
information functions, including management of agency contracting operations that support
a diverse customer base and various program purposes, and information needs for new or
substantially changed contracting business process initiatives.

Knowledge of quantitative and qualitative analytical methods and techniques sufficient to.
evaluate complex information management systems and needs, and develop information
management solutions to meet the Department’s procurement information collection and
reporting requirements. Studies and analysis are of such scope that they frequently require a
team effort and involve multiple functional disciplines such as procurement, finance,
information technology, and program activities. Projects typically involve development of

- new approaches to identifying meaning workload factors and performance quality levels, and

determining accurate measurement techniques.

Knowledge of Federal contracting laws, regulations, and policies concerning all phases of
procurement operations, including the detailed procedures relevant to HUD contracting
requirements, the Federal Acquisition Regulation (FAR) and HUD Acquisition Regulation
(HUDAR), as well as familiarity with industry/business practices sufficient to assess and
improve complex procurement management processes and systems.

Knowledge and skill sufficient to provide expert technical leadership, staff coordination, and
consultation concerning all aspects of the Department’s procurement information system
requirements and capabilities necessary to implement the above policies and provide expert
policy interpretation to all Departmental system users.

Knowledge and skill sufficient to plan and conduct management studies and analyses of
Departmental procurement information systems, processes, and management practices and
programs and concerning the automation of procurement functions.

Knowledge and skill of office automation applications, management information systems
and computer technology sufficient to analyze, recommend, plan, develop, implement, and
support improvements in the efficiency and effectiveness of Departmental procurement
operations. Resulting analysis and recommendations receive top management attention.

Skill in written communications sufficient to: develop and publish studies, directives, and
procedures; draft issue/position papers; and prepare Departmental responses to
intragovernmental, Congressional, and private sector correspondence.

FACTOR 2: Supervisory Controls — Level 2-5

The employee works under the general direction of the Division Director. Assignments are
made in terms of broad administrative direction from the supervisor, are self directed based




on knowledge of program needs, or result from discussions with management about
Departmental goals and objectives. '

The employee is independently responsible for planning, developing and implementing
specific procurement system/automation policy/analytical projects, selecting approaches to
problem solving, obtaining necessary coordination, negotiating with affected organizations,
and making sound recommendations to management. Work results are considered technically
authoritative and are normally accepted without significant change. The employee is
authorized to provide procurement information system policy guidance and direction to
program offices and contracting activities throughout the Department.

The employee is a recognized expert in the area of assignment and his/her work is reviewed
only for conformity with Departmental and OCPO goals and objectives.

FACTOR 3: Guidelines — Level 3-5

Guidelines consist of laws, legislation, regulations, Departmental policies, OMB Circulars,

- Executive Orders, GAO decisions, and regulations of other agencies applicable to and
affecting procurement and information technology. The employee uses judgment and
discretion in determining the intent and applicability of such guidance, and in interpreting and
revising existing Departmental policy and guidance. The employee is an authority on
developing and interpreting procurement and information technology regulations, policies and
guidelines. The employee drafts Departmental directives and policy guidance and adapts
them to conform to changing procurement information needs of the Department, Congress
and the President. The employee is a recognized expert in the interpretation of these
guidelines and adapting them to resolve complex problems and issues.

FACTOR 4: Complexity — Level 4-5

The employee is responsible for the development, review, analysis, and recommendation of
the management of Departmental procurement information systems, applications and
processes. In developing recommendations, the employee is constantly balancing program
and technical needs, the interests of contractors, the Department’s information needs, and
statutory/regulatory requirements through the exercise of sound business judgment. The
employee conducts analyses and provides recommendations for Departmental positions on a
variety of system and automation matters, such as assessing the impact of action required in
response to: audit reports; Office of Federal Procurement Policy and OMB management
initiatives; proposed legislation; proposed Federal Acquisition Regulation changes; changes
in data reporting requirements and needs of the Departmental, other Federal agencies (e.g.,
GSA) and Congress. The recommendations are integral to the long-range planning and goals
of the Department’s procurement information system needs. The employee also represents
the Office/Department on interagency/intra-agency task groups and subcommittees.

The work is complicated by the necessity for refining general objectives into precise
procedures and applications that are appropriate to the Department’s needs. The employee
must analyze new policies and regulatory/statutory requirements to determine if the
Department’s existing procurement information systems and processes must be revised,



upgraded, or replaced. The employee must also devise techniques to facilitate the
implementation of system changes.

FACTORS: Scope and Effect - Level 5-5

The purpose of this position is to improve the efficiency of the office and the
Department with regard to its recording and reporting of procurement data and the automation
of its procurement functions. The information systems involved are used Department-wide
and have a direct impact on Departmental goals and missions. The employee analyzes
information systems, and identifies the need for and develops new or improved information
processes and procedures to meet or Departmental and office demands for automation, and
data recording and reporting. The employee's work has a direct and crucial impact on all
Departmental contracting activities and personnel, Departmental programs, which rely on
contracts to accomplish their mission, and upper Departmental management that relies on the
accuracy of information provided by the Division in managing their procurement portfolios.
Guidance and improvements provided contribute to the effectiveness of the Department's
contracting program and provides criteria for measuring and ensuring adequate performance.
Furthermore, as a source of expert procurement information system advice and
recommendations, the employee affects the decisions of senior Departmental procurement,

technical, and program officials.

FACTOR 6: Personal Contacts — Level 3

Performance of the job involves a wide range of personal contacts.in moderately to very -
unstructured settings. The employee establishes personal contacts with: top representatives
from the OMB, GSA; HUD Headquarters senior Administration and program personnel;
HUD's Field Contracting Operations management; HUD Inspector General, legal, financial
and management personnel; key representatives from national organizations; key
officials/recognized information system experts from other Government agencws, and senior

officials in the private sector.

FACTORT: Purpose of Contacts — Level C

The purpose and extent of specific contacts differ according to the nature of the issue
involved and the role of the person and organization represented.

The purpose of contacts within the Department is to: negotiate or settle matters involving
significant and sometimes controversial issues concerning the Department’s and other
Governmental (e.g., FPDS) procurement information systems and data
collection/recording/reporting requirements; justify to Departmental management, having
diverse program positions and missions, the need for compliance with new and existing
procurement data systems and system procedure; resolve major problems/issues affecting
Departmental procurement data systems; ensure compliance by Departmental system users
with system requirements; and assist all levels of Departmental staff in the use of
procurement information systems. Integral to the negotiation process is the need to meet with
top Departmental officials representing diverse viewpoints. The employee must exercise
judgment, tact and expert negotiating skills to achieve a satisfactory solution by convincing




fom

- other parties of the merits of system reqmrements reaching an acceptable compromise, or:
developing sound alternatives. 2 : A

The purpose of contacts outside the Department is to: ensure Departmental compliance with
external Government wide procurement system requirements; respond to private sector and

Congressional inquiries; and defend Departmental positions on its procurement information
systems and data to OMB, Congress and the private and public sectors.

FACTOR 8: Physical Requirements - Level 8 - 1
There is minimal physical activity associated with the work; work is sedentary.

FACTOR 9: Work Environment - Level 9 -1

Work is normally performed in an office setting. It requires occasional travel to other Federal
agencies and HUD Field Offices.




