POSITION:	Contract Compliance Assistant, GS-0303-07  (0303-07C)





0  1  2  3  4	1.	Serve as Contract Compliance Assistant.


0  1  2  3  4	2.	Familiar with live fire range operations.


0  1  2  3  4	3.	Familiar with data gathering techniques.


0  1  2  3  4	4.	Function as liaison between the Contractor and other post activities 


		on matters concerning contract administration and customer 


		satisfaction.


0  1  2  3  4	5.	Administer the Quality Assurance Surveillance Plan (QASP) and 


		Performance Requirements Summary (PRS) for the contracted 


		function.


0  1  2  3  4	6.	Inspect the Contractor's workforce.


0  1  2  3  4	7.	Document reports of performance inspections (random samples, 


		spot checks, inventories, other).


0  1  2  3  4	8.	Provide readily available sampling or other workload performance 


		inspection reports to the COR.


0  1  2  3  4	9.	Evaluate and spot check the Contractor's quality of performance 


		and failure to comply with contract provisions.


0  1  2  3  4	10.	Evaluate requirements essential for modification of contract. 


0  1  2  3  4	11.	Advise COR of unacceptable work and recommend corrective 


		actions.


0  1  2  3  4	12.	Check live-fire range automated systems, target movers and 


		equipment, and other related devices for general condition,


		 operability and indication of performance of preventive 


		maintenance and repairs.


0  1  2  3  4	13.	Spot check major item repairs on range equipment against 


		Performance Requirements Summary.


0  1  2  3  4	14.	Monitor Contractor compliance in safety and security measures, 


		custodial care, facility upkeep, and record keeping.


0  1  2  3  4	15.	Annotate inadequate procedures and recommend corrective 


		changes to the COR.


0  1  2  3  4	16.	Review Contractor's proposals for equipment list for modification 


		and recommend approval/disapproval for additional equipment, 


		supplies and materials within the scope of contract support 


		function.


0  1  2  3  4	17.	Monitor Contractor's responsibility for data collection.


0  1  2  3  4	18.	Receive specific reports relating to funds, training, and equipment.


0  1  2  3  4	19.	Maintain operation reports, records and files in accordance with 


		COR policies.


0  1  2  3  4	20.	Prepare narrative documentation in support of Contractor's 


		performance.


0  1  2  3  4	21.	Review, reconcile, and prepare monthly/periodic contract billing 


		and backup documentation for COR review and approval


0  1  2  3  4	22.	Act as focal point for Contractor generated requisitions of 


		publications, technical manuals, forms, supplies, and equipment.


0  1  2  3  4	23.	Attend contract performance review meetings as COR when 


		primary is absent.


0  1  2  3  4	24.	Perform initial review of Contractor's quality control plan and 


		subsequent surveillance of the Contractor's compliance with the 


		approved plan through on-site reviews.


0  1  2  3  4	25.	Enter and retrieve data from a computer














