POSITION:	Purchasing Agent, GS-1105-05 (training to 06)





0  1  2  3  4	1.	Apply knowledge of Federal Acquisition Regulations to all


		procurements.


0  1  2  3  4	2.	Procure medical supplies and services from commercial


		venders using various means, i.e., credit card, Blanket 


		Purchase Agreements, Decentralized Blanket Purchase


		Agreements.


0  1  2  3  4	3.	Perform contract administration on contracts assigned to as 


		a Contracting Officer Representative to include monitoring


		dollar expenditures, and preparing receiving reports.


0  1  2  3  4	4	Apply financial knowledge to reconcile monthly credit card


		statements.


0  1  2  3  4	5.	Perform customer service duties to include advising 


		customers in contractual procedures, development and


		editing specifications for clarity, adaptability, and feasibility


		of requirement.


0  1  2  3  4	6.	Assist customers in the development and writing of a formal


		plan or procedure for evaluating contractor performance


		(Quality Assurance Surveillance Plan).


0  1  2  3  4	7	Prepare memorandums using Word Perfect automated 


		system.


0  1  2  3  4	8.	Code and input requisition data into contracting and supply


		automated systems (SAACONS and TAMMIS).


0  1  2  3  4	9.	Compile and assemble documents necessary to initiate 


		customer requirement for eventual award by supporting


		Contracting Division.


0  1  2  3  4	10.	Research customer status requests for undelivered orders,


		contact vendors directly for reconciliation of discrepancies in


		shipping and payment.


0  1  2  3  4	11.	Serves as liaison between hospital customer, Contracting


		Division and Finance and Accounting Division.


0  1  2  3  4	12.	Submit reports to higher Headquarters by compiling and


		entering data into an automated program to generate the


		report.
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