POSITION:	Procurement Technician  GS-1106-4 (In-Hire to GS-5) 


                        or GS-5  (1106-05)


 


0  1  2  3  4	1.	Examine incoming purchase requests ensuring accuracy and 


		completeness of the item description, accounting codes, estimated 


		cost, and quantity.


0  1  2  3  4	2.	Using FAR and FIRMR guidelines and specific approval 


		requirements, validate status of required documentation.


0  1  2  3  4	3.	Enter PR&C data into SAACONS database.


0  1  2  3  4	4.	Maintain a data or log entry system to account for workload and 


		status.


0  1  2  3  4	5.	Provide support to contract specialists and contracting officer 


		involved in fixed-priced contract efforts.


0  1  2  3  4	6.	Assemble paperwork that makes up the order of contract files.


0  1  2  3  4	7.	Maintain automated and manual filing systems.


0  1  2  3  4	8.	Establish priorities and level or oversight required on each action.


0  1  2  3  4	9.	Use automated systems to access, retrieve, and generate various 


		procurement data and reports.


0  1  2  3  4	10.	Process orders involving the use of delivery orders, purchase 


		orders, and simple contract.


0  1  2  3  4	11.	Investigate and resolve errors of shipment overage or shortage, 


		delays, incompatible information, or similar discrepancies.


0  1  2  3  4	12.	Input a range of standard information or adjustments to generate a 


		variety of standard reports.


0  1  2  3  4	13.	Respond to recurring questions from vendors, agency or activity 


		personnel, customers, and others


0  1  2  3  4	14.	Create and maintain local clauses in the SAACONS database.
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