


Contract Compliance Assistant (OA), GS-303-07             (303-07F)











0  1  2  3  4	1.  Has performed initial review of a quality control plan and subsequent surveillance of the Contractor's 


      compliance with the approved plan through on-site reviews.


0  1  2  3  4	2.  Is familiar with data gathering techniques.  


0  1  2  3  4	3.  Has functioned as liaison on matters concerning contract administration and customer satisfaction.


0  1  2  3  4	4.  Has documented reports of performance inspections (random samples, spot checks, inventories).


0  1  2  3  4	5.  Has provided readily available sampling or other workload performance inspection reports.


0  1  2  3  4	6.  Has evaluated and spot check the quality of performance with contract provisions.


0  1  2  3  4	7.  Has evaluated requirements essential for modification of contract. 


0  1  2  3  4	8.  Has monitored compliance in safety and security measures, custodial care, facility upkeep, and 


      record keeping.


0  1  2  3  4	9.  Has annotated inadequate procedures and recommend corrective changes.


0  1  2  3  4        10.  Has maintained operation reports, records and files in accordance with contracting policies and 


      procedures.


0  1  2  3  4        11.  Has prepared narrative documentation in support of Contractor's performance.


0  1  2  3  4        12.  Has reviewed, reconciled, and prepared monthly/periodic contract billing for review and approval.


0  1  2  3  4        13.  Has acted as a focal point for requisitions of  publications, technical manuals, forms, supplies, and 


      equipment.


0  1  2  3  4        14.  Has entered and retrieved data from a computer.


0  1  2  3  4        15.  Has knowledge of contract specifications and plans.








