POSITION:	Contract Administrator GS-1102-09  (1102-09)





0  1  2  3  4	1.	Monitor contractor performance.


0  1  2  3  4	2.	Interpret and apply regulations.


0  1  2  3  4	3.	Develop and Prepare a variety of written correspondence.


0  1  2  3  4	4.	Communicate effectively orally.


0  1  2  3  4	5.	Conduct meetings.


0  1  2  3  4	6.	Applies sound judgment when making recommendations.


0  1  2  3  4	7.	Works well with others, promotes the team concept. 


0  1  2  3  4	8.	Works under pressure to meet deadlines and suspenses.


0  1  2  3  4	9.	Provides quality and expedient customer service.


0  1  2  3  4	10.	Maintains files to provide audit trail.


0  1  2  3  4	11.	Prepares routine obligation documents using automated 				procedures.


0  1  2  3  4	12.	Establishes prioritizes.


0  1  2  3  4	13.	Assist higher level personnel as required.


0  1  2  3  4 	14. 	Attends mandatory training.


0  1  2  3  4	15.	Uses automated system to access and generate various actions.
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