POSITION:	Contract Administrator GS-1102-11  (1102-11)





0  1  2  3  4	1.	Conduct Contract Negotiations.


0  1  2  3  4	2.	Issue contract modification notices.


0  1  2  3  4	3.	Issue "show cause" notices.


0  1  2  3  4	4.	Issue "Cure" notices.


0  1  2  3  4	5.	Monitor and analyze contractor performance.


0  1  2  3  4	6.	Conduct post award conferences.


0  1  2  3  4	7.	Appoint and train contracting officer representatives.


0  1  2  3  4	8.	Monitor contractor compliance with terms, provisions, and 


		specifications of contracts.


0  1  2  3  4	9.	Process claims, congressionals, FOIA requests, and prepare for 


		litigations.


0  1  2  3  4	10.	Develop contract administration plan.


0  1  2  3  4	11.	Maintain contract file.


0  1  2  3  4	12.	Validate costs/charges for cost plus contracts.


0  1  2  3  4	13.	Resolve complaints pertaining to contractor performance.
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