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Classification Specification
	

	
	2215300

	
	CONTRACT SPECIALIST III



Class Summary

The responsibilities of this classification include leading, overseeing and evaluating the work of others and ensuring consistency by interpreting policies and procedures, as well as providing expertise as a specialist in procurement of major contracts involving construction, technical, professional, engineering and/or architectural consulting services and contracts, e.g., maintaining or building public works infrastructure, capital improvement projects, major equipment purchases, etc. The purpose of the work is to manage, facilitate and mitigate the usage and risk inherent in contracts and professional services contracts in order to protect the County from being subject to litigation, criticism or unanticipated costs due to unclear, ambiguous and non-compliant contract documents.

Distinguishing Characteristics

This is the third level within a three-level Contracts Specialist classification series. This classification is distinguished from the other levels because incumbents in this classification supervise assigned staff or provide lead direction to Project Team Leaders, oversee and evaluate the work of others, and ensure consistency by interpreting policies and procedures. Incumbents usually have some management responsibility. The functioning of major projects, programs or facilities or the provision of essential public services or revenue-producing County programs can be significantly affected by these procurement and contracting activities. Errors made by incumbents in this classification can result in flawed procurement processes, affect sequencing of workload in division, create legal liability unanticipated by the County and delay highly visible projects or agency-wide programs. This series differs from the Buyer series in that it supports user departments through the establishment of construction, engineering and/or professional services contracts through ITBs (Invitations to Bid), RFPs (Requests for Proposals) and negotiations, while the Buyer series supports user departments through the establishment of contracts through the established bid process. Also, Buyers handle procurements that are usually more straight-forward where the bidder meets the specifications, versus Contract Specialists who usually are called upon to make awards requiring expert judgment based on a firm foundation of experience and training.

Examples of Duties (May vary by position)

Incumbents in this classification perform the functions of Level II in addition to the duties listed below:
1. Provide lead direction and training for project managers, team members, inspection personnel, administrative staff and/or Contract Specialists.

2. Prepare requests for proposals for major equipment procurement or publicly advertised technical, professional, engineering and construction services contracts; develop solicitation strategy; write and edit scopes of work; determine approach to use in structuring the RFP and scope of work; and determine appropriate selection criteria, phasing and weighting.

3. Attend and make public presentations at public symposiums/training meetings and represent the County with regard to procurement issues.

4. Develop and implement procedures for professional consultant selection process or major equipment purchases or construction procurement process for technically complex and unique projects that are politically sensitive and of high dollar value.

5. Propose alternate procurement approaches. Train department representatives on procurement code, policies, procedures and procurement waivers.

6. Research Federal grant/loan requirements. 

7. Develop contract documents for the sale of County-owned property and resources; direct process to ensure fairness and consistency with laws and regulations.

8. Negotiate and document contract change orders; review details with auditor to ensure that Federal guidelines are met.
9. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Incumbents in this classification generally possess the knowledge and skills of Level II in addition to the following knowledge and skills:

Knowledge of the principles and practices of supervision and management

Skill in team leading and making public presentations

Ability to interface effectively with County officials and senior management 

Management and people skills

Licensing, Certification and other Requirements

State Driver’s License or ability to travel throughout the County in a timely manner
Certified Procurement Manager (desired)

Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
Experience 

Minimum of 5 years in contract administration
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Contract Specialist I, II and III
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