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Classification Specification
	

	
	2215200

	
	CONTRACT SPECIALIST II



Class Summary

The responsibilities of this classification include providing expertise and creating new procurement or contracting methods as a specialist in the procurement of technical, professional, community agency, engineering and/or architectural consulting services and contracts.  The purpose of the work is to manage and mitigate the risks inherent in design, construction and other professional services 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 second level within a three-level Contracts Specialist classification series. This classification is distinguished from the Contracts Specialist I level in that procurements and contracting are performed independently and with nominal supervision and often require the development of new or revised contract language or procurement methods, rather than established procurement or contracting methods. Incumbents may have lead responsibility and provide direction and training for other contract specialists, administrative staff and other County personnel in processing contracts. The functioning of major projects, programs or facilities or the provision of essential public services or revenue-producing County programs can be affected by these procurement and contracting activities. The opportunity for costly errors and the potential for legal liability are present on a regular basis. 
This series differs from the Buyer series in that the incumbent 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 I in addition to the duties listed below:
1. Create new procurement and contracting methods.

2. Provide direction and training for Contract Specialists and other administrative staff in the requirements and regulations concerning the procurement process.

3. Develop and implement procedures for professional-consultant selection process and/or construction procurement process for politically sensitive, technically complex and/or unique projects.

4. Develop and maintain procurement contract files to ensure audit accountability.

5. Develop and update boilerplate language for ITBs, RFPs and contracts.

6. Develop unique contract terms and conditions for special projects.

7. Verify accuracy of performance and payment bond and insurance coverage.

8. Maintain grant funding and State revolving loan funding by ensuring compliance with grant/loan requirements.

9. Investigate protests and draft protest letters.

10. Review Public Disclosure Request documentation for exemption.
11. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Incumbents in this classification generally possess the knowledge and skills of Level I in addition to the following knowledge and skills:
Knowledge of management and legal issues concerning formulation and administration of public contracts, claims and change orders

Knowledge of applicable procurement case law

Skill in applying procurement theory, principles and practices

Skill in training and conflict resolution

Skill in handling a number and variety of tasks simultaneously

Facilitation skills

Ability to establish and maintain effective working relationships with a diverse group of people

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 3 years in contract administration

	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	Contract Specialist I, II and III
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