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Classification Specification
	

	
	2215100

	
	CONTRACT SPECIALIST I



Class Summary

The responsibilities of this classification include providing expertise as a specialist in the procurement of technical, professional, community agency, engineering and/or architectural consulting services and contracts and/or in monitoring King County contracts for compliance with Federal, State and local affirmative-action and non-discrimination laws. 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 first level within a three-level Contracts Specialist classification series. This classification is distinguished from the Contract Specialist II in that at the level of Contract Specialist I the procurements and contracting are performed using established contract or procurement methods, policies and procedures. Incumbents do not create new procurement or contracting methods, do not have lead responsibility, and receive close to moderate supervision. The functioning of major projects, programs or facilities or the provision of essential public services or revenue-producing County programs can be affected by procurement 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)
1. Participate in the review and inspection of contractual specifications for compliance with Federal, State and County laws and affirmative-action and non-discrimination requirements; analyze and make recommendations regarding compliance issues, violations of contract provisions, and policies and procedures. 

2. Analyze requested procurements to determine appropriate procurement approach. Assist department representatives regarding procurement code, policies and procedures for new procurements, and post-award procurements (amendments), including the need for a procurement waiver.

3. Determine and develop procurement approach (advertisement and/or roster) for non-routine contract awards, bidding requirements, selection criteria and general terms and conditions for procurement. Help in develop scope of work, technical specifications, contract terms and conditions.

4. Prepare requests for proposals for 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.

5. Manage procurement process from creation of solicitation document up to notice to proceed, assuring notification to and approval by multiple County agencies at all appropriate stages in process; identify procurement issues that could impede procurement process. 

6. Analyze scope of work and related issues including funding; anticipate non-routine procurement issues; ensure compliance with codes, policies and procedures.

7. Ensure compliance with Federal funding including affirmative-action and non-discrimination requirements.

8. Advertise RFPs and construction contracts; hold public pre-proposal/pre-bid meetings; open submittals and determine compliance with bid requirements.

9. Conduct the RFP/bid evaluation process to assure proposer/bidder responsibility (qualifications). Ensure fairness and compliance with appropriate regulations and requirements.

10. Participate in and oversee negotiations; ensure timely submittal of consultant financial data for cost/price analysis; advise project representative on contractual issues under negotiations; assist departmental representative in concluding negotiations and writing the final contract authorization memo.

11. Participate in cost/price analysis and ensure that negotiations are consistent with cost/price analysis.

12. Compile contract terms, scope, budget and conditions and have executed by all parties. Ensure that all essential contract documentation is in the procurement contract file, accurate and complete for audit purposes. Ensure insurance requirements are met. Manage voluminous project documentation.

13. Ensure that internal database information and publicly accessible information is updated in a timely and accurate manner.

14. Identify irregularities affecting the responsiveness of a bid or creating grounds for bid protest.

15. Monitor awarded contracts for compliance with County code provisions. Conduct on-site reviews, audits and formal investigations when necessary.

16. Assist in responding to public disclosure requests.

17. Review construction technical specifications to ensure quality and consistency.
18. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Basic knowledge of County procurement principles and practices, contract preparation, and contract negotiation

Knowledge of contract law and regulations, including familiarity with affirmative action and/or the differing legal requirements for consulting, purchased goods and services, and construction procurements and bidding requirements

Knowledge of accounting and bookkeeping principles

Knowledge of assigned commodities or program services

Knowledge of business analysis, budgeting and scheduling practices

Knowledge of contract development, review, negotiations, administration and management

Knowledge of business law principles, procurement theory and accounting procedures

Presentation skills; ability to respond to technical/procurement inquiries

Technical writing and proofreading skills, including ability to draft contract language

Skill in establishing effective working relationships with technical and non-technical people

Negotiation and project management skills

Problem solving and analytical skills

Licensing, Certification and Other Requirements

State Driver’s License or ability to travel throughout the County in a timely manner

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 1 year in contract administration or coursework equivalent

	FLSA Designation
	Non-Exempt

	Levels within same series
	Contract Specialist I, II and III

	Class History
	Created    
1/2003 

	
	Updated   
2/2003  

	
	Updated   
12/2007 Changed font and format


Page 3
Contract Specialist I       
12/2007 Version


[image: image1.png]