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GS-1105 & 1106 Purchasing / Procurement Technician Competencies by Level

LEVEL |
Competency PUR
101

1 Correctly demonstrate the ability to choose applicable regulatory v
guidance.

2 | dentify the authority and responsibility of the contracting officer v
and/or buyer and the environment in which they operate.

3 |dentify and correctly restate the policies for standards of conduct v
and/or fraud.

4 Determine if a simplified acquisition package is accurate and complete. | v/

> Correctly choose the required source for an acquisition. v

6 Correctly distinguish the requirements for establishing, maintaining, v
and retaining a contract file.

! | dentify sources of supply and determine small business and v
competition requirements.

8 | dentify the different simplified acquisition procedures and contract v
types for a requirement within the ssimplified acquisition threshold.

9 | dentify presolicitation considerations, determine method of v
publication and price related factors for a requirement.

10 Prepare a solicitation for a smplified acquisition requirement. v

11 Explain the procedures for handling quotes, amending or canceling v
solicitations, and responding to inquires concerning solicitations.

12 Correctly research and document a determination of v
responsibility/nonresponsibility.

13 Apply the correct evaluation criteria and select a contractor for award. | v/

14 Summarize the methods of award and prepare calls against BPAS. v

15 Distinguish between personal and nonpersonal services, identify v
whether the Service Contract Act applies, and recognize when to
incorporate wage determinations in the solicitation.

16 Correctly identify unique A& E or construction acquisition policiesand | v/
procedures.

17 Recognize the proper policies and procedures for acquiring v

information technology resources.
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18 | dentify the appropriate administrative action and response to v
changing contract post-award circumstances.

19 Apply appropriate action in response to quality assurance functions. v

20 Correctly choose an acceptable contractual remedy. v

21 Correctly identify the necessary actions for contract close-out. v

22 Determine whether competition is required for a small purchase and v
identify and establish sources of supplies or services and conduct
market research.

23 Select the most appropriate method of purchasing. v

24 Determine the most appropriate method of solicitation, e.g., oral versus | v/
requests for quotations.

25 Apply the procedures for small business/small purchase set asides. v

26 Describe how to publicize proposed small purchases. v

27 Evaluate and respond to pre-award inquiries concerning RFQsor ora | v
solicitations.

28 Advise and assist requiring activities in formulating purchase requests | v/
for small purchases and determine the need for Government furnished
property or material.

29 Advise and assist requiring activities and verify that sufficient fundsare | v/
available prior to a small purchase.

30 Conduct ora solicitations and prepare RFQs. v

31 Evaluate quotations including such aspects as considering late v
guotations and determining the lowest total price quotation.

32 Determine the need for discussions on small purchases. v

33 Determine the responsibility of prospective small purchase suppliers. v

34 Recommend contractor for award of a small purchase. v

35 Apply procedures for placing orders and/or making awards under small | v/
purchase thresholds.

36 Possess general knowledge of the small purchase mission, system, v
process, organization, management, statutory, and regulatory
foundation, roles and responsibilities, and standards of conduct and
skill in amending RFQs and extending the solicitation period.

37 Explain how to issue orders against existing contracts/agreements. v

38 Determine whether the contractor is progressing with the scheduleand | v/
complying with other small purchase clauses; know
inspection/acceptance procedures, requirements, and practices.

39 Modify purchase orders and other small purchase awards through v
administrative changes, change orders, or supplemental agreements.

40 Provide post-award assistance to vendors on small purchases. v

41 Maintain small purchase files. v
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42 Initiate adverse actions for fraud, collusion, etc., involving small v
purchases.
43 Determine whether delays are excusable and grant performance time v
extensions for excusable delays in small purchase.
44 Apply techniques and instruments for dealing with the contractor’s v
fallure to perform.
45 Cancel or terminate small purchase awards. v
46 Develop the Government’ s position on protests of small purchases. v
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1 | dentify and correctly apply the policies of ethical behavior. v

2 | dentify the procedures for processing unsolicited proposals. v

3 Prepare an informal workload plan. v

4 | dentify and establish sources of supplies or services, conduct market v
research and determine competition requirements for simplified
acquisitions.

° Determine which solicitation considerations apply. v

6 Prepare a solicitation.

7 Analyze the responses in sufficient detail to prepare a price v
reasonableness determination or recommend further action by the
buyer.

8 Demonstrate the ability to prepare for and complete the negotiation v
action; identify and resolve mistakes and formulate the final pricein an
economic price adjustment situation.

9 Demonstrate the correct procedure for handling post-award mistakes v
and conducting debriefings and/or post-award orientations.

10 Perform contract administration functions to resolve post award v
problems.

11 Distinguish when contract modifications are necessary. v

12 | dentify the procedures for pursuing government remedies. v

13 Show the correct procedures for handling pre- and post- award v
protests and review the process of analyzing claims and recommending
settlement positions.

14 List the procedures necessary to collect contractor debts and to pay the | v/
contractor.

NOTE:

1. THE COMPETENCIES SHOWN ARE FOR GS-1105 (ACF-E), AND
RECOMMENDED FOR GS-1106 (Procurement Technician for which there are no
mandatory training requirements)

2. THERE ARE NO LEVEL Il COMPETENCIES
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