Contracts Specialist – Advanced
Department of Children & Families
Division of Early Care & Education
Bureau of Operations & Planning 

POSITION SUMMARY
Under the supervision of the Division of Early Care and Education (DECE) Bureau of Operations and Planning (BOP) Deputy Bureau Director, this position will lead contracting and vendor payment process efforts related to the Preschool Development Grant and support DECE program areas contracts.

This position will also assist in overseeing, executing, and monitoring of contracts (including MOUs, interagency and data-sharing agreements) and contract modifications (amendments and renewals) throughout DECE program areas, in coordination with the Division of Management Services, Bureau of Finance, Grants and Contracts Section. 

TIME	%	GOALS AND WORKER ACTIVITIES
35%	A.	PDG Contract Development
A.1.	Lead the development and management of the process for completion of contracts and contract modifications for PDG specific contracts.
A.2.	Coordinate PDG contract development and implementation for grant initiatives: develop and administer contracts and contract modifications for the provision of services.
A.3.	Support the drafting of contract language required for PDG contract and procurement documents.
A.4.	Identify and develop alternatives for resolution of complex procurement fiscal, policy and/or programmatic issues.
A.5.	Collaborate with DCF Procurement staff to ensure all required
functions for contract development and administration are followed.
A.6.	Confer with and solicit input from the Department’s procurement, accounting, budget, and legal staff to ensure that contract provisions meet state and federal legal requirements.
A.7.	Confer with procurement and finance staff to ensure procurement requirements and fiscal responsibilities, including local and federal reporting, are effectively implemented.
A.8.	Coordinate the timely legal execution of contract documents, including routing of documents internally and externally for signatures, with Grants & Contracts Section staff in Division of Management Services’ Bureau of Finance.

30%	B.	Manage PDG Contract / Vendor Payment Processes
B.1.	Create requisitions and purchase orders as required to ensure payments to contracted vendors.
B.2.	Utilize the existing procurement IT systems to enter requisitions, purchase orders, and invoicing data as applicable.
B.3.	Utilize both DCF and DECE invoicing processes to ensure the timely payment of vendor invoices.
B.4.	Facilitate invoicing concerns or issues with both internal DCF staff and vendors to resolve conflicts.

20%	C.	PDG Contract Management
C.1.	Monitor PDG contracts for program and financial compliance with federal and state laws and regulations.
C.2.	Monitor vendors and other contractors for compliance with contract requirements and provide consultation to division staff as to enforcement strategies.
C.3.	Evaluate effectiveness of contracted services.
C.4.	Assist with or lead the resolution of contract-related issues.
C.5.	Coordinate with finance and procurement staff to assure timely and accurate payment of agency expenditure claims and consistency with requirements for federal reporting.
C.6.	Provide interpretation of contract language and applicable state and federal laws and regulations to contractors, program staff and other parties.
10%	D.	Presentation of Contract Information
D.1.	Participate in Section and Bureau meetings, state/local agency advisory or work groups, policy planning groups, and program and project implementation groups to provide contract and procurement status reports.
D.2.	Present DECE contract reports to DCF Executive Staff as applicable through a variety of reporting platforms (i.e. Microsoft PowerPoint, Excel, Project, Dashboards, Tableau, or other identified software).

5%	E.	Performance of Other Duties as Assigned
E.1.	Assist in DCF contract administration workgroups designed to improve the overall contract processes in DECE.
E.2.	Develop collaborative work relationships with other DCF-wide contract specialists.

KNOWLEDGE, SKILLS, AND ABILITIES:
1. Knowledge of federal and state laws and guidelines that cover procurement and contracting activities.
2. Knowledge of accepted practices and procedures for Requests for Proposals (RFP), Requests for Bids (RFB), and other competitive bidding and contracting methods.
3. Knowledge of problem-solving techniques.
4. Skilled in effective interpersonal communication skills and follow-up with stakeholders through telephone, email, print, and in person.
5. Detail-oriented, strong organizational skills.
6. Ability to interpret and exchange technical and complex information effectively through written and verbal communication skills.
7. Ability to read, interpret, and apply complex information.
8. Ability to work well with a variety of people and to synthesize multiple sources of input to accomplish tasks.
9. Ability to use software applications, including Microsoft Windows, Microsoft Office (Outlook, Word, Excel, PowerPoint, etc.), Drupal, Google tools (Docs, etc.) and internet browsers (Google Chrome and Internet Explorer to create data summaries and reports.
10. Ability to work independently and make complex decisions within the scope of one’s responsibility in addition to awareness of organization practices and the circumstances that require co-worker input and/or supervisory approval prior to implementation.
11. Capacity for managing multiple priorities and planning and organizing to meet established deadlines.
12. Ability to perform quality assurance.
13. Ability to retrieve, analyze, and interpret data from a variety of sources.
14. Ability to handle multiple complex projects simultaneously.
15. Ability to analyze business and technology issues in collaboration with business users.
16. Ability to learn quickly, synthesize complex information, identify key points, and communicate results accurately and effectively.
