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Nothing in this job description restricts management's right to assign or reassign duties and 

responsibilities to this job at any time. 

 

DUTIES Serves as a Lead Purchasing in a Simplified Acquisition unit (Unit) of the 

Procurement and Contracts Department (Department), Office of Finance, at either Ronald 

Reagan Washington National Airport (DCA) or Washington Dulles International Airport 

(IAD), Metropolitan Washington Airports Authority (Airports Authority). Leads Purchasing 

Agents and others in the procurement of a wide variety of limited dollar value goods, services 

and small construction projects [ranging from common, off-the-shelf goods and routine services 

to made-to-order goods and special services and including Operations and Maintenance (O&M) 

construction projects] through noncompetitive open market purchases, purchases under 

established contracts [such as call orders against Blank Purchasing Agreements (BPAs)], and 

competitive open market purchases when specifications, or statements of work and other criteria 

are required, but price is the deciding factor. May coach/train/assist Purchasing Agents on the 

most complex purchases of the unit.  Procurement emphasis is on placement of orders under 

established contracts [Purchase Orders (POs), delivery orders, P-Card purchases (on rare 

occasion), etc.], oral ordering, buying off State/Federal schedules, and use of written Requests 

for Quotation (RFQs) with duties focusing on purchasing within the established Simplified 

Acquisitions Threshold.  Performs related functions. 

 

--Maintains awareness of the day-to-day status of work to be done.  Assigns work to individual 

Purchasing Agent(s) based on Purchasing Agent’s warrant level, experience level (with item(s) 

to be purchased), and after discussing workloads with Supervisor.  Provides any special 

explanation or instruction to Purchasing Agent(s). Provides on-the-job training for new 

Purchasing Agents.  Ensures Purchasing Agents follow the Purchasing Manual and that all 

Procurement and Purchasing rules, policies, and procedures  are observed. Coordinates with and 

assists Supervisor in evaluating the performance of individual employees and the need for any 

on-the-job training.  

 

--Makes the most complex purchases.  May help coach Purchasing Agents on such purchases. 

 

--Procures a wide variety of supplies, equipment and services for assigned customers and, at 

times, airport tenants. This includes, but is not limited to, procurement of administrative supplies 

and equipment (excluding most computer hardware/software); electrical, utility, and automotive 

supplies; police and fire equipment; and service contracts such as air handler cleaning, and other 

recurring or one-time service contracts.   

 

--Reviews incoming requisitions for proper format and checks that appropriate 

approvals/coordination with appropriate offices have been obtained, description of materials 

and/or services is clear, and that valued dollar amount is within scope of the Unit’s operations. 

(Requests for materials and services above the Simplified Acquisition Threshold are referred to 

the Procurement and Contracts Department for procurement or authority to procure at the Unit 

level.) 
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--Contacts requestor by telephone or in writing to obtain additional or correct information. 

Identifies LDBE, MBE and WBE goals to be met, as mandated by established Airports Authority 

and Department policy. Assists requesting offices in the development of appropriate technical, 

statistical or regulatory language prior to soliciting bids on items/services requested. Uses a 

variety of solicitation and purchasing methods, such as Request for Quotation (RFQ), Request 

for Proposal (RFP), Invitation for Bid (IFB), oral solicitation and calls against Blanket Purchase 

Agreements (BPAs). Works with requestor's Contracting Officer's Technical Representative 

(COTR) to determine appropriate bid evaluation factors, if needed. Determines schedule for 

procurement process (including advertisement, pre-proposal conference, review and award) and 

generates required documentation. Chairs pre-proposal conferences, as needed, responding to 

basic questions about contracting issues. Coordinating with the COTR, prepares contract 

amendments covering changes in specifications and clarification of questions of offerors. May 

develop statement of work for services (SOW) and maintenance contracts. Uses automated 

vendor database, Thomas Register, Industrial Buying Guides, COTR-recommended bidders list 

or trade magazines to determine potential sources for purchases. 

 

--For requests within the Micro-Purchasing Limit, obtains telephone bids from recommended 

vendor, if any, or other vendors having "equal brands" and determines if price quoted by 

vendor is fair and reasonable in comparison to catalog prices, market knowledge, or previous 

prices paid for same or similar item or service. 

  

--For requests above the Micro-Purchasing Limit, solicits telephone or written competitive 

bids from at least three sources, including terms, conditions and insurance requirements the 

offeror must meet within the solicitation. 

 

--Reviews the statement of work, terms and conditions of the contract/order and responds to 

questions concerning purchasing/contracting issues.  Recommends revisions to and helps revise 

statements of work and/or specifications, when appropriate. 

 

--Evaluates "equal brands" (including instances when comparisons are not straightforward) to 

identify alternative vendors/products that meet the specifications stated in the solicitation. 

Prepares abstract of bids to determine responsiveness through evaluation of 1) best price through 

such cost and price analysis as referencing previous/similar purchases, 2) estimated delivery 

date, and 3) technical and financial performance record to determine responsiveness of the 

vendor. 

 

--Enters data from bids into automated database. Maintains written files on all data submitted for 

evaluation of offers. Prepares justification and/or determination of findings for sole source 

purchases. Prepares final purchase order with selected vendor, ensuring all terms, conditions, and 

clauses are incorporated.  Ensures that all appropriate signatures are obtained on final agreement. 

Award of final Purchases Orders may include BPOs (no obligation to buy, but allows for 

ongoing orders to be placed and filled) as well as one-time orders. 

 

--Awards firm fixed-price and fixed unit price, indefinite quantity and other types of contracts 

through sealed bidding or negotiation. Prepares letters of notification to unsuccessful/non-



S91101, page3 

 

responsive offerors and conducts debriefings. As necessary, meets with successful offeror and 

associated Airports Authority representatives to discuss specific contract requirements such as 

scheduling, site conditions, billing procedures, disputes, etc. May advise end users having 

questions on P-Card transactions.  

 

--Monitors progress of orders and follows up on any delivery discrepancies or complaints from 

requesting office. As necessary, meets with vendors/suppliers to resolve discrepancies. Prepares 

shipping instructions for nonconforming items for replacement or credit. Maintains contract 

administration records in automated database. Receives invoices, coordinates review and 

approval with the requesting office and certifies payment. Notifies Accounts Payable when 

payment terms must be adjusted due to delinquencies or failure to perform under contract 

conditions. 

 

--Prepares and processes modifications to existing purchase orders as required by requesting 

office or as needed for clarification of issues raised by vendors. 

 

--As needed, researches potential sources to substitute or fabricate components for equipment 

when "original equipment manufacturer" no longer exists or for "hard-to-find" items. 

 

--Maintains files on each procurement request/purchase order including authorization for final 

payment, and evaluation of vendor performance. Processes contract close out upon verification 

of completion. 

 

--May substitute for Supervisor, Purchasing Agent, as requested, in his/her absence.   

 

--Communicates and interacts effectively with internal and external business contacts including, 

but not limited to, other members of the unit/team, other Airports Authority employees (such as 

managers, supervisors, professionals, and support staff), and vendors/suppliers. 

 

--Uses a computer and (a) modern office suite software for various applications such as, but not 

limited to, planning/scheduling, communicating (email), word processing, data manipulation 

(databases and spreadsheets), charts/graphics and presentations, (b) enterprise software for 

requisitioning items, budgeting, time and attendance reporting, and other functions, and (c) 

special systems/software used in the Department. 

 

--May operate a motor vehicle airside and landside, on and off the airport complex, to attend 

meetings, visit requestors and suppliers, and perform related functions. 

 

--*Performs other duties as assigned.* 

 

Critical features of this job are described under the headings below. They may be subject to 

change through reasonable accommodation or otherwise. 

 

MINIMUM QUALIFICATIONS (MQs) 
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To be rated qualified for this job, an applicant must meet all of the MQs listed below at the time 

of vacancy announcement closure. 

 

1. A high school diploma, a Certificate of General Educational Development (GED), or an 

equivalent combination of education, experience and training. 

 

2. Six years of progressively responsible experience (post high school) coordinating or 

 providing a wide range of administrative-logistical support services, such as, but not limited 

 to, (a) working with customers to ascertain their needs and provide the required information 

 or service consistent with policies/procedures, (b) providing general clerical support (taking 

 calls, providing information, checking drafts for typos and conformance to standards, typing 

 documents in final, maintaining spreadsheets, etc.), (c) running reports using computerized 

 information systems, (d) learning and applying new systems, and (e) working effectively as a 

 team member. 
 

Four years of these six years of experience must include experience in procurement and 

contracting that includes  but not limited to, (i) selecting contract type (such as firm fixed 

price and fixed unit price) and method of solicitation (such as RFQ, RFP and IFB) based on a 

variety of considerations, including complexity of the good/service/project, dollar value, 

availability of comparative price data and period of contract performance, (ii) identifying 

sources by conducting market research to identify potential offerors that can satisfy the 

technical pricing and delivery requirements and meet socio-economic (and other types of 

special program) requirements/goals, (iii) responding to questions from COTRs and 

contractors, attempting to resolve problems, and (iv) evaluating contract changes which 

require adjustments to the contract price and scope, and recommending modifications to the 

contract. 

 

A fully equivalent combination of education and training beyond what is needed to satisfy 

MQ 1 may be substituted for two of these years of experience provided the education, 

experience and training provide evidence of the skills and abilities required by MQ 2.  One 

example is an associate’s degree in any field that demonstrates ability to successfully perform 

the DUTIES in this job description, such as those listed in items (i) through (iv) above; it may 

be substituted for up to two years of the required six years of experience. 

 

3. Education, experience or training indicating the ability to lead projects or work groups (such 

as the ability to assign/review immediate tasks to the group led, set the pace and check work 

in progress or upon completion, all consistent with the group’s goals and other guides) and to 

work on/with a team as a contributor. 

 

4. A Universal Public Procurement Certification Council (UPPCC) Procurement Certification, 

or another nationally or federally recognized procurement certification/credential. 

 

PREFERRED QUALIFICATIONS 

 

The qualifications listed below (if any) are preferred and may be considered in the selection 

process, but are not required to be rated qualified for this job. 
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1. A bachelor’s degree in any field providing a strong foundation for successful performance of 

the DUTIES in this job description. 

 

2. Previous Lead or Supervisory experience. 

 

3. Public sector purchasing experience. 

 

4. Experience using an automated procurement processing system, such as an enterprise system, 

covering the procurement-supply chain.   

 

5. A Universal Public Procurement Certification Council (UPPCC) Procurement Certification. 

 

KNOWLEDGE, SKILLS, ABILITIES, AND OTHER FACTORS (KSAOs) 

 

The following KSAOs are required for successful performance of this job and are a basis for 

rating and ranking applicants who are found to meet the MQs. Local, Federal, airport industry 

or Airports Authority specific bodies of knowledge listed below may be acquired on the job, 

typically; ability to rapidly acquire them is required at the time of vacancy announcement 

closure. 

 

1. Knowledge of, and skill in, leading journey (full performance) level and developmental level 

Purchasing Agents in the work of the unit/team/crew, to include effectively 

assigning/reviewing immediate tasks to the group, setting the pace and checking work in 

progress or upon completion, and performing related work leader tasks, all consistent with 

the supervisor’s instructions and other guides. 

 

2. Knowledge of types of contracts, such as firm fixed-price and fixed unit price, and 

solicitation and purchasing methods, such as RFQ, RFP, IFB, oral solicitation and calls 

against BPOs, delivery orders or priced purchase orders, to make (a) noncompetitive open 

market purchases, (b) purchases under established contracts, or (c) competitive open market 

purchases when specifications or statements of work may not be standardized, price may not 

be stable, and repeat vendors may not be available. This includes the knowledge required to 

identify equal brands and make equitable price adjustments for modifications to a purchase 

order. 

 

3. Knowledge of Airports Authority purchasing procedures, the use of delivery schedules, or 

ordering and documentation procedures for purchases to ensure consistency and compliance 

with Airports Authority policy throughout the purchasing process. This includes but is not 

limited to knowledge of the P-Card payment method knowledge of what constitutes 

acceptable delays for items or services to determine the capabilities of vendors, help monitor 

vendor performance and recommend/ coordinate corrective actions. 

 

4. Skill in problem solving to select, organize and logically process relevant information 

(verbal, numerical or abstract) to solve a problem. This includes skill in ability to recognize 
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subtle aspects of problems, identify relevant information and make balanced 

recommendations or decisions such as evaluating "equal brands" when comparisons are not 

straightforward.  Examples include determining the method of procurement, conducting 

research on various issues, and reviewing the content of proposals by offerors and sole 

source justifications by Airports Authority offices. 

 

5. Skill in oral communication to understand verbal information (facts, assertions and ideas) 

and to express such information verbally so that others will understand, and in certain 

circumstances, be convinced and/or persuaded.  This includes skill in encouraging effective 

communication by others concerning procurement issues and their needs. Examples include 

working with contractors explaining programmatic objectives, processes and procedures as 

well as competitive procurement decisions (including protests and disputes). 

 

6. Skill in written communication to understand written information (facts, assertions and 

ideas), draw inferences, form hypotheses and develop logical arguments, and to express such 

information in writing so that others will understand, and in certain circumstances, be 

convinced and/or persuaded. This includes skill in preparing solicitation documents including 

statement of work,  reviewing proposals of offerors for responsiveness, reviewing sole source 

justifications, and documenting procurement data. 

 

7. Skill in using a computer and (a) modern office suite software (such as MS Office) to plan, 

schedule, communicate, word process, prepare and develop reports, and perform research 

(Internet use, as in searching for product information);  (b) enterprise systems/software for 

purchasing/requisitioning, time and attendance reporting, and other functions; and (c) special 

systems/software used in the Department to track items. 

 

8. Skill in managing multiple purchases concurrently and in ensuring coordination and 

integration among related efforts. This includes attention to detail in planning and 

scheduling. 

 

9. Interpersonal skills to interact effectively with business contacts in a businesslike, customer 

service-oriented manner. 

 

RESPONSIBILITY Is responsible for leading Purchasing Agents in Simplified Acquisitions 

which includes making and, as necessary, helping train/coach them in the unit's most complex 

purchases. Exercises own delegated contracting authority for the full range of small purchasing 

functions for a wide variety of materials, equipment and service contracts per assigned warrant 

within the Simplified Acquisition Threshold, subject to established review procedures. The work 

directly and significantly impacts support of the Airports Authority through timely, effective 

procurement of limited dollar value goods, services and small construction.  

 

Reports to Purchasing Agent Supervisor (Supervisor) who makes initial assignments in the form 

of commodities handled, units serviced or other work-assignment criteria, indicates overall 

priorities, and provides special instructions, as needed. The incumbent works independently on a 

day-to-day basis in assisting/leading Purchasing Agents, preparing contract documents, 
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conducting meetings, evaluating offers, performing contract administration functions, and 

keeping the supervisor informed of progress, problems and sensitive issues. The Supervisor 

works with the incumbent to resolve unusual problems or issues which impact on established 

policy. Completed purchase order documents, e.g., RFQs/RFPs, amendments, schedules and 

correspondence, are reviewed by the Supervisor prior to issuance. Work is reviewed in terms 

quality, quantity, timeliness, customer service and other factors. 

 

Guidelines include Airports Authority contracting procedures, Airports Authority Contracting 

Manual, Procurement and Contracts policies and procedures, Airports Authority insurance 

requirements, Airports Authority Safety Manual, EPA Regulations, Thomas Register, Industrial 

Buying Guides, trade magazines, item specifications and statements of work submitted by 

requestors. The incumbent works in conformance with established policies and procedures. Uses 

judgment to carry out the procurement process, coordinate with requestors, negotiate with 

vendors, identify alternative vendor sources, make recommendations concerning claims and 

disputes from vendors, and coordinate corrective actions. 

 

EFFORT The work is primarily sedentary and typically requires light physical effort as in 

opening/closing file drawers, lifting and carrying files/building plans, etc. Incumbent may sit for 

extended periods while performing desk work; moves about to obtain or distribute work 

materials, meet with people, etc. Regularly uses a computer to develop reports, analyze cost 

proposals and perform other tasks; operates other office equipment. Constantly exchanges 

information by telephone. Regularly reviews contracts and regulations containing small print. In 

driving, operates vehicle using judgment in consideration of weather, traffic and other factors. 

 

WORKING CONDITIONS Works primarily in an adequately lighted, adequately ventilated 

and temperature controlled office and conference rooms.  Is subject to some job pressures and 

frustrations, e.g., vendors who fail to deliver as promised; contractors who challenge an award; 

and operating officials who want to pre-select vendors for items that must be procured through 

competition. 

 

OTHER SIGNIFICANT JOB ASPECTS  Must maintain required certification(s). Must meet 

in-service and continuing education/training requirements. 

 

 


