
STAFF REQUISTION FORM 

Position Title: _________________________________________ Submission Date: __________ 

Work Location (City, State): ______________________________________________________   

Job Function: ____________________________________________________   

Clearance Requirements: 
__________________________________________________________ 

Goldbelt Company (business unit): _________________________________________________  

Hiring Manager: ________________________________________________________________ 

Program Manager:____________________________________  Desired Start Date: ________ 

Salary Range (to – from): _________________________________________________________ 

Contingency (please select all that apply):  

 Contingent on Task Award and Funding  
 Contingent on Customer Approval  
 Contingent upon interim security clearance  
 Contingent upon client-specific background check (i.e., DHS clearance) 
 Not Contingent upon any of the above 

Position Type : _________________________    Employment Type:_______________________ 
FLSA Status: __________________________________    Citizenship Required : _____________   
Number of positions : ________ 

Travel Required: _____________________    Estimated Percentage:______________________ 

Certifications:__________________________________________________________________ 

Notes to Recruiter:  

***Insert description on pg.2 before signing or requesting approvals* 

Hiring Manager Approval/Date: ___________________________________________________ 

Program Manager Approval/Date: _________________________________________________ 

Vice President Approval/ Date: ___________________________________________________ 

President Approval/Date: ________________________________________________________ 

minimal



STAFF REQUISTION FORM 

Job Description (Required Information: job duties, required skills, & required education): 


	Position Title: Management Analyst - 19-007
	Submission Date: 11/02/2018
	Work Location City State: Washington, DC
	Hiring Manager: Kameron Turner
	HM Boss Approver: Ty Taylor
	Desired Start Date: 
	Salary Range to  from: 
	Contingent on Task Award and Funding: Off
	Contingent on Customer Approval: On
	Contingent upon interim security clearance: On
	Contingent upon clientspecific background check ie DHS clearance: On
	Not Contingent upon any of the above: Off
	Estimated Percentage: 
	Certifications: 
	Dropdown1: [Analyst]
	Dropdown2: [Secret]
	Dropdown4: [New Position]
	Dropdown5: [Full-time]
	Dropdown6: [Exempt (Salary)]
	Dropdown7: [1]
	Dropdown8: [Yes]
	Text14: BACKGROUND:
The Office of the Procurement Executive (OPE) has a requirement for full-time support services of a Management Analyst. 

TASK PURPOSE:
The purpose of the task order is to provide a professional service employee to support the OPE front office, as well as the ASD Branch, located within the Business Operations Division, as needed.

POSITION DUTIES:
1. OPE Front Office support:
1.1. Participate in planning and evaluation of specific management tasks relating to Procurement Shared Services in the Office of the Procurement Executive in the Bureau of Administration.
1.2. Coordinate official correspondence with OIG/GAO/SIGAR and other official documentation with multiple bureaus and executive offices.
1.3. Participate in meetings (daily/weekly/monthly) as necessary.
1.4. Participate in and assist with developing documentation required during the acquisition lifecycle (SOW, PWS, market research, acquisition planning, TEP reports, etc).
1.5. Maintaining a database of all incoming and outgoing taskers, communicating with A/OPE management action officers on items, due dates and next steps, obtaining and collating responses, coordinating clearances, preparing official memorandum for signature, and sending official correspondence to all stakeholders.
1.6. Assist with General Services team duties, including but not limited to: office move requests, IT and telephone work orders, onboarding/offboarding employees, and requisitioning supplies and office equipment.
1.7. Support the OPE website transition and update as a result of the OPE realignment.
1.8. Assisting with any special projects that may be determined necessary on an ad hoc basis.
1.9. May be required to drive a Government vehicle. Therefore, must have a valid driver’s license and vehicle insurance.
2. ASD Branch support:
2.1. Perform data analysis with high visibility to Department and external management stakeholders.
2.2. Supply software analysis and identification of problems.
2.3. Develop and provide specialized training on business processes and systems.
2.4. Offer user support to over 200 domestic and overseas acquisition personnel.
2.5. Data analysis duties include the extraction, manipulation, and analysis for Department management as well as external stakeholders. All data is related to the acquisition management and operational function within AQM and is obtained from multiple Department and government-wide information systems, such as the State Department’s Ariba Buyer, Momentum Acquisition/GFMS, FPDS-NG and GFMS Data Warehouse Business Objects. Ad-hoc analysis for operational and management purposes will be frequent and on-going. Accuracy and timeliness are paramount to the success of this activity.
2.6. System improvement duties include the continual review of current system processes, the identification of problems and the testing of system enhancements to confirm accuracy and verify conformity to AQM business process requirements.
Systems analyzed include current systems in use in AQM as well as interface functions with other Department and federal applications. Examples include Department interface with the Central Contract Registration (CCR) application and the Federal Procurement Database System (FPDS).

MINIMUM QUALIFICATIONS:
1. Extensive knowledge and experience on all Microsoft Office products – to perform the assignments and analyses detailed in the Statement of Work.
2. Excellent oral and written communication skills and interpersonal skills required to effectively work with a wide-ranging strata of internal and external customers, clients, colleagues, and management.
3. Ability to grasp assignments and to work quickly with little oversight or managerial direction.
4. Able to acquire an understanding of the Department of State domestic and international management and operational structure as well as the relationship of AQM and the Office of Logistics Management within the Bureau of Administration, the Department of State and as a service provider to domestic and overseas Department of State customers.
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