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Position Overview:
This is contract writing, monitoring and administrative services work at the full performance level.  As a member of the negotiating team, the individual will assist in the contract negotiation process with suppliers, vendors, and subcontractors on behalf of the agency and its respective customer base.  Work is performed under the direction of an administrative superior.  
Examples of Work Performed:

· Serve as liaison officer to ensure fulfillment of obligations by subcontractors, suppliers, and vendors.
· Evaluates or monitors contract performance to determine necessity for amendments or extensions of contracts, and compliance to contractual obligations.  

· Administers, extends, terminates, and re-negotiates contracts 

· Directs and coordinates activities of formulating bid proposals.  

· Analyzes price proposals, financial reports, and other data to determine reasonableness of costs for services.  
· Maintains all fiscal aspects of contract budget and related reporting
Key Attributes:

· Knowledge of contract requirements development (e.g., quality, quantity, price, time, and source) for professional services.
· Knowledge of the contract process (including strong math and writing skills)
· Knowledge of supervisory, personnel, and administrative practices and procedures
· Thorough knowledge of general office practices and procedures
· Ability to take copious notes and extract information form concept papers in order to draft a contract using contract boilerplates.
· Ability to multitask, synthesize data, and prepare interpretive reports
Required Education & Experience:

· Bachelor’s degree, preferably in business
· Two (2) years work experience in planning, research, administration, business or accounting
· Or, Associated of Arts Degree (Business/Accounting) and four(4) years of related work experience
· Or any equivalent combination of acceptable education and experience.
Special Requirements:

· Valid Maryland driver’s license and daily access to a car
· Criminal Background Investigation

All qualified applicants should submit a resume to the MOED Human Resources Department 
at 417 E. Fayette Street, Suite 466, Baltimore, MD, 21202; via fax:  (410) 396-8132 or via email:  resumes@oedworks.com.
Please place job title and posting number in the subject line.
Position Vacancy Announcement


Today’s Date: 10/04/11     			Posting #: 8326


Job Title: Contract Specialist   


Location: Contracting & Compliance Reporting


Salary Range: $38,600 - $59,800  


Status:  Full-time -Temporary with Benefits











