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	Merit


	PG1
	PG2
	PG3
	PG4
	PG5
	PG6

	Education
	· A secondary school diploma or employee approved alternatives
	· A secondary school diploma or employee approved alternatives
	· A secondary school diploma or employer-approved alternatives

	· A secondary school diploma or an acceptable combination of education, training and/or experience.

	· A secondary school diploma or acceptable combination of education, training and/or experience

	· University degree with a specialty relevant to the position, such as law, business administration or commerce or equivalent combination of experience, education and training

	Experience
	· Experience in the procurement of goods and services

· Experience in providing advice and guidance to internal clients or external parties
· Experience in the use of various software programs such as Excel, Word, Outlook, PowerPoint


	· Experience in developing documentation for the procurement of goods and services in the federal government, including Statements of  Work

· Experience in using PWGSC standing offer or supply arrangements

· Experience in providing guidance and direction to clients on the procurement of goods and/or services.
· Experience in the use of various software programs such as Excel, Word, Outlook, PowerPoint


	· Experience in preparing and managing contract documents for goods and services contracts in the Federal Government, including Request for Proposals (RFP) 
· Experience in evaluating proposals and awarding contracts
· Experience in providing guidance and direction to the end user on contracting /procurement


	· Significant* experience in planning and delivering procurement and contracting for goods and services 

· Significant* experience in developing statements of work, evaluation criteria, requests for proposal/quote, preparation and execution of competitive tendering and sole source contracting in compliance with the Government Contract Regulations and Federal Departmental policies

· Significant* experience in providing guidance to managers and clients on the procedures and policies related to the procurement of goods & services 
· Experience working with clients, vendors and procurement specialists** as a member of a departmental or interdepartmental project team, including involvement in negotiations 
* Significant is understood to mean the depth and breadth of experience normally associated with having performed a broad range of complex related activities.
** Procurement Specialists defined as a person engaged in the procurement/acquisition of goods and/or services.
	· Minimum 4 years’ experience in planning and delivering procurement and contracting for goods and services
· Minimum 4 years experience in negotiating contracts, including the development of Request for Proposal (RFP) and evaluation criteria for the assessment of proposals 

· Reviewing and/or assessing contracting/procurement related policies, procedures, directives and/or practices

· Conducting strategic and organizational analysis of procurement/supply chain and/or material/asset management issues



	· Five (5) years of experience in procurement/contracting OR material/asset management delivery

· Five (5) years of experience reviewing and assessing contracting/procurement related policies and/or policy instruments (procedures, directives, etc.)

· Experience conducting strategic and organizational analysis of procurement/supply chain and material/asset management issues

· Experience in the development and implementation of budget plans and/or human resource plans

· Experience providing advice to senior executives (Director, Director General or Assistant Deputy Minister level) in the Federal government
· Experience conducting negotiations or consultations with relation to procurement or material management with multiple stakeholders (stakeholders may include parties within the federal government, private sector, or between Departments)

	Knowledge 
	· Knowledge of the relevant Treasury Board  Contracting Policies
	· Knowledge of Treasury Board Contracting Policy
· Knowledge of the different methods of soliciting bids used by the Federal Government

· Knowledge of the Trade Agreements and their impact on the contracting process 


	· Knowledge of the Treasury Board Procurement and Contracting policy, including Canadian Land Claims Area 
· Knowledge of supply methodologies and practices in the federal government

	· Knowledge of legislation pertaining to procurement and/or materiel management within the federal government 

· Knowledge of policies pertaining to procurement and/or materiel management as they apply within the federal government;

· Knowledge of current trends in government procurement 

· Knowledge of the principles, processes and/or best practices associated with procurement /contract management 
· Knowledge of the organization and services of central agencies such as Public Works and Government Services Canada, Treasury Board Secretariat, Justice Canada, etc.
	· Knowledge of federal legislative requirements and of central agency policies and processes and systems specific to procurement and contracting or  asset/material management and warehousing services
· Knowledge of the principles, processes and best practices associated with procurement /contract management and/or knowledge of the principles, processes and best practices associated with material management. 
· Knowledge of current trends, progress and challenges in government procurement and issues affecting the procurement community
	· Knowledge of the inner workings of the public service processes, procedures and technology related to procurement and material management. 
· Knowledge of legislations and policies related to procurement and/or assets management in the federal government. 
· Knowledge of the best practices and trends in procurement and materials management in the Government of Canada. 


	Abilities
	· Ability to plan, organize and prioritize work 

· Ability to communicate effectively, both orally and in writing

	· Ability to plan, organize and prioritize work 
· Ability to analyze, interpret and apply departmental policies
· Ability to communicate effectively, both orally and in writing

	· Ability to diagnose problems, assessing and liabilities and identifying other challenges related to contracting.  

· Ability to communicate effectively both orally and in writing

· Ability to plan, organize and prioritize work

	· Ability to plan organize and manage changing and conflicting priorities
· Ability to analyze procurement issues, provide recommendations and resolve problems

· Ability to communicate effectively both orally and in writing


	· Ability to plan organizes and manages changing and conflicting priorities.
· Ability to analyze procurement issues, provide recommendations and resolve problems. 
· Ability to plan, negotiate and evaluate procurement activities. 
· Ability to supervise employees.
· Ability to communicate effectively orally and in writing. 



.
	· Ability to negotiate and resolve *complex issues involving multiple levels of management
· Ability to think strategically, support organizational vision and align strategies and priorities accordingly to achieve objectives

· Ability to engage people, organizations and/or partners and work collaboratively to achieve common objectives

· Ability to apply analytical techniques for the identification of Departmental needs/issues and identifying solutions for these needs/issues 

· *Complex is defined as negotiating and disseminating new departmental policies and responding to internal and external audits 

	Personal Suitabilities
	· Client Service Orientation
· Effective Interpersonal Skills
· Teamwork
· Judgment
· Dependability
· Initiative
	· Client Service Orientation
· Effective Interpersonal Skills
· Teamwork
· Judgment
· Dependability
· Initiative
	· Client Service Orientation
· Teamwork
· Judgment
· Initiative
· Effective Interpersonal Skills
· Dependability

	· Client Service Orientation
· Teamwork
· Judgment
· Initiative
· Effective Interpersonal Skills
· Dependability

	· Client Service Orientation
· Integrity

· Judgment
· Tact

· Effective Interpersonal/ Team–Building Skills
· Initiative
	· Service Orientation
· Communication
· Change Management

· Developing Self and Others

· Work Management

· Values and Ethics: Integrity and Respect.



	Assets
	· Experience in contract administration
· Experience with the Procurement module of ABACUS National Financial Management System

· Knowledge of types of acquisitions in the Federal Government


	· Experience in preparing and managing contract documents for goods and services contracts in the Federal Government, including Request for Proposals (RFP) 
· Experience in evaluating proposals and awarding contracts
· Experience in using Oracle or SAP automated procurement systems;

· Completion of the mandatory courses of the certification program for the Federal Government, Procurement and Material Management Community

	· Registration in a professional designation program (PMAC, PDCP)
· Completion of the mandatory courses of the certification program for the Federal Government, Procurement and Material Management Community
· Experience working with clients, vendors and procurement specialist as a member of a departmental or interdepartmental project team.

	· Registration in a professional designation program (PMAC, PDCP)
· Completion of the mandatory courses and enrolment in the Certification Program for the Federal Government Procurement and Materiel Management Community with, at a minimum, two courses completed;

· Experience in leading contract negotiations 
· Experience in supervising resources

· Experience in using Oracle or SAP automated procurement systems or a similar type of automates procurement system 

· Recent experience (past 2 years) in developing service contracts for IT professional services, including statements of work, evaluation criteria, requests for proposal/quote, preparation and execution of competitive tendering and sole source contracting in compliance with the Government Contract Regulations and Departmental policies;

· Recent experience (past 2 years) in procurement of software and software related goods and services in compliance with the Government Contract Regulations and Departmental policies, using PWGSC Supply Arrangements and Standing Offers.

	· Professional accreditation (e.g. PMAC, PDCP) or professional designation in related field)

· Completion of the mandatory courses and enrolment in the Certification Program for the Federal Government Procurement and Material Management Community with, at a minimum, two courses completed 

· Experience in the management of human and financial resources

· Experience in supervision and/or leading working groups

· Experience in the development and implementation of budget plans and/or human resource plans

· Experience in the development of training programs, policies and procedures

· Experience in using Oracle or SAP automated procurement systems or a similar type of automated procurement system. 

· Experience working in a line/operational department (non-central agencies) 

· Experience in negotiating high dollar value contracts (greater than 200K), including the development of Request for Proposal (RFP) and evaluation criteria for the assessment of proposals.
	· Professional accreditation (e.g. PMAC, PDCP) or professional designation in related field)
· Experience in the management of human and financial resources.
· Experience in preparing and presenting information for training sessions
· Experience in data analysis.
· Experience in project management 
· Experience in developing policies, practices or procedures 
· Ability to provide policy and interpretation advice




	Operational Requirements
	· Occasional Travel

· Occasional Overtime
	· Occasional Travel

· Occasional Overtime
	· Occasional Travel

· Occasional Overtime


	· Occasional Travel

· Occasional Overtime


	· Occasional Travel

· Occasional Overtime


	· Occasional Travel

· Occasional Overtime

	COE
	· Reliability and Security: Reliability Status. 

· Various security profiles


	· Reliability and Security: Reliability Status. 


	· Reliability and Security: Reliability Status. 


	· Reliability and Security: Reliability Status. 


	· Reliability Status

.

	· Reliability and Security: Reliability Status. 
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