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Administrative Office of the Courts

CONTRACTS SPECIALIST


Scope of Responsibility

Drafts and administers procurement documents, contracts, and other agreements for goods and services requested by AOC and other departments and independent entities of the judicial branch according to the appropriate policies and procedures of the branch.  

Reports to the AOC Contracts Manager.  Position has branch-wide responsibility in contract and procurement administration.  Interacts with executive leadership, agency management, external stakeholders, all levels of division staff, and staff assigned to specific projects.  As a member of the agency staff, provides input to MSD planning and budget.  Work is done under general direction, and as assigned by management.  Decision-making is according to broadly defined guidelines and procedures, and some areas require interpretation and/or development of possible approaches.



Essential Activities
· Develops, maintains, and enhances performance based, best value contracts for goods and services for the AOC and other State Judicial Branch entities.
· Prepares, reviews, and approves new and existing contracts for the Judicial Branch.
· Is assigned moderately complex contracts and assists Contract Manager and the Judicial Branch in the handling of more complex contractual issues.
· Administers assigned contracts in a manner that ensures best value and/or performance is consistently achieved. 

· Consults with Contracts Manager, staff, and stakeholders in developing procurements regarding best value acquisition plans.
· Develops and maintains contract standards and training materials to be used by AOC and other Judicial Branch entities.
· Assists Contract Manager in establishing necessary office policies and procedures to ensure AOC, the Judicial Branch, and contractors comply with the agreements.

· Develops and maintains agency and branch procurement document templates.

· Assists with the development and maintenance of branch-wide contract and procurement policies and practices. 

· Responds to contract and procurement inquiries from AOC and other judicial branch staff.


Key Competencies

· Proficient in the use of Microsoft Word and Excel, including the use of mathematical algorithms in Excel used to develop and score responses to procurements.
· Excellent written and verbal communication skills. 

· Ability to engage in concise and effective interactions between other individuals as well as internal and external organizations and companies.

· Working knowledge of Washington state statutes, common law, regulations, policies, procedures.

· Skills in the preparation of competitive procurement documents, contracts, agreements, software licenses, interagency agreements, leases, and other forms of contractual instruments.

· Working knowledge of cost and price determination techniques.
· Excellent interpersonal skills and abilities to establish and maintain professional working relationships with co-workers, management, and other constituents.
· Ability to negotiate terms of contracts, agreements, and other contractual instruments.

· Ability to develop and coordinate competitive procurements, evaluate contractor performance and plan, develop and evaluate agency contract administration.


Qualifications and Credentials

A Bachelor's degree involving major study in business administration, public administration, business law, commerce, economics, mathematics, statistics, or closely allied field, AND 

Three years of experience in contract drafting, procurement management, contract cost or price analysis, process management, and contract compliance administration. 

Additional relevant experience may be substituted for education on a year for year basis. 
Advanced education in relevant areas may substitute for up to two years of the required experience.



SALARY RANGE: 60


· Workweek may fluctuate depending on workload or agency need.

· Overnight travel may be required based on business need.

· This position is not covered under the Fair Labor Standards Act (FLSA).
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