NOTICE OF VACANCY

JOB TITLE:




CONTRACT ADMINISTRATOR 1

JOB STATUS:



Classified,Unrepresented
Fulltime, 40 hours week
DEPARTMENT/DIVISION:
Health and Human Services - Social Services, Transit
 
PHYSICAL LOCATION:


Varies




DATE OF VACANCY:


Wednesday September 5, 2007,
MINIMUM SALARY:


$51,772
CLOSING DATE FOR APPLICATIONS:
Friday, September 21, 2007
TENTATIVE START DATE:

ASAP after closing date
MINIMUM REQUIREMENTS:


Graduation from an accredited college or university with a Bachelor's degree.


Three (3) years of experience involving contract/grant work, project financing, 
construction administration, and/or budget and management operations of a government 
or business entity, at lest one (1) year of which shall have involved responsibility for 
some aspect of contract/grant administration


Applicants who do not possess the required education may substitute additional 
experience as indicated on a year-for- year basis with thirty (30) semester hour credits 
being equal to one (1) year of experience.


A Master's degree from an accredited college or university in Accounting, Finance, 
Business, Public Health, Public Administration, Hospital Administration, or Social Work 
(with concentrations in Health, Public Administration, or Social Policy) may be 
substituted for one (1) year of the above experience. However, there is no substitution for 
the one (1) year of experience, which includes responsibility for some aspect of 
contract/grant administration.


Appointees will be required to possess a driver's license valid in New Jersey only if the 
operation of a vehicle, rather than employee mobility, is necessary to perform essential 
duties of the position.

JOB DUTIES:

Develops and/or administers contracts for the provision of services.

 
May conduct the solicitation or Request for Purchase (RFP) bidding process, drafts and 
negotiates contract language, and develops contract evaluation criteria.

 
May participate in the development of procedure manuals and policy transmittals 
containing financial and administrative contract/grant application guidelines that comply 
with laws and regulations and promote standardization, administrative and cost 
efficiency, accountability, and integrity in the contracting and/or grant process, and in the 
delivery of purchased services.

 
Conducts field visits and reviews reports to ensure compliance with and adherence to 
prescribed department-wide contract/grant policies and procedures and federal and state 
regulations; recommends changes when required.


Takes the lead or conducts complex work associated with the planning and preparation 
involved in the management of construction and/or professional service contracts 
associated with building programs for new facilities and/or the renovation of existing 
facilities.

 
Conducts contract award meetings and reviews documents to ensure compliance with and 
adherence to prescribed department-wide contracting policies and procedures and Federal 
and/or State regulations to ensure the efficient management of contracts; recommends 
changes based on monitoring experience.

 
As required, initiates, reviews and finalizes scope of work and/or specification 
development documents for those projects requiring use of outside architect or engineer 
services.

 
Attends selection meetings to ensure the selection of qualified architects and/or engineers 
upon successful completion of approved scope-of-work documents.


May award or coordinate the review and selection process for the awarding of contracts.

 
Utilizes a computerized contract/grant information system, compiles input data, analyzes 
output information and prepares reports.

 
Exercises review and approval authority over purchase of health and human services 
proposals and contract/grant modifications.

 
Prepares and processes various contract documents according to current administrative 
policies and procedures.

 
Acts as liaison and mediator with using agencies, project managers and contractors; 
interprets and resolves disputes about contract terms.

 
Provides technical assistance in the areas of proposal/contract preparation review and 
approval control, the development and management of adequate contract/grant 
administration and financial reporting systems, contract/grant monitoring, modification, 
amendment and closeout, audit compliance, service evaluation, and consultant and

 
contractor classification.

 
Administers financial aspects of contract/grant award including procurement, vendor 
invoice review and voucher processing, financial analysis, quality assurance, change 
orders and/or investigating disputes and appeals.


Monitors vendors and other contractees for compliance with contract requirements.


Reviews, audits and resolves discrepancies in consultant and construction invoices to 
ensure compliance with financial contract terms.


Collects and analyzes data and prepares reports; notifies supervisor of problems.

 
Ensures completion of contract/grant closeout, including final invoice payments, 
compliance inspections and audits.

 
Evaluates the effectiveness of contracted services and provides consultation and expertise 
to using agency management.

 
Participates in the resolution of audit findings relating to design, construction and 
procurement contractors.

 
May participate in the analysis of new legislation and regulations regarding contract/grant 
operations of the department.

 
Establishes and maintains essential records and files.

 
Participates in in-service training programs.

 
May supervise and coordinate the activities of subordinate professional and technical 
staff responsible for aspects of contract/grant administration.

RETURN COMPLETED APPLICATIONS (or RESUME) TO

(Standard County Application Form is located at the following address or www.sussex.nj.us):


COUNTY OF SUSSEX


Sussex County Administrative Center


Office of Employee Services

                                             
One Spring Street


Newton, NJ 07860

