Position Description

Contract Administration Technical Specialist (CATS)

THSP Exception Position 4
The Contract Administration Technical Specialist is responsible for contract administration for contract resources assigned to an incident, with the exception of Aviation and National Contracts 

· Develop Incident contract administration needs and procedures.

· Review Incident needs and any special procedures with Unit Leaders, as needed.  Maintains close ties with Procurement Unit Leader and host unit Contracting Officer.
· Provides assistance and guidance to Operations and Logistics on matters of contract administration.

· Interprets all acquisition instruments and resolves issues within delegated authority.  

· Maintains documentation that pertains to contract administration and performance of contract resources.

· Coordinates and assists the Operations/Logistics personnel with final documentation of contract resources and assures all contract resources have a Performance Evaluation before demobilization.  

· Ensures copies of Performance Evaluations are mailed to the Contracting Officer on acquisition instruments. 

· Briefs Command and General Staff on current problems and gives recommendations on outstanding issues and follows-up as required.

· Briefs the Host Agency Contracting Officer of current problems and recommendations on outstanding issues and follows-up as required. 

· Maintains Unit Log (ICS Form 214).
