U.S. PROBATION OFFICE
DISTRICT OF PUERTO RICO

VACANCY ANNOUNCEMENT NO. 2016-03
Position Title: PROCUREMENT TECHNICIAN

The U.S. District Court Probation Office for the District of Puerto Rico is seeking fully bilingual candidates for Procurement
Technician as follows:

Number of Vacancies: One (1) Full-Time Position.

Annual Salary Range: CL25/01 - CL 26/61 ($38,704 - $69,289) annually plus 4.20% Cost of Living Allowance). Promotion
Potential to CL27 ($46,835 - $76,152) without further competition. (The above-stated classifications depend on candidates
qualifications and experience).

Closing Date: Open until filled. (Preference will be given to those who apply by February 29, 2016).
Qualification Standards: The incumbent should:

Possess general knowledge of court operations and functions;

Fluency in English and Spanish languages (written, oral and translation);

Knowledge in the use of Windows, WordPerfect (desirable), MS-WORD, and computer literacy;
Possess excellent organizational skills;

Exercise mature judgement;

Possess ability to work under pressure; deadlines, due dates, etc;

Must be able to regularly lift boxes, move furniture and equipment, as necessary;

Valid Puerto Rico driver’s license;

Assist in the management of government vehicles.
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Main Duties: Please refer to the attached job description.

Regquirements: Two year college degree, but preferably Bachelor's Degree in Office Systems Administration, Computer Sciences
or Business Administration, from an accredited college or university is preferred. Two or more years of specialized experience
for placement at CL26, including at least one (1) year equivalent to work at the CL25 level).

Information for Applicants: This position is subject to mandatory electronic fund transfer participation for payroll deposit.
Candidates will be subject to fingerprinting, pre-employment background investigation, and financial/credit record checks. A
written examination will be provided to qualified candidates. An interview will be granted depending upon the written examination
results. No phone calls will be accepted. Applicants must be United States citizens. Positions with U.S. Probation Office are
designated as workplace drug testing positions and applicants considered for position will be subject to pre-employment drug
testing.

Application Procedure: Qualified candidates who wish to apply, must submit a cover letter and résumé detailing your education
and work experience via email to:

Mrs. Evelyn Cruz-Rivera
Personnel Technician
evelyn cruz@prp.uscourts.gov
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Job Title Procurement Technician CL-25

Occupational Group® | Administrative Court Support

Job Summary

The Procurement Technician performs and coordinates administrative, technical, and professicnal work
ensuring that the court unit is provided with supplies, materials, equipment, and services reguired for
optimal functionality. The incumbent ensures compliance with appropriate guidelines, policies, and
internal controls. Duties include purchasing supplies, equipment, and fumishings within a set dollar
amount, and preparing bids, as required. The Procurement Technician may assist with procurement
related projects at the direction of higher level staff.

Representative Duties

e Procure supplies, equipment, services, and furnishings from govemment and non-government
sources through new contracts, competitive bids, or existing government contracts. Plan and
coordinate time and delivery of purchases. Compare invoices against purchase orders for type,
quantity, and condition.

s Assess requests for goods and services by ensuring they are allowable under limitations,
restrictions, and policies. Confirm availability of funds. Provide expenditure reports to
supervisor for budget control purposes.

o Prepare purchase orders from approved requests; ensuring proposed purchase will satisfy the
requestor’s need, and forward for approval. Review invoices from suppliers and prepare
payment vouchers for approval, including supporting documentation.

e Order repairs and oversee maintenance on office equipment, including monthly meter reading
for all leased copiers. Deliver and issue materials and supplies to requestors and offices
throughout the district.

e Adhere to the Guide to Judiciary Policy and Judiciary Procurement Program Procedures.
Adhere to the court unit internal controls procedures.

e Assist with space construction projects: review blueprints and suggest alternate layouts for
maximum use of space; research potential vendors; order supplies and furniture for new space
projects.

Factor 1 — Required Competencies (Knowledge, Skills, and Abilities)

Procurement :

* Knowledge of procurement procedures, guidelines, policies, practices, and protocols used
within the court unit. Knowledge of general government procurement policies and procedures.
Knowledge of the court unit's needs and usage of supplies, equipment, and services.
Knowledge of financial systems and protocols needed to maintain purchase order information
and invoice payment data entry. Skill in preparing request for quotation documents. Skill in
completing various forms used in the procurement process and maintaining related records.
Skill in planning and coordinating time and delivery of purchases. Ability to interpret and
implement federal judiciary guidelines and policies regarding purchasing.

Court Operations
¢ Knowledge of the functions and procedures of the court unit.
Judament and Ethics

¢ Knowledge of, and compliance with, the Cade of Conduct for Judiciary Employees and court

confidentiality requirements. Ability to consistently demonstrate sound ethics and judgment.
Written and Oral Communication/interaction

e Ability to communicate effectively (orally and in writing) with requesters and vendors, providing
customer service and resolving difficulties while complying with regulations, rules, and
procedures. Ability to communicate with requesters to determine actual needs; and, ability to
evaluate whether proposed purchases will meet those needs.




Job Title Procurement Technician CL-25
Occupational Group* Administrative Court Support

information Technology and Automation
o  Skill in the use of automated equipment including word processing, spreadsheet, and database
applications. Skill in the use of systems used for preparing purchase orders, and completing
other procurement related tasks.

Factor 2 - Primary Job Focus and Scope

The primary focus of the job is to purchase materials, equipment, and supplies that support the
functioning of the unit through understanding the needs and priorities of the customers and users, as
well as evaluating whether current procurement activities are meeting those needs. The Procurement
Technician ensures accuracy and completeness of data, quality of service, and compliance with
internal controls, government requirements, regulations, and policies, while preventing legal or
personal liability against the unit executive and the employee. The work impacts mainly the personne!
of the unit served. Adequate supplies, operating equipment, and working environment are important
to create an efficient work atmosphere.

Factor 3 — Complexity and Decision Making

The job involves gathering and analyzing information to make routine purchases of supplies, equipment,
and fumishings. Decisions are based on knowledge of the policies, practices, and guidelines related to
purchasing supplies, equipment, and fumishings within the court unit. The Procurement Technician
usually develops options and recommends a course of action based on experience and expertise.

Factor 4A — Interactions with Judiciary Contacts

The primary judiciary contacts are the court unit staff for the purpose of determining purchasing needs
and delivering supplies, equipment, services, and furnishings.

Factor 4B — Interactions with External Contacts

The primary external contacts are vendors for the purpose of obtaining quotes and purchasing supplies,
equipment, services, and furnishings.

Factor § — Work Environment and Physical Demands

Work is performed in an office sefting and may occur at off-site locations or temporary duty stations. The
position requires routine lifting of boxes and moving fumiture and equipment.

*Occupational Group:

Operational Court Support Positions = O
Administrative Court Support Positions = A
Professional Administrative Positions = PA
Professional Line Positions = PL



