Information Technology Contracting and Procurement

IT Contract Manager

Possess a current knowledge of business trends, government regulations, commercial business
laws and regulations, software licensing practices, as well as negotiation and pricing techniques, in
order to effectively negotiate contracts and to advise executive management of the contractual
ramifications associated with agreements and actions contemplated by DIR. Responsible for
developing and implementing a strategic direction for supplier performance, working with top
leadership and senior managers across departments. The Contract Manager will work with a wide
range of internal and external stakeholders to ensure that the supplier performance and contract
management strategy is understood and that effective support for the strategy is achieved. Shall
be responsible for developing and managing strategic contracts in accordance with the Council’s
vision, policies, governance arrangements and values. Will Develop and manage strategic contracts
that reflect customers’ needs and take account of legislation, H&S, fraud prevention, sustainability
and workforce issues.

Operationally manage the specified portfolio of Customer expenditure on a day-to-day basis in line
with the overall strategy, including: Managing performance to SLAs and against KPIs; Ensuring
other contractual obligations are fulfilled, including Health and Safety and Sustainability;
Understanding the customer experience, including managing any comments or complaints;
Communication and escalation internally and externally; Maintaining contingency plans and
managing risks; and Budget management.

Deliver efficiencies and service improvements, leading on continuous improvement initiatives,
including: Improving the customer experience including proactive action to prevent future
complaints;  Regular benchmarking and alternative service modelling activities; Exploring
opportunities for collaboration across public sector; Maintaining contact with the marketplace to
be aware of the latest trends and sector initiatives; Assisting Customer make Value for Money
(VFM) choices when commissioning change to existing contracts; Process efficiencies and
communications enhancements; Ensuring appropriate career development and knowledge sharing
opportunities are available to staff.

Must have rich knowledge of contracting concepts and contract acquisition law and regulations.
Knowledge of Federal Government Contract types as well as State Contracts, an advanced working
knowledge of the FAR, working of standard state and commercial contract terms, property and
equipment is a plus.

Understands EIR Accessibility requirements and their technical specifications. Ensures the EIR
Accessibility is integrated into the project lifecycle at the appropriate points (planning, design,
development, test, etc.) and ensures that resources are included to implement EIR accessibility
within the project.

o Level 1: 5+ years of experience leading competitive bidding processes (Request for
Proposals, Request for Information, Invitation for Bids, etc.) and contract negotiations.
Must have experience with standard concepts, practices, and procedures relating to
Government Agencies, DOD and IC contracting; relying on experience and judgment to



plan and accomplish goals. Experience with large integration programs/proposals, and
performance-based programs a plus. Certified Texas Contract Developer (CTCD), Certified
Texas Contract Manager (CTCM), Certified Federal Contracts Manager (CFCM) or Certified
Professional Contracts Manager (CPCM) credentials a plus.

e Level 2: 10-15 years of experience working as a Contract Manager with 5+ years of
experience drafting/developing business contracts for IT, Professional Services, Software
Development, COTS based solution, System Integration, Cloud, Big Data, Business
Intelligence Reporting and equivalent task areas. Must have a demonstrated experience
for 5+ years leading competitive bidding processes (Request for Proposals, Request for
Information, Invitation for Bids, etc.) and contract negotiations. Must be having a Universal
Public Procurement Certification Council (UPPCC) Procurement Certification, or another
state, nationally or federally recognized procurement certification/credential. For ex:
Certified as Public Purchasing Officer (CPPO), Certified Professional Public Buyer (CPPB)
from UPPCC, Certified Federal Contracts Managers (CFCM) or Certified Professional
Contract Manager (CPCM) or any equivalent certification such as Certified Texas Contract
Developer (CTCD) or Certified Texas Contract Manager (CTCM).

IT Contract Contracts Administrator/Technician

Provides technical assistance to program staff and contractors regarding contract procedures.
Maintains contract file information and/or enter contract data into contract management
databases. Maintains accurate and current contract information. Maintains contract file
information in accordance with customer policy and procedure, including ensuring that documents
are timely and correctly filed, and disposed of in accordance with records retention policy and
procedure. Uploads contract related documents and enters contract related data into contract
records database in accordance with agency policy and procedure. Assists Contract Manager with
preparation of documents contract execution in accordance with agency policy and procedure and
coordinates the logistics of routing contracts for signature with contractors. Conducts any required
vendor background checks prior to renewal and contract execution. Provides technical assistance
to contractors and agency staff on questions related to contract compliance, processing and
management. Provides contractors with information and updates in required forms and agency
policies and standards or performance. Reviews contract data for upcoming renewal and
expiration periods and updates calendar for completing all renewals and contract close-outs
timely. Receives and documents timely compliance reports. Notifies contractors when reports have
not been timely received.

e Level 1: 1-3 years of experience in the field or in a related area. Has knowledge of
commonly used concepts, practices, and procedures within a particular field. Relies on
instructions and pre-established guidelines to perform the functions of the job. Primary
job functions do not typically require exercising independent judgment. Certified Texas
Contract Developer (CTCD), or Certified Texas Contract Manager (CTCM credentials a plus.

o Level 2: 4-7 years of experience in the field or in a related area. Familiar with standard
concepts, practices, and procedures within a particular field. Relies on limited experience
and judgment to plan and accomplish goals. A certain degree of creativity and latitude is
required. Works under limited supervision with considerable latitude for the use of



initiative and independent judgment. Certified Texas Contract Developer (CTCD), or
Certified Texas Contract Manager (CTCM credentials a plus.

e Level 3: 8 or more years of experience, relies on experience and judgment to plan and
accomplish goals, independently performs a variety of complicated tasks, a wide degree of
creativity and latitude is expected. Certified Texas Contract Developer (CTCD), or Certified
Texas Contract Manager (CTCM credentials a plus.

IT Procurement Specialist

Possess a current knowledge of business trends, government regulations, software licensing
practices, as well as negotiation and pricing techniques, in order to effectively find manufacturers
for a particular technology product or service, ensure order fulfillment with vendors and negotiate
pricing and delivery schedules.

e Level 1: 1-3 years of experience in the field or in a related area. Has knowledge of
commonly used concepts, practices, and procedures within a particular field. Relies on
instructions and pre-established guidelines to perform the functions of the job. Primary
job functions do not typically require exercising independent judgment. Certified Texas
Contract Developer (CTCD), or Certified Texas Contract Manager (CTCM credentials a plus.

e Level 2: 4-7 years of experience in the field or in a related area. Familiar with standard
concepts, practices, and procedures within a particular field. Relies on limited experience
and judgment to plan and accomplish goals. A certain degree of creativity and latitude is
required. Works under limited supervision with considerable latitude for the use of
initiative and independent judgment. Certified Texas Contract Developer (CTCD), or
Certified Texas Contract Manager (CTCM credentials a plus.

o Level 3: 8 or more years of experience, relies on experience and judgment to plan and
accomplish goals, independently performs a variety of complicated tasks, a wide degree of
creativity and latitude is expected. Certified Texas Contract Developer (CTCD), or Certified
Texas Contract Manager (CTCM) credentials a plus.

Undefined Title: Information Technology Contracting and Procurement
Customer defined title, position, job description, and experience level. This Undefined Position
does not have an associated Not to Exceed Rate. Customers must competitively solicit DIR ITSAC
Vendors in accordance with threshold requirements and n



