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                                                      CLASS:  Staff EDP Acquisition Specialist
     NOTE:  Each position within this classification may perform some or all of these tasks.
	Task #
	Task
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	ACQUISITIONS

	1. 

	Analyze department and/or statewide requirements specific to Information Technology and Telecommunications (IT) goods and/or services by reviewing the technical specifications, administrative and business requirements and contract terms and conditions for completeness and accuracy to facilitate acquisitions in compliance with the State policies and procedures including the State Contracting Manual (SCM), the Purchasing Authority Manual (PAM), State Administrative Manual (SAM), State Information Management Manual (SIMM) and State purchasing laws and codes.


	2. 
	Ensure applicable internal and/or control agency approvals have been obtained in accordance with State policy and procedure prior to proceeding with IT acquisition request. 


	3. 
	Consult with the Standards & Quality Control Section engineers to determine if required and/or offered IT goods and/or services comply with State standards and specifications.  


	4. 
	Conduct meetings with high-level agency personnel throughout the procurement process, as required, to develop and process the solicitation, evaluate proposals and facilitate contract award within the guidelines of State purchasing codes, process and procedures.


	5. 
	Develop solicitation documents utilizing the Procurement Information Network (PIN) system and/or Microsoft Office suite for the solicitation, contract language, and support documents in compliance with State Procurement policies and procedures.


	6. 
	Ensure the client agency’s IT requirements are met at a fair and reasonable price using best value criteria while maintaining bidder competition and compliance to the solicitation requirements. 


	7. 
	Publish solicitation on California State Contracts Register in accordance with State purchasing codes, process, and procedures and notify bidders of release.


	8. 
	Lead project teams to facilitate the procurement phase such as:  bidder conferences, on-site inspections, confidential discussions, question and answer sets, and negotiation of contract terms and conditions following State purchasing codes, process and procedures.


	9. 
	Lead project teams to evaluate and negotiate solicitation and/or contract language change proposals from competing bidders by determining, with concurrence from the department’s legal counsel, if such proposed changes should be made.


	10. 
	Evaluate bidder proposals with project team to ensure that required information has been received and bidder meets solicitation requirements as outlined in the solicitation.


	11. 
	Participate in the testing or demonstration of the bidders’ proposed solution(s) and evaluate to ensure compliance with demonstration requirements as defined in the solicitation.


	12. 
	Facilitate the evaluation and scoring of technical proposals to quantify bidders proposed solution in accordance with the evaluation criteria as defined in the solicitation, ensuring fair and equitable consideration to all bidders.


	13. 
	Conduct Public Cost Opening with bidders and project team to publicize bidders submitted cost proposals and technical scores in accordance with evaluation criteria in the solicitation and in compliance with the Public Contract Code.


	14. 
	Determine bidders’ final scores using the scoring methodology defined in the solicitation and apply preferences (i.e., Small Business, TACPA, LAMBRA and EZA) as required by code, in order to identify the awardee.


	15. 
	Develop Evaluation & Selection report documenting entire solicitation process including recommendation for contract award, as directed by Procurement Division (PD) policy and procedures.


	16. 
	Provide Evaluation & Selection report to PD management, review acquisition process, identify any issues or potential problems, and obtain management approval for contract award.

	17. 
	Develop and issue Notification of Intent to Award and notify bidders as directed by Procurement Division policy and procedures.

	18. 
	Coordinate and respond to protests following formal and/or informal dispute process and procedures by meeting with PD management, Dispute Resolutions Unit, legal counsel and client agency representatives.


	19. 
	In order to resolve protests, investigate and research disputed information, provide written documents and participate in hearings for resolution as required on the basis of the protest.


	20. 
	Compile contract documents, obtain necessary approvals to award contract, distribute contract to appropriate parties and log in to State Contract and Procurement Registration System (SCPRS) in accordance with PD policy and procedures. 

	21. 
	In order to assist clients in determining the most appropriate IT acquisition methodology and/or procedures to follow, provide IT acquisition consulting services in accordance with DGS-PD policies, State Administrative Manual, State Contracting Manual, Government Codes and Regulations, Management Memos, Executive Orders, etc. using a personal computer, related software applications, and various office and communication equipment.


	22. 
	Using PD guidelines, advise suppliers on the purpose for specific requirements and the various solicitation steps including submission of compliant bids, evaluation criteria, award methods, and protest procedures by meeting with supplier’s representatives. 


	23. 
	In order to assure continuous improvement of the IT acquisition process, complete special projects as assigned in accordance with the State Administrative Manual, State Contracting Manual, Government Codes and Regulations, Management Memos, Exec. Orders, etc. using a personal computer, related software applications, and various office and communication equipment.


	24. 
	Process Public Records Act (PRA) requests for IT acquisitions by identifying the types of documents required and establishing timelines to meet all statutory and division policies, retrieve applicable documents and transmit to division PRA coordinator and legal counsel.


	25. 
	Develop and/or recommend improved acquisition tools and techniques to enhance the IT acquisition process by conducting research on new systems and/or software capabilities and staying current with new technology features using internet tools and discussion with suppliers.


	26. 
	Conduct meetings and communicate with state departments by meeting with high-level agency personnel including office or program managers, office chiefs, department’s CIO, etc. to provide advice and guidance on new legislative changes, regulatory changes, and new policies and/or procedures that impact IT and telecom purchasing and contracting services.


	27. 
	Participate in the development of the CAL-PCA training course content for the competitive and non-competitive acquisition of IT goods and services in accordance with the State Administrative Manual, State Contracting Manual, Public Contract Codes, Government Codes and Regulations.


	28. 
	Review Non-Competitive Bid requests to ensure adequate justification and appropriate approvals have been obtained and recommend approval or non-approval in compliance with PD policy and procedures and process accordingly.


	29. 
	Process and approve IT contract amendments in accordance with PD policies and procedures.


	
	CONTRACTS

	30. 
	Negotiate contract terms, conditions and prices with manufacturers for software products and services in order to meet the purchasing needs of State and local agencies in accordance with State purchasing codes, process and procedures. 


	31. 
	Review suppliers’ offers for IT contracts to ensure compliance with State purchasing codes, process and procedures.


	32. 
	Advise and assist suppliers with obtaining or modifying IT contracts in accordance with State purchasing codes, process and procedures.


	33. 
	Approve and accept suppliers’ offers for IT goods and services and issue contracts in accordance with State purchasing codes, process and procedures.


	34. 
	Manage supplier contracts to ensure compliance with contract requirements. 


	35. 
	Review, approve and issue amendments to contracts, as needed, to accommodate suppliers’ needs and changes in State purchasing codes, process and procedures.


	
	PURCHASING AUTHORITY AND COMPLIANCE

	36. 
	Review, approve and issue purchasing authority to State agencies for IT goods and services in compliance with State purchasing codes, process and procedures.


	37. 
	Advise and assist State agencies with obtaining or modifying IT purchasing authority in accordance with State purchasing codes, process and procedures.
 

	38. 
	Performs compliance reviews of departments’ IT procurement practices to ensure adherence to State purchasing guidelines. 

	39. 
	Consult and advise with State departments, having delegated purchase authority, regarding procurement laws, rules and regulations as needed.


	40. 
	Review and approve agency requests for one-time IT delegations and provide oversight throughout the acquisition process in accordance with State purchasing codes, process and procedures. 


	41. 
	Perform studies and recommend solutions and/or policy pertaining to purchasing authority and/or compliance practices in accordance with State purchasing codes, process and procedures.


	42. 
	Review exemption requests to ensure adequate justification and appropriate approvals have been obtained and recommend approval or non-approval in compliance with PD policy and procedures and process accordingly.


	
	POLICY AND PROCEDURES

	43. 
	Research and analyze complex procurement policies and practices in the commercial sector, federal environment and other States to assist in the development of PD policy documents and guidelines.


	44. 
	Participates in the development of tools and templates to assist customers in implementing state procurement policy in accordance with State purchasing codes, process and procedures.


	45. 
	Coordinates IT procurement policy development efforts with affected stakeholders in order to obtain input and/or consensus from concerned parties under the direction of PD management.


	46. 
	Identifies current policies affected by new legislation and recommends an effective course of action for compliance as directed by PD management.


	47. 
	Make recommendations for legislative changes needed to develop new and/or improved contracting and procurement policies as directed by PD management. 


	48. 
	Develop Evaluation Criteria and Cost Models or Cost Tables independently or in cooperation with client agencies for inclusion in the Solicitation document to facilitate the procurement process in accordance with State purchasing codes, processes and procedures.
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