APPLICANT QUESTIONNAIRE

PURCHASING AGENT, GS-1105-5/6/7


NAME:  _____________________________________

Grade 5
1.
You must have completed four (4) years of college in any field, OR have one (1) year of specialized experience equivalent at least to GS-4, OR a combination of education and experience to qualify for GS-5.  Select the one answer which best describes your education/experience.

a.
I do not meet or exceed any of these requirements.

b.
I have successfully completed a full four-year course of study from an accredited college or university.
c. 
I have a combination of education and experience as described in the vacancy announcement.

d. 
I have one (1) year or more of specialized experience equivalent to at least the GS-4, as described in the announcement.

Your response:  

2.
Which of the following purchasing activities have you performed on a regular basis?  (Select all that apply.)
a. 
Purchase a variety of commercial supplies by placing delivery orders against established contracts.
b. 
Verify completeness of item descriptions, minimum allowable purchase quantity, estimated cost, and source of supply by referring to schedules, vendor’s catalogs, and history files.

c. 
Consolidate orders to meet minimum ordering quantities.

d. 
Purchase commercial supplies through competitive open market by identifying sources from established lists, catalogs, and/or newspaper ads.

e.  
Negotiate with vendors on a limited variety of issues such as price breaks for items ordered before a sale date, accelerated delivery, reduction of service charges, and waiver of restocking fees.

f. 
Determine the best offer and make an award through review and comparison of proposals with different terms.
Your response:  

3.
Have you ever been responsible for a company purchase card? 

a. 
Yes

b. 
No
4.
Have you reconciled a company purchase card statement and provided back up documentation for purchases?  
a. 
Yes
b. 
No
Grade 6

1.
At this level, you cannot substitute education for specialized experience.  You must have at least one (1) year of specialized experience as described in the announcement.  Please select the response that best describes your experience. 

a. 
I do not meet the requirements as described.

b. 
I have one (1) year of specialized experience equivalent to GS-5.

Your response:  
2.  
Which of the following purchasing activities have you performed on a regular basis?  (Select all that apply.)

a. 
Made purchases involving specialized requirements such as unstable price or product characteristics, hard-to-locate sources, or similar complicating factors.
b. 
Have analyzed product or service descriptions that have unique characteristics to identify problem areas in work statements or specifications to determine if quotes are responsive or decide if substitutions are acceptable.

c. 
Have prepared detailed Requests for Quotes for specialized services and supplies or specially manufactured equipment.
d. 
Have evaluated quotes against requirements and reconciled discrepancies in prices offered, terms, delivery dates, shipment costs, etc.

e. 
Negotiated with vendors on a variety of issues such as prices, delivery, warranty, etc. during pre-award phase. 

f. 
Prepared award documentation that addresses all company or agency policies and/or regulations.

g. 
Issued purchase orders on a competitive basis.

h. 
Issued delivery orders against established contracts or other sources of supply.
Your Response:  

Grade 7

1.  
At this level, you cannot substitute education for specialized experience.  You must have at least one (1) year of specialized experience as described in the announcement.  Please select the response that best describes your experience.

a. 
I do not meet the requirements as described.

b. 
I have one (1) year of specialized experience equivalent to GS-6.
Your Response:  

2.  
Which of the following purchasing activities have you performed on a regular basis?  (Select all that apply.)

a. 
Made competitive or sole source small purchases that involve collecting data to determine price reasonableness for new items.

b. 
Prepared detailed written solicitations, tailoring special terms and conditions, or other matters of similar complexity.
c. 
Used various price evaluation techniques to evaluate prices or costs for requirements with inadequate price history or to evaluate allowable charges for requirements involving special cost features.

d. 
Have developed and relied on a broad knowledge of market sources for a wide range of specialized items or services and typical vendor modes of operation and ways of doing business.

e. 
Have used various acquisitions clauses, such as those pertaining to inspection, acceptance, packaging, or testing to select or tailor clauses for purchases that involve special handling.

f. 
Have developed complex RFQs for specialized services and construction or specially manufactured goods/supplies. 
g. 
Issued unilateral contractual instruments to establish purchase orders, calls against Blanket Purchase Agreements, and credit card purchases.

h. 
Issued delivery orders against established contracts.

Your Response:  

All Grades
1. 
Select the automation programs which you have used.

a. 
Prism (Procurement and contract writing system – commercial)

b. 
STRIPES (Procurement and contract writing system – federal)

c. 
Other contract writing systems.
d. 
Other electronic commerce (purchasing) systems.

Your Response:  

2. 
I understand that the responses provided in this questionnaire must be fully supported in my resume.  I further understand that my resume must provide detailed descriptions and/or examples of my knowledge, skills and abilities as required in the vacancy announcement and that my failure to do so may result in my being rated “ineligible” or “Not Qualified” for this position.

a. 
Yes
b. 
No

Applicant’s Signature

Date
1

