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PLEASE NOTE:  Opportunities may be subject to the current promotional and hiring restrictions. 
STATE-WIDE DISTRIBUTION

JOB OPPORTUNITY #086-14
DATE:   October 7, 2014
TITLE:  Government Representative 1 (Unclassified)   

FUNCTIONAL TITLE:  Manager, Office of Contract Policy and Management
SALARY: 
Commensurate with education and experience      

LOCATION: 
Division of Management & Budget, Office of Contract Policy and Management
                    
222 South Warren Street, Trenton, NJ 08625    

POSITION INFORMATION

DEFINITION: Under the general direction of the DHS Chief Financial Officer (CFO), the Manager of the Office of Contract Policy and Management is responsible for the administration and oversight of all Treasury-administered and/or third-party contracts, Memoranda of Understanding (MOUs), and Waivers of Advertising.  This position is responsible for the management, either directly or via dotted-line, for five (5) staff.

EDUCATION: Graduation from an accredited college or university with a Bachelor’s degree.

EXPERIENCE: A minimum of four (4) years of experience in public bidding and/or contracting processes for governmental entities with an emphasis on the development of Requests for Proposals (RFPs), Memoranda of Understanding (MOUs) or similar agreements, policies and procedures.  

Applicants must also demonstrate knowledge of State procurement law, regulations and circulars, as well as an understanding of the role of the control agencies involved in Executive Branch procurement processes.

Prior supervisory experience is preferable.

DUTIES AND RESPONSIBILITIES: 
· Assist DHS divisions in the interpretation and application of DHS contract policies, procedures and circulars for third-party and Treasury-administered contracts.

· Maintain, update and monitor the accuracy and efficacy of the Contract Policy and Information Manual and the Contract Reimbursement Manual utilized by both DHS and the Department of Children and Families.

· Establish standards, guidelines, policies and protocols for contract operations within DHS, and that pertain to both third-party contracts and Treasury-administered contracts.

· Analyze departmental policies and practices for contracting in order to enhance DHS' collaboration with vendors/providers and to better serve consumers.

· Identify opportunities to streamline and improve the administration, consistency and coordination of departmental contracting policy.

· Liaise with the Department of the Treasury relative to procurement processes administered by the Division of Purchase and Property.  Liaise also as necessary with other control agencies, including but not limited to the Office of Information Technology, Office of Management and Budget, and Office of the State Comptroller.

· Review, analyze and comment on Requests for Proposals (RFPs), Waivers of Advertising, MOUs, and amendments and extensions for Treasury-administered contracts for adherence to rules, regulations, policies and circulars.

· Responsible for writing RFPs on behalf of DHS’ divisions. 

LICENSE:  Appointees will be required to possess a driver’s license valid in New Jersey only if the operation of a vehicle, rather than employee mobility, is necessary to perform essential duties of the position.

RESUME SUBMITTAL
Interested candidates possessing the requirements listed, should forward resumes with the job opportunity # as indicated below:

SUBMIT TO:  Department of Human Services


         Office of Human Resources


         PO BOX 700



         Trenton, NJ  08625


         Attn:  Lori Mattozzi, Personnel Assistant 1

EMAIL:  DHSResumes@dhs.state.nj.us  Please indicate job opportunity number in the subject line.

RESPOND BY:    October 21, 2014.
DHS-CO REVIEW:  AM 10/6/2014
IMPORTANT NOTICES

(1) RESIDENCY - Effective 9/1/11, NJ PL 70 (NJ First Act), requires all State employees to reside in New Jersey, unless exempted under the law, or current employees who live out-of-state and do not have a break-in service of more than 7 calendar days, as they are “grandfathered.”  New employees or current employees who were not grandfathered and who live out-of-state have one year after the date of employment to relocate their residence to New Jersey or request an exemption.  Current employees who reside in NJ must retain NJ residency, unless he/she obtains an exemption.  Employees who fail to meet the residency requirements or obtain an exemption will be removed from employment.
(2) DRUG SCREENING - If you are a candidate for a position that involves direct client care in one of the Department of Human Services’ hospitals or developmental centers, you may be subject to pre and/or post-employment drug testing/ screening.  The cost of any pre-employment testing will be at your expense.  Candidates with a positive drug test result or those who refuse to be tested and/or cooperate with the testing requirement will not be hired.  You will be advised if the position for which you’re being considered requires drug testing and how to proceed with the testing.
New Jersey is an Equal Opportunity Employer


