
Our innovative and growing company is looking to fill the role of small business.
Please review the list of responsibilities and qualifications. While this is our ideal
list, we will consider candidates that do not necessarily have all of the
qualifications, but have sufficient experience and talent.

Responsibilities for small business

May be assigned projects of a specialized nature to research and recommend
corrective action
Acts as an expert in providing support and assistance in proposals where
there is a small business/supplier diversity requirement
Responsible for coordinating data gathering with Contracts, Procurement,
and Program Management for reporting ISRs and SSRs into the ESRS system
Maintains reporting documents, files, correspondence, meeting minutes and
other appropriate and applicable documents, databases and corresponding
logs
Responsible for reporting on a corporate level all small business requirements
to include Executive level pertinent data
Attends outreach, trade fairs and various events to identify qualified small
and diverse businesses the planning of outreach sessions for small businesses
Reaches out to SB trade associations and BD organizations to build
relationships and support for outreach events
Administers subcontracting plan and analyzes and reviews subcontracting
goals to identify areas of improvement or revision and to determine
corporate risk, changes in relationships, law
Reviews and monitors the subcontracting plan for the utilization of Small
Businesses in accordance with contract requirements
Assists in monitoring subcontracting performance to achieve overall
subcontracting plan goals at a contract level

Example of Small Business Job Description
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Working knowledge of FAR, DFARS and other Federal Government
Contracting Regulations
Experience developing Small Business Subcontracting and Participation Plans
Experience with Small Business Subcontract Reporting
Must be organized, detail oriented and demonstrate strong time
management skills and be able to coordinate and prioritize multiple projects
in a fast paced environment
Contract or Subcontract Administration experience is a plus
Certification in Federal Procurement


