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JOB DESCRIPTION & PERFORMANCE EXPECTATIONS 

Title:			Procurement Technical Assistance Center Director (PTAC)
Reports to:		Director of Programs
________________________________________________________________________________________

Responsibilities: The PTAC Director is responsible for management and implementation of all programmatic duties directly related to the Procurement Technical Assistance Center to ensure program integrity and quality client service delivery while meeting the Department of Commerce and Economic Opportunity (DCEO) contract goals. Represent the Women’s Business Development Center in a professional and courteous manner while upholding the mission and values of the organization.

Major responsibilities:
· Provide counseling to established business owners and assist them to compete for, win and fulfill contracts by strengthening sales, operations and marketing functions of the business
·  Develop and maintain relationships with government entities and women business owners through on-going strategic outreach

Programmatic Duties:
· Provide one-on-one counseling to guide business owners through the process of completing required government forms for procurement opportunities, including certification and bidding in federal and state local government and major prime contractor markets
· Assist small businesses to determine their market niche in procurement opportunities  with government entities and corporations
· Provide leads to clients on business opportunities
· Review bid opportunities including the use of SoftShare’s BidMatching service and WBDC’c online sourcing tool, WBENC Link. Notify clients of bid opportunities, distribute to PTAC clients and WBEs for government contracts
· Identify bid opportunities for WBDC clients and assist them with preparing bids  
· Schedule and deliver training workshops
· Provide information to clients about WBDC/WBENC certification program in Midwest market
· Counsel business owners on managerial and technical aspects of expanding small businesses into the government sector
· Consult with government agencies and corporations regarding procurement assistance programs for small business owners
· Refer business owners to other WBDC counselors on state and federal taxes, income/cash flow statements, human resource management matters
· Develop and implement with appropriate WBDC staff, marketing and promotion strategies for PTAC
· Effectively manage administrative assistant tasks
· Ongoing communication with PTAC clients and respond to client needs
· Obtain information on PTAC client status including  business growth, jobs created, revenue growth or decline
· Participate in DCEO/PTAC programmatic reviews
· Create and distribute bi-weekly “Insider”  WBDC electronic newsletter of business contract opportunities, contract awards, success stories and upcoming events of interest to PTAC clients

Relationship Management:
· Network to increase the visibility of the WBDC PTAC client services
· Establish and cultivate relationships with government agencies and prime contractors
· Recruit Illinois small business owners for participation in PTAC programs
· Attend quarterly PTAC / DCEO meetings and two PTAC training sessions (6 meetings annually at a minimum) 
· Conduct  procurement outreach and  training sessions to be sponsored or co-sponsored by the WBDC   and PTAC
· Participate in trade shows, outreach conferences and other  special events as required

Administrative:
· Maintain current and accurate Softshare database client record  files
· Record and file counseling session notes, workshops and seminars
· Document all activities of the Procurement Technical Assistance Center
· Submit monthly/quarterly PTAC reports to DCEO
· Send requests for  Economic Impact Data collection
· Generate reports and track progress towards meeting program goals.

Other duties as indicated by scope of work

Key Contacts:
Internal - Other Counseling staff, Director of Programs, Vice President Operations / Administration, 
                and CO-Presidents
External - Frequent contact with clients, local, state, and federal agency representatives

Position Requirements:
The PTAC Director position involves a high level of client interaction and relationship building to ensure client satisfaction.  The position requires a person to be detail orientated, able to manage multiple tasks and meet performance expectations.  Bachelor’s degree and / or 5+ years successful professional business experience preferably in procurement and business development.

· Ability to grasp complex contract compliance terms and details
· Ability to handle confidential information
· Strong interpersonal, organizational and customer service skills
· Ability to interact with all levels of the organization and external contacts 
· Excellent written, verbal communication and listening skills
· High energy level 
· Project a professional and positive image in dress, body language and attitude
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