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TREENA GREENE
SENIOR ACQUISITION ANALYST
SKILLS:
· 1.5 years of Reverse Auction experience

· 1.9 years of DFAR experience

· 6 years of FAR experience
· 9 years of Procurement experience
· 9 years of Pre-Award experience

· 5 years of procuring IT products and IT services 

· Expert at preparing & issuing Requests for Quotations, Requests for Proposals, Invitations for Bids, Requests for Information and Task Orders
PROFESSIONAL EXPERIENCE: 
9/2008 – Present: Defense Centers of Excellence, Silver Spring, MD

LEAD SENIOR ACQUISITION ANALYST - Contractor

· Procurement Process Support; Identify, understand, analyze, articulate and ensure compliance with acquisition/contracting regulations, guidelines, policies, processes, and procedures as defined by federal and DoD requirements

· Draft complex Statements; Statements of Work (SOW), Statements of Objectives (SOO), including Performance Work Statements (PWS), and Performance-Based SOWs (PBSOW) 

· Draft Purchase Requests; Draft and monitor requests through TMA procurement process

· Draft special clauses and provisions; address TMA, DCoE PH/TBI, or unique program situations

· Confirm OCI Category Designations; Provide procurement support on acquisitions that fall within OCI category 2 and category 3

· Draft procurement documentations; sole source justifications, solicitations and requests for quotes, cost estimates, source selection plans and evaluation workbooks

· Articulate strategies for procurements and related acquisition plans

· Facilitate Award Fee determination deliberations

· Prepare detailed cost estimates

· Tracking procurement/acquisition documents

· Maintaining the program office contract files

· Market research

· Data analysis and recommendations

5/2007 – 9/2008:  U.S. Dept. of Labor, Washington, DC 

SENIOR CONTRACT SPECIALIST/CONTRACTING OFFICER/GS-1102-13

· Responsible for pre-award contract procurement support, creating and submitting RFQs, RFPs, IFBs and Task Orders in compliance with FAR regulations

· Conducts determination of needs and purchased IT products and services and writes statement of works/performance-based work statements

· Uses the following contracting vehicles: BPA’s, GSA Schedule, Sole Source, Direct 8a awards, Firm-fixed price, IDIQ, 8A-STARS, FedLink.

· Post request for proposals, information and/or quotes and evaluates proposals, negotiates contract terms and conditions 

· Conducts detailed cost and or price analysis and ensures that contract awards are within all applicable laws and regulations

· Prepares supporting documentation to include negotiation memorandums and justifications

· Performing contract administration to include extensions, funding, resolving delivery and acceptance disputes, performing contract closeout, preparing and processing protest actions, resolving contractor payment issues

1/2006 – 5/2007:  Dept. of Justice/Bureau of Prisons/UNICOR, Washington, DC 

CONTRACT SPECIALIST/CONTRACTING OFFICER\GS-1102-12

· Monitored contract activity at 14 Federal Prisons

· Prepared and submitted RFQ’s, RFP’s and RFI’s
· Procured items over $500,000 and purchased IT products and services and prepared detailed cost estimates to gauge consignment levels 

· Determined contracting methods Conducted reverse auctions and conducted pre-award and post-award conferences

· Conducted contractor selection activities and performed site visits and audited field contracts

· Evaluates proposals, conducts negotiations, performed contract administration 

· Performed contract close-out activities and developed program policy and procedures 

· Provided staff training 

4/2004 - 1/2006:  Dept. of Housing and Urban Development, Washington, DC 

CONTRACT SPECIALIST/GS-1102-11

· Conducting pre-solicitation activities and worked on pre-award contract specialist duties that consist of preparing and issuing Request for Quotations, Request for Proposals, IFBs and Task Orders

· Developed statement of works and assisted in preparing government cost estimates

· Obtained internal/external clearances

· Establishing evaluation criteria and synopsized requirements

· Conducted pre-award and post-award conferences

· Determined contracting methods (i.e. accelerated buys, GSA Buys, task order/multiple awards, interagency agreements, full and open, indefinite-delivery indefinite-quantity, firm-fixed price, commercial buys, small business set-asides, sole source, time and material, cost reimbursement and/or letter contracts and audited contracts

· Responding to protests, claims, disputes, emergencies and legal issues

· Contract administration to include negotiation memorandums, modifications, funding verification, issuing award notifications, resolving contractor performance and payment issues

· Conducted contract close-out activities and non-appropriated funds contracting activities (Ginnie Mae)

· Appropriated funds contracting activities (R&D and IT)

6/2003 – 7/2004:  Dept. of Housing and Urban Development, Washington, DC

ACQUISITION SPECIALIST – CONTRACTS/GS-1102-11

· Acquisition and maintenance of equipment and supplies and procured IT products and negotiated simplified procurements and contracts

· Contract administration included modifications, amendments, negotiation memorandums and award notifications

· Records management and Budget analysis (including forecasts)

· Wrote an instructional handbook for administrative staff and processed and tracked FOIA’s

· Maintaining time and attendance reports and records for 26 staff members

· Submitting Administrative Client Request Services (ACRS) requests 

6/2002 – 6/2003:  Dept. of Housing and Urban Development, Washington, DC

STAFF ASSISTANT
· Administrative support to the Assistant Secretary of Administration 

· Maintaining the Assistant Secretary's calendar and scheduling appointments using the electronic e-mail calendar, conference planning and travel
· Researching, assembling, and preparing reports, tables, and memoranda and attended meetings and briefed the Assistant Secretary on issues

· Handled personnel-related matters and provided instruction and guidance to subordinate staff 

· Prepared and submitted time and attendance reports for eight staff members and daily interaction with executive level staff

6/1997 - 5/2002:  Craven Correctional Institution, Vanceboro NC

PROCUREMENT SPECIALIST
· Approving funding and processing and tracking requests for contracts, interagency agreements and small purchases

· Purchasing for four cashless canteens and monitoring warehouse operations and expenditures

· Contract invoice review and provides advice and guidance to institution staff on procurement policies and procedures

· Medical service billing and creating usage orders for catalogued items

· Monitoring budget activity

· Completion of a bi-monthly budget summary

· Recommending, developing, and justifying budget estimates 

· Managing the operating budget and staffing 

· Submitting budget corrections and transfers to the Raleigh office

· Conducting training sessions on budget management

· Monitoring inmate welfare fund expenditure requests, monthly telephone bills and employee clothing expenditures

· Supervised the administrative, clothes house and accounting sections (22 staff members)

· Completing monthly staff evaluations 

· Maintained staff time and attendance

· Reviewed end of month reports, canteen activity and inventory, staff and inmate trust fund accounts and equipment control 

· Maintaining an inmate trust fund for 712 inmates 

· Processing of incentive wages and special funds

· Accountability and control of large equipment

· Processing motor vehicle and travel logs, expense vouchers, cashless canteen receipts, inmate trust fund operations, and inmate incentive wage operation

· Developed standard operating procedures. 

8/1994 – 4/1996:  Spaulding and Slye Colliers, Washington, DC
PROCUREMENT ASSISTANT - CONSTRUCTION

· Conducted market research

· Assisted in the preparation of statement of works and submitted request for bids using bid-fax

· Evaluated incoming proposals and prepared sub-contractor agreements

· Entered procurement actions into System 36 for electronic monitoring

· Created and processed amendments to the contracts and maintained and updated bulletin proposal status/project updates

· Provided monthly project updates on value and square footage and coordinated pre and post award meetings

· Reviewed AIA contracts and reviewed subcontractor invoices and certified for payment

1/1992 – 7/1993:  Smithy Braedon, Washington, DC

PROCUREMENT ASSISTANT - CONTRUCTION
· Assisted in the preparation of statement of works and submitted requests for proposals

· Evaluated offers and coordinated pre-award conferences and meeting for offerors

· Constructed and entered statistical reports and tables for upcoming projects

· Awarded proposals and prepared qualification packages

· Processed client leases and awarded amendments 

· Maintained contract files and reviewed sub-contractor invoices and certified for payment

EDUCATION:
Johns Hopkins University

School of Professional Studies in Business and Education, Baltimore, MD 

B.S. - Business and Management – May 2008
Craven Community College, New Bern, NC 

A.A. – General Education/Business Administration – May 2003
Walton High School - Bronx, NY – June 1983
JOB RELATED TRAINING:

· 2007 – Training through FAC-C Level III completed. CON 210 Contract Law, CON 353 Advanced Business Solutions.

· 2006 - CON 100, Shaping Smart Business Arrangements, CON 110 – Mission Support Planning, CON 111 – Mission Strategy Execution, CON 112 – Mission Performance Assessment, CON 120 Mission Focused Contracting, CON 202 Intermediate Contracting, CON 204 Intermediate Contract Pricing, Inventory Management

· 2005 - GSA Advantage, GSA e-Buy, Creating Effective Contracts, Price Analysis, Contract Administration I, Acquisition and Procurement Planning I, Project Procurement Planning, Getting Through the Legal Process

· 2004 - Contract Formation I 

· 2002 - E-Procurement, Usage Orders, The Appraisal Process, Equal Employment Opportunity Institute for Supervisors

· 2001 - Managing Public Records, Managing Electronic Public Records, Disposition and Retention of Records, Files and Filing, Boundaries, Time Sheet Reporting, Preventing Sexual Harassment, Ethical Behavior in Corrections

· 2000 - Managing Staff Conflict, Cognitive Skill Training

MILITARY:

United States Marine Corps – Active duty (May 1989 – May 1993)
United States Army National Guard – Reserve duty (August 1997 – August 2003)
AWARDS: Meritorious Mast, Certificate of Good Conduct, Meritorious Unit Citation, Navy Unit Commendation

