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Skills
Please use this table to list the skills noted in the Required/Desired section of the requirement.  In addition, please respond with the years of experience for each skill and the last time each skill was used.  Add or delete rows as necessary.
	SKILL
	REQUIRED
	YEARS REQ
	YEARS USED
	LAST USED

	Ability to learn and apply Commonwealth of Virginia, VITA, and VDOT procurement rules and tools.
	Required
	
	
	

	Experience with IT procurement processes: Obtaining supplier quotes, tracking approvals, processing contract amendments, and enforcing vendor terms.
	Required
	
	
	

	Familiarity with Commonwealth contracting laws and state regulations
	Required
	
	
	

	Word, Excel, PowerPoint required for documentation, reporting, and analysis.
	Required
	
	
	

	Multitasking and task management: Ability to plan, organize, and manage multiple procurement tasks simultaneously.
	Required
	
	
	

	Supplier and contract management: Managing vendor relationships, monitoring contract performance, and supporting negotiations.
	Required
	
	
	

	VCA – Virginia Contracting Associate
	Desired
	
	
	

	VCO – Virginia Contracting Officer
	Desired
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