OFFICE OF THE
qq INSPECTOR GENERAL JEFFREY S. SHAPIRO
MASSACHUSETTS Inspector General

Job Posting

Deputy Chief Fiscal Officer for Procurement and Contracts, Operations Bureau
Office of the Inspector General (OIG)

About the Office of the Inspector General (OIG or Office)

The Massachusetts OIG is at the forefront of promoting effective government and the responsible
use of public money and property. The OIG is an independent state agency charged with preventing
and detecting fraud, waste, and abuse in the use of public funds and public property. The OIG has
broad oversight of how state and local governments use federal, state and local funds and property.

The Office is led by the Inspector General of the Commonwealth, who is appointed by the
Governor, Attorney General and Auditor. M.G.L. c. 12A, § 2. The OIG is organized into three
bureaus: Specialty & General Government, Legal & Compliance, and Operations, Training &
Publications. The bureaus focus on specific agencies, issues, or functions. See Office of the
Inspector General (OIG) for more information about the OIG.

Further details may be found at Chapter 12A (malegislature.gov).

Operations, Trainings and Publications Bureau

The Operations, Training and Publications Bureau is managed by the Chief Operating Officer and
plays a crucial role within the OIG. It is responsible for a variety of functions, including budgeting,
revenue, auditing, financial reporting, office administration, procurement, operations,
information technology, communications, publications, human resources, data analytics, and
records management. It also includes the Learning and Development Division, which provides
training and technical assistance to state and municipal employees on a range of issues related to
sound management of public resources.

Deputy Chief Fiscal Officer for Procurement and Contracts: Position
Overview

The Deputy Chief Fiscal Officer for Procurement and Contracts (DCFO) will report the Chief Fiscal
Officer (CFO) within the Operations Bureau. The DCFO will support the CFO in managing all
aspects of the OIG’s financial operations, with a primary focus in the areas of Procurement and
Contract management; budget development and tracking; as well as continuous evaluation of
internal policies and procedures in these areas to ensure compliance with applicable rules and
efficacy of operations consistent with the modernization goals of the OIG.
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This position requires strong organizational skills and the ability to multitask and track an array

of assignments in a fast-paced environment. The DCFO must be able to effectively coordinate

and communicate, orally and in writing, with a wide range of stakeholders within and outside
the OIG.

Responsibilities include but are not limited to:

Procurement and Contracting

Oversee all OIG procurement activity and manage through the life cycle.

Evaluate all new purchase requests by gathering pertinent information about the business
need from requester; reviewing budget projections; researching procurement options and
make recommendations to the CFO and Executive team.

Coordinate Procurement Management Team.

Manage procurement calendar to ensure that business needs and strategic goals of the office
are met, as well as the timing of the procurement is consistent with rules and regulations.
Coordinate development of RFRs, RFIs, RFQs interfacing with operational and
programmatic subject matter experts as needed.

Maintain fluency in the CommBuys system and all related policy and procedures;
Manage positing of all contract materials to the CommBuys system.

Prepare award recommendation memos to the Executive Team.

Manage and update Procurement and Contract tracking tools.

Mange execution of final contract documents through DocuSign.

Maintain procurement files.

Ensure encumbrance transactions are correctly in place, coordinating with CTR as needed.

Contract Management

Work with OIG counsel to prepare and negotiate contracts.

Maintain contract files.

Track contract end dates and ensure proper contract amendments or new procurements are
in place in accordance with State Finance Law.

Oversee day-to-day finance operations related to contract, including invoicing, payment
processing and audit readiness.

Serve as liaison between the Fiscal Division and the business owner on all aspects of
contract management, including development of contract management plans when
necessary.

Ensure compliance with invoice payment procedures.

Budget Management

Assist in developing financial plans and forecasts that incorporate procurement costs and
contract obligations.
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Conduct financial reviews of procurement and contract awards to ensure accuracy,
compliance and adherence to budgetary controls.

With CFO and Fiscal team, review requests to commit funds to ensure that funds are
properly utilized and that sufficient funds are available to process encumbrance
transactions in the state central accounting system (Mosaic). Coordinate with CFO when
issues arise.

Oversee commitment/encumbrance approval process through completion for procurements
in MOSAIC. Resolve errors within needed.

Internal Policy Development and Risk Management

Maintain fluency with all internal fiscal policies and procedures, including procurement
and contracting.

Ensure all internal policies and procedures are followed.

Interpret and implement promulgated regulations and directives issued by oversight
agencies including OSD and OSC.

Monitor statewide contracting rules and use of systems such as MOSAIC, CommBuys and
OIG contract management database.

Analyze the efficacy of current business practice sand recommend workflow and system
improvements where appropriate.

Identify and mitigate procurement related financial risk such as fraud or overpayment.

General Operational Support

Liaison between OIG and external oversight agencies such as Administration and Finance,
Comptroller, Operational Services Division.

Liaison between internal IGO Fiscal Division and other OIG Bureaus and Divisions
Secondary approver of procurements and payments in Mosaic.

Provide back up support to the Fiscal Division as needed.

Perform other duties as assigned.

Key abilities, skills and experience:

At least 5 five years of relevant professional, administrative and supervisory or
management experience.

Proficiency with Microsoft Excel, Word, Outlook and other applications.

Expertise in establishing standards for managing contracts, performance, and quality
improvement.

Demonstrated ability to understand, apply and explain pertinent laws, rules, regulations,
policies, and procedures.

Preferred abilities, skills and experience include:

Familiarity with MMARS/Mosaic and Commbuys
Knowledge of Operational Services Division procurement rules and regulations and
procurement system as it relates to independent agencies.
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e In-depth knowledge of agency procurement and contracting policies, procedures, and
standards.

Salary Range: $115,000-$135.000

Other Position Information:

Hybrid Work Schedule:

The Office of the Inspector General offers a hybrid work schedule. Under this policy, employees
may request one of the following weekly hybrid schedules: 1) four days telework and one day
onsite; 2) three days telework and two days onsite; 3) two days telework and three days onsite; or
4) one day telework and four days onsite. The onsite location is at OIG’s Boston office and
employees may work remotely the remainder of the time at a location approved by their supervisor,
so long as they comply with the requirements of the Hybrid Work policy. Employees will be
assigned to their onsite workspace based on their approved schedule. The approved telework
location must be located within Massachusetts or within an approximately two-hour driving or
train commute distance. OIG does not reimburse for employees to travel to the office. In addition,
the successful candidate may be required to work primarily on site in Boston during the initial
training and orientation period and/or for certain positions a primarily on-site role may be
necessary.

Benefits:

We value our employees and offer benefits that support their lives and well-being, while promoting
an environment focused on inclusion, flexibility, professional growth, trust and respect. The Office
therefore is pleased to offer a comprehensive benefits package for its employees. The specific
components and eligibility may vary based upon position, hours worked per week and other
variables. Consequently, specific benefits for this position may be discussed as part of the interview
and offer process.

The overall benefits available include paid vacation; sick and personal leave time; health, dental
and vision insurance through the Commonwealth’s Group Insurance Commission; and optional
pre-tax health savings account plans. To view the details of the various plans and the cost split
between employer and employee, go to the Group Insurance Commission website.

Employees also participate in the Commonwealth’s state retirement plan, which may become a
defined benefit plan for those who both vest and subsequently retire from state service. For more
information, visit the Massachusetts State Retirement Board website.
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In addition, the Office provides employees the opportunity to elect life insurance, long-term
disability insurance, deferred compensation savings, tuition remission and pre-tax commuter
account plans, along with other programs.

This position may be eligible for the federal Public Service Loan Forgiveness (PSLF) program
administered by the federal government.

How to Apply

Submit cover letter and resume via email by August 28, 2026 to:

Sarah Hoover, Director of Human Resources & Recruitment
Office of the Inspector General
IGO-employment(@mass.gov

Diversity and Inclusion Statement
Diversity Officer: Sarah Hoover

The Office of the Inspector General is an Equal Opportunity Employer committed to creating and
supporting a diverse and inclusive work and educational community that is free of all forms of
discrimination. The Office does not tolerate discrimination or harassment on the basis of age, color,
disability, gender identity, genetic information, national origin, parental status, political affiliation,
race, religion, sex, sexual orientation or veteran status.

The Office promotes access, inclusion and diversity for all staff, believing that these qualities are
foundational components of an outstanding working environment and in keeping with its mission.
The Office actively seeks to increase the diversity of its workforce and is interested in candidates
whose experience and qualifications support an ongoing commitment to this core quality.
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