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“TAF” FRAMework TEMPLATE: 
CRAFTING NARRATIVES TO SHARe YOUR ROLE IN PROCUREMENT

	Technical
	Accessible
	Funny

	Write out your job description/core responsibilities– don’t worry about making it accessible (yet).  
	Use plain language to simplify the technical aspects of your role!
	If you can, think about an engaging and super funny, yet tactical way to explain your role!
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Explaining Your Role: "Contract Administrator"

Technical

Accessible

I serve as a liaison between the
government and vendors to
enforce compliance with
spending rules and local
regulations.

My responsibilities include
monitoring performance,
managing risk, and promoting
accountability through audits,

reporting, and corrective actions.

Additionally, I draft and
negotiate contract terms in
accordance with local
regulations.

As a contract manager, I
make sure the city gets what
it pays for—and that it’s done
fairly and responsibly.

I make sure to support
vendors we hire and hold
them accountable to what

they are supposed to do (like
for trash pickup, road repair,
or IT systems).
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Humorous

I am like the government’s
“Personal Trainer” for
vendors!

No excuses, do the reps,
meet the goals, and don’t
skip leg day (deliverables).

That’s my role as a Contract
Administrator!
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