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GENERAL SERVICES ADMINISTRATION

Federal Supply Service

Authorized Federal Supply Schedule Price List

On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an electronic delivery order is available through GSA Advantage!™, a menu-driven database system.  The INTERNET address for GSA Advantage!™ is:  http://www.GSAAdvantage.gov.

Corporate Consolidated Schedule

Federal Supply Group: 00CORP
Contract Number:  GS-00F-0002R

Contract Period:   9-23-07 through 9-22-12

Supplement No. 2

Contractor: 
Rod Rodriguez, Inc.

109 Jefferson Avenue

Oak Ridge, TN  37830-4908 

Business Size:
Small, Disadvantaged, Veteran Owned Business

Duns:
174773267

Telephone:
(865) 482-9024

FAX Number:
(865) 425-1249

Web Site: 
www.pdcnet.com/rri/

E-mail: 
richschenk@pdcnet.com

Contract Administration:
Richard W. Schenk

CUSTOMER INFORMATION:

1a.
Table of Awarded Special Item Number(s) with appropriate cross-reference to page 


numbers:  

	Brief Description
	Old SIN No.
	New Corporate 

SIN No.
	New Maximum Order
	Price

	Environmental Services 
	899-1, 2, 4, 8
	C F999, C F999RC
	$5,000,000.00
	See List

	MOBIS
	874-1, 6. 7
	C R499, C R499RC
	$1,000,000.00
	See List


1b.
Identification of the lowest priced model number and lowest unit price for that model for each special item number awarded.  See Item 6 Below 

2.
Maximum Order:  $5,000,000.00 C F999/$1,000,000.00 C R499

3.
Minimum Order:  $100.00

4.
Geographic Coverage (delivery Area):  Domestic

5.
Point(s) of production (city, county, and state or foreign country):  Same as Contractor

6.
Discount from list prices or statement of net price:  Government Net Prices (discounts already deducted).

	C R499, C R499RC

SIN’s 874-1, 6, 7
	9/23/2007
	9/23/2008
	9/23/2009
	9/23/2010
	9/23/2011


	MOBIS
	Hourly
	Daily
	Hourly
	Daily
	Hourly
	Daily
	Hourly
	Daily
	Hourly
	Daily


	Clerk/Word Processor
	$30.19
	$241.53
	$31.25
	$249.98
	$32.34
	$258.73
	$33.47
	$267.79
	$34.64
	$277.16

	Admin Asst/

Staff Tech.
	$40.25
	$322.01
	$41.66
	$333.28
	$43.12
	$344.94
	$44.63
	$357.02
	$46.19
	$369.51

	Technical Advisor
	$43.24
	$345.94
	$44.76
	$358.05
	$46.32
	$370.58
	$47.94
	$383.55
	$49.62
	$396.97

	Senior Technical

 Advisor
	$55.43
	$443.48
	$57.37
	$459.00
	$59.38
	$475.06
	$61.46
	$491.69
	$63.61
	$508.90

	Principal Tech.

Advisor
	$77.21
	$617.69
	$79.91
	$639.31
	$82.71
	$661.68
	$85.61
	$684.84
	$88.60
	$708.81

	Staff Advisor
	$96.12
	$768.96
	$99.48
	$795.88
	$102.97
	$823.73
	$106.57
	$852.56
	$110.30
	$882.40

	Senior Staff 

Advisor
	$113.35
	$906.83
	$117.32
	$938.56
	$121.43
	$971.41
	$125.68
	$1,005.41
	$130.08
	$1,040.60

	Director
	$125.35
	$1,002.79
	$129.74
	$1,037.89
	$134.28
	$1,074.21
	$138.98
	$1,111.81
	$143.84
	$1,150.73


	C F999, C F999RC

 SIN’s  899-1, 2, 4, 8
	9/23/2007
	9/23/2008
	9/23/2009
	9/23/2010
	9/23/2011

	ENVIRONMENTAL
	Hourly
	Daily
	Hourly
	Daily
	Hourly
	Daily
	Hourly
	Daily
	Hourly
	Daily

	Clerk/Word Processor
	$31.72
	$253.78
	$32.83
	$262.66
	$33.98
	$271.86
	$35.17
	$281.37
	$36.40
	$291.22

	Admin Asst/

Staff Tech
	$39.47
	$315.80
	$40.86
	$326.85
	$42.29
	$338.29
	$43.77
	$350.13
	$45.30
	$362.39

	Technical Advisor
	$45.43
	$363.41
	$47.02
	$376.13
	$48.66
	$389.29
	$50.36
	$402.92
	$52.13
	$417.02

	Senior Technical Advisor
	$58.21
	$465.67
	$60.25
	$481.97
	$62.35
	$498.83
	$64.54
	$516.29
	$66.80
	$534.36

	Staff Specialist
	$75.48
	$603.86
	$78.12
	$625.00
	$80.86
	$646.87
	$83.69
	$669.51
	$86.62
	$692.94

	Principal Tech 

Advisor
	$81.07
	$648.57
	$83.91
	$671.27
	$86.85
	$694.77
	$89.89
	$719.08
	$93.03
	$744.25

	Staff Advisor/

Principal Specialist
	$100.95
	$807.63
	$104.49
	$835.90
	$108.14
	$865.15
	$111.93
	$895.44
	$115.85
	$926.78

	Technical Staff 

Advisor
	$111.44
	$891.51
	$115.34
	$922.71
	$119.38
	$955.01
	$123.55
	$988.43
	$127.88
	$1,023.03

	Senior Staff Advisor
	$119.06
	$952.45
	$123.22
	$985.78
	$127.54
	$1,020.29
	$132.00
	$1,056.00
	$136.62
	$1,092.96

	Director
	$131.63
	$1,053.05
	$136.24
	$1,089.91
	$141.01
	$1,128.05
	$145.94
	$1,167.54
	$151.05
	$1,208.40

	Principal Advisor/

Executive Director
	$157.73
	$1,261.87
	$163.25
	$1,306.04
	$168.97
	$1,351.75
	$174.88
	$1,399.06
	$181.00
	$1,448.03


7.
Quantity discounts:  None Offered

8.
Prompt payment terms:  Net 30 days

9a.
Notification that Government purchase cards are accepted up to the micro-purchase threshold:  Yes

9b.
Notification whether Government purchase cards are accepted  above the micro-purchase threshold:  Yes

10.
Foreign items (list items by country of origin):  None 

11a.
Time of Delivery  (Contractor insert number of days):  30 Days or as specified in the Task Order

11b.
Expedited Delivery:  Contact Contractor

11c.
Overnight and 2-day delivery:  Contact Contractor

11d.
Urgent Requirements.  The Contractor will note in its price list the “Urgent Requirements” clause of its contract and advise agencies that they can also contact the Contractor’s representative to effect a faster delivery:  Contact Contractor

12.
F.O.B Points(s):  Destination

13.
Ordering Address(es):  Same as Contractor’s Address
14.
Payment address(es):  Same as Contractor’s Address

15.
Warranty provision:  Contractor’s standard commercial warranty applies

16.
Export Packing Charges (if applicable):  N/A

17.
Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase level):   Will accept over the Micro-purchase threshold.

18.
Terms and conditions of rental, maintenance, and repair:  N/A

19.
Terms and conditions of installation:  N/A

20.
Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices:   N/A

21.
List of service and distribution points:  N/A

22.
List of participating dealers:  N/A

23. Preventive maintenance:   N/A

24.
Year 2000 (Y2K) compliant:  Yes

25. 
Special attributes such as environmental attributes, (e.g., recycled content, energy efficiency, and/or reduced pollutants):  N/A

25.
Data Universal Numbering System (DUNS) number:  174773267

Notification regarding registration in Central Contractor Registration (CCR) database:  Yes – Registered
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Title:

Description:

Independence:

Duties:

Supervisory
Responsibility:

Education:

JOB DESCRIPTION

General Clerk

Performs a combination of clerical tasks to support office, business, or
administrative operations.

Work is controlled (through spot checks, complete review, or subsequent
processing) for both quality and quantity. Supervisors are available to assist and
advise clerks on difficult problems and to approve their suggestions for significant
deviations for existing instructions.

Work requires a famifiarity with the terminology of the office unit. Selects the
appropriate approach for accomplishing task assignments from a variety of
available methods. Steps often vary in type or sequence, depending on the task.
Recognized problems are referred to supervisor. Typical duties include
reproduction and assembly of documents, use of automated word processing
systems or personal computers, operating a variety of office machines,
maintaining time and material records, and taking inventory of supplies and
equipment. Word processing duties may include editing and reformatting written
or electronic drafts of documents, including correcting function codes, adjusting
spacing and formatting, and headings, margins, indentations, and references.
Responds to the telephone requests and refers calls and visitors to appropriate
staff. Controls mail and assures its timely delivery. Assists in the maintenance of

office files.
Usually none.

High school diploma, participation in high school sponsored co-op program, or
1-2 years of related work experience.

RRE Job Deseriptions - 08/16,07
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Description:

Independence:

Duties:

Supervisory
Responsibility:

Education:

JOB DESCRIPTION

Administrative Assistant

Provides principal administrative suppott for a separate office or work location or
a corporate headquarters function. Maintains a close and highly responsive
relationship to the day to day activities of the office and the staff.

Independently completes assignments and resolves problems. Handles differing
situations, problems, and deviations in office work according to the supervisor's
general instructions, priorities, duties, policies, and program goals. Uses
judgement and initiative to determine the approach and action in nonroutine

situations.

Work requires a comprehensive knowledge of word processing software
applications and office terminologies and practices. Regquires a high degree of
skill in applying software functions to prepare complex and detailed documents.
For example, processes complex and lengthy technical reports which include
tables, graphs, or multiple columns. Uses different word processing packages
and many different style macros and special command functions.

Duties include all those of word processor, as well as those associated with office
administrator, such as: 1) procuring supplies, printing, maintenance and other
office services; 2) personnel support functions such as collecting and forwarding
forms for personnel or insurance, maintaining vacation schedules, or updating
training files; and 3) accounting support functions such as administration of petty

cash and time sheets.

Screens telephone calls, visitors, and incoming correspondence; personally
responds to requests for information concerning office procedures and
determines which requests should be handled by the office or divisions. Reviews
outgoing materials and correspondence for consistency and conformarnce with
internal procedures and assures that proper reviews have been completed, when
needed. Prepares special or one-time reports, summaries, or replies to inquiries,
selecting relevant information needed from a variety of sources such as reports,
documents, correspondence, other offices, or divisions. Establishes and

maintains office files.

Supervises the wark of clerks, word processors or others who assist with assigned
responsibilities.

Associate degree in office management, business, or other related discipline, or
3-4 years of related work experience.

RRI Job Deseriptions - 08/16/02
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JOB DESCRIPTION

Staff Technician

Uses automated systems such as personal computers to produce a variety of
documents, including project schedules, work breakdown structures, budget and
cost reports, cost proposals, project network charts, flow charts, deliverables,
tables, and graphs. Uses judgement and initiative to resolve problems. Selects
guidelines or references for specific situations.

Independently completes assignments and resolves problems. Supervisor sets
priorities and deadlines on continuing assignments, furnishes general instructions
for recurring work, provides specific instructions for new or unique projects, and
checks completed work for accuracy.

Work requires a comprehensive knowledge of spreadsheet, database, project
management and scheduling software applications and office work practices.
Requires a high degree of skill in applying software functions to prepare complex
and detailed documents. Uses a variety of different software packages and
operating systems. Develops, debugs and edits program macros and program
files. Edits and reformats written or electronic drafts of documents, including
correcting function codes or data records, adjusting formatting and standardizing
headings, margins, indentions, and references. Work may require knowledge of
specialized, technical, engineering, or scientific terminology.

Follows task assignments from initiation through completion and delivery,
ensuring compliance with internal practices and procedures. Work may require
direct interface with the client. May also coordinate completion of a series of
related tasks or deliverables, Maintains recurring internal reports such as project
reports, commitment tracking reports, correspondence controls, budget controls,
and proposal statuses. Responds to routine telephone requests which have
standard answers; refers cails and visitors to the appropriate staff. Controls mail
and assures timely staff response. Establishes and maintains office files.

Usually none.,

High school diplorma and post high school courses or two-year technical degree
in an engineering or techical discipline, or 4-5 years of related work experience.

RRI Job Descriprions - 08/16432






[image: image5.png]Title:

Description:

Independence:

Duties:

Supervisory
Responsibility:

Education:

JOB DESCRIPTION

Technical Advisor

Performs routine assignments requiring application of standard techniques,
procedures, and criteria in carrying out a sequence of related engineering tasks.
Exercise of judgment is required on details of work and in proposing alternative
methodologies. For training and developmental purposes, assignments may
include some work that is typical of a higher level.

Supervisor screens assignments for unusual or difficult problems and selects
techniques and procedures to be applied on nonroutine work. Receives close
supervision on new aspects of assignments.

Using prescribed methods, performs specific and limited portions of a broader
assignment of an experienced engineer, scientist, or specialist. Applies standard
practices and techniques in specific situations, adjusts and correlates data,
recognizes discrepancies in results, and follows operations through a series of
related detailed steps or processes.

May be assisted by a few aides or technicians.
Bachelor's degree, or two-year associate’s degree with 2 years of related work

experience, in an engineering or scientific/technical discipline. Non-degreed
typically requires 5-6 years of related work experience.

RRI Job Descriprions - 08/16/02
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JOB DESCRIPTION

Senior Technical Advisor

independently evaluates, selects, and applies standard engineering, scientific,
or technical management techniques, procedures, and criteria using judgement
in making minor adaptations and modifications. Assignments have clear and
specified objectives and require the investigation of a fimited number of variables.

Receives instructions on specific assignment objectives, complex features, and
possible solutions. Assistance is furnished on unusual problems and work is
reviewed for application of sound professional judgment.

Performs work which involves conventional types of management systems, plans,
investigations, surveys, structures, or equipment with relatively few complex
features for which there are precedents. Assignments usually include one or
more of the following: systems design and development, preparation of
specifications, process study, research investigations, report preparation,
procedure development, and other activities of limited scope requiring knowledge
of principles and techniques commonly employed in the specific area of

assignments.
May supervise or coordinate the work of graphics operators, technicians, and
others who assist in specific assignments.

Bachelor's degree in an engineering or scientific/technical discipline and 3 years
of related work experience. Non-degreed typically requires 6-7 years of related
work experience.

RRI Job Deseriptions - 08/16207
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JOB DESCRIPTION

Principal Technical Advisor

Works as an experienced engineer, scientist or specialist in broad areas of
assignments and related fields. Utilizes extensive skills and abilities in areas such
as quality management, quality control, quality improvement and program
management. Advises and assist clients in the analysis and characterization of
their needs, the identification of their requirements, and the development and
implementation of plans, programs and procedures for satisfying their needs and
requirements. Exercises independent judgement on solving problems, devising
new methods for their solutions and recommending changes.

Supervision and guidance received is essentially administrative and related
largely to overall objectives and critical issues. Consults with supervisor
concerning unusual problems and developments.

One or more of the following:

1) Performs intensive technical and quality assurance reviews of documents such
as project management plans and procedures and assessment plans and

reports.

2) Develops plans and procedures relative to program management and
operations management.

3) Carries out complex or novel assignments requiring the development of new
or improved techniques and procedures.

4) Performs as a senior specialist on project teams performing contract tasks.
May supervise or coordinate the work of engineers, scientists, specialists and
technicians, and others who assist in specific assignments.

Bachelor's degree in an engineering or scientific/technical discipline and 5 years
of related work experience. Non-degreed typically requires 8-9 years of related
work experience.

RRI Job Deseriprions - 0816402
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JOB DESCRIPTION

Staff Advisor

Has full technical responsibility for interpreting, organizing, executing, and
coordinating assignments. Plans and develops projects concerned with unique or
controversial problems which have an important effect on major organizational
programs. This involves exploration of the subject area, definition of scope and
selection of problems for investigation and development of novel concepts and
approaches. Maintains liaison with individuals and units within and outside the
organization, with responsibility for acting independently on technical matters
pertaining to the field. Work at this level usually requires extensive and progressive

experience.

Supervision received is essentially administrative, with assignments given in terms
of broad general objectives and limits.

One or more of the following: 1) In a supervisory capacity, a) plans, develops,
coordinates, and directs a number of large and important projects or a project of
major scope and importance, or b) is responsible for the entire engineering or
management systems program of an organization when the program is of limited
complexity and scope. The extent of responsibilities generally requires a few (3 to
5) subordinate supervisors or team leaders, with at least one of them in a position
comparable to Principal Engineer/Scientist/Specialist.

2) As individual researcher or contributor, plans and conducts research in problem
areas of considerable scope and complexity. The problems must be approached
through a series of complete and conceptually related studies, are difficult to define,
require unconventional or novel approaches, and require sophisticated research
technigues. Available guides and precedents contain critical gaps, are only partially
refated to the problem, or may be largely lacking due to the novel character of the
project. At this levet, the individual researcher generally will have contributed
approaches, new designs, or techniques which are of material significance in the

solution of important problems.

3) As a staff specialist, serves as the technical specialist for the organization
(division or company) in the application of advanced theories, concepts, principles,
and processes for an assigned area of responsibility (i.e., subject matter, function,
type of facility or equipment, or product). Keeps abreast of new scientific, technical
and management methods and developments affecting the organization for the
purpose of recommending changes in emphasis of programs or new programs
warranted by such developments.

Plans, organizes, and supervises the work of a staff of engineers, scientists,
specialists and technicians. Evaluates the progress of the staff and the results
obtained, and recommends major changes o achieve overall objectives. Or, as
individual research or staff speciafist, may be assisted on individual projects by other
engineers, scientists, specialists or technicians.

Bachelor's degree in an engineering or scientifictechnical discipline and 6 years of
related work experience. Non-degreed typically requires 9-10 years of related work
experience,

RRIJob Descriprions - 081602
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JOB DESCRIPTION

Senior Staff Advisor

Makes decisions and recommendations that are recognized as authoritative and
have an important impact on extensive project, program, or organizational
activities. Iniiates and maintains extensive cortacts with key officials of other
organizations and companies, a task which requires skill in persuasion and
negotiation of critical issues. At this level, individuals will have demonstrated
creativity, foresight, and mature judgement in anticipating and solving
unprecedented engineering, scientific and technical management problems,
determining program objectives and requirements, organizing programs and
projects, and developing standards and guides for diverse engineering activities,

Supervision received is essentially administrative, with assignments given in
terms of broad general objectives and limits.

One or both of the following:

1) In a supervisory capacily, is responsible for a) an important segrent of the
engineering or management systems program of an organization with extensive
and diversified requirements, or b) the entire engineering or management
systems program of an organization when itis more limited in scope. The overall
engineering program contains critical problems. The solutions to these problems
require major technological or systems advances and open the way for extensive
related development. The extent of responsibilities generally requires several
subordinate organizational segments or teams. Recommends facilities,
personnel, and funds required to carry out programs which directly fulfill overall
organization objectives.

23 As individual researcher or consultant, is a recognized leader and authority in
the organization in a broad area of specialization or in a narrow but intensely
specialized field. Selects research problems to further the organization's
objectives. Conceives and plans investigations of broad areas of considerable
importance for which precedents are Jacking in areas critical to the overall
engineering or management systems program. Is consulted extensively by
associates and others with a high degree of reliance placed on interpretations
and advice. Typically, will have contributed new approaches, designs, or
techniques which are regarded as major advances in the field.

Directs several subordinate supervisors or team leaders, some of whom are in
positions comparable to Staff Advisor, or as individual researcher or consultant,
may be assisted on individual projects by other engineers, scientists, specialists
and technicians.

Bachelor's degree in an engineeting or sclentific/technical discipling and 7 years
of related work experience. Non-degreed typically requires 11-12 years of related
work experience.

RRI Job Descriptions ~ 08/16/02






[image: image10.png]Title:

Description:

Independence:

Duties:

Supervisory
Responsibility:

Education;

JOB DESCRIPTION

Director

Develops, manages and markets the company's services. Oversees the cost,
technical, and schedule performance of company projects. Reviews technical
and cost proposals for submittal. Evaluates, develops and implements improved
management control systems, methods and procedures for company operations

and growth.

Manages the planning and implementation of assigned projects, oversees the
technical performance of field office personnel, and ensures the satisfactory and
timely completion of project deliverables. Provides advice and technical
assistance to clients in the analysis and characterization of their needs and the

dentification of their requirements.
Receives general administrative direction.

Responsible for the business development, administrative and operational
activities of the organization:

In a technical role, takes actions necessary to ensure that quality is achieved
throughout the organization. Assist project managers in determining the technical
and source requirements and approach for projects as they relate to operations
areas. Responsible for developing and improving the technical competence of
their respective staffs. Establishes and implements standards for client support

activities within the organization.

In a business development role, responsible for obtaining sufficient revenue to
maintain and expand the organization. Leads and coordinates all proposal
activities within the organization. Identifies new products or services that should
be developed and identifies the markets for them including conducting reseaich
necessary to construct proposed business development initiatives, presenting
them for executive management review, and managing the implementation of

these initiatives.

In project management and administrative roles, manages, controls and
oversees the planning and achievement of projects. Ensures that adequate
resources are identified, employed and allocated for office activities that are
balanced with current and committed contracts. Directs daily operations and

administrative activities.

Directs several subordinate supervisors or team leaders. Plans, organizes, and
evaluates the progress of staff and the results obtained, and recommends
changes to achieve overall objectives. Or as individual researcher or consultant,
may be assisted on individual projects by other engineers, scientists, specialists

and technicians.
Bachelor's degree in an engineering or technical discipline and 6 years of broad
work experience of which 3-5 years experience gained in areas of managing
technical personnel and operations management. Non-degreed typically requires
12-14 years of related work experience,

RRI Job Descriptions - 0816402
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JOB DESCRIPTION

General Clerk

Performs a combination of clerical tasks to support office, business, or
administrative operations.

Work is controlled (through spot checks, complete review, or subsequent
processing) for both quality and quantity. Supervisors are available to assist and
advise clerks on difficult problems and to approve their suggestions for significant
deviations for existing instructions.

Work requires a familiarity with the terminology of the office unit. Selects the
appropriate approach for accomplishing task assignments from a variety of
available methods. Steps often vary in type or sequence, depending on the task.
Recognized problems are referred to supervisor. Typical duties include
reproduction and assembly of documents, use of automated word processing
systems or personal computers, operating a variety of office machines,
maintaining time and material records, and taking inventory of supplies and
equipment. Word processing duties may include editing and reformatting written
or electronic drafts of documents, including correcting function codes, adjusting
spacing and formatting, and headings, margins, indentations, and references.
Responds to the telephone requests and refers calls and visitors to appropriate
staff. Controls mail and assures its timely delivery. Assists in the maintenance of
office files.

Usually none.

High school diploma, participation in high school sponsored co-op program, or
1-2 years of related work experience.

RRI Job Descriptions ~ 081602
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JOB DESCRIPTION

Word Processor

Uses automated systems such as word processing systems, personal computers,
modems, and copying and facsimile machines to process a variety of documents,
including correspondence, memos, publications, deliverables, reports, forms,

tables, and graphs.

Independently carries out recurring office procedures. Uses judgement and
initiative to resolve problems, and selects guidelines or references which fit

specific situations.

Independently completes assignments and resolves problems. Supervisor sets
priorities and deadlines on continuing assignments, fumishes general instructions
for recurring work, provides specific instructions for new or unique projects, and
checks completed work for accuracy.

Work requires both a comprehensive knowledge of word processing software
applications and office work practices and procedures. Requires skill in typing,
knowledge of grammar, punctuation, and spelling, and the ability to use reference
guides and software/equipment manuals. Requires a high degree of skill in
applying software functions to prepare complex and detailed documents. For
example, processes complex and lengthy technical reports with tables, graphs,
or muttiple columns. Edits and reformats written or electronic drafts of documents,
including correcting function codes, standardizing, and references. Maintains and
issues recurring internal reports such as project reports, correspondence
controls, and training plans. Uses different word processing packages, or many
styles of macros, and special command functions. Work may require knowledge
of specialized, technical, engineering, or scientific terminology.

Follows task assignment from initiation through completion and delivery, ensuring
compliance with internal practices and procedures. Also coordinates completion
of a series of project-related tasks or deliverables. Responds to routine telephone
requests which have standard answers and refers calls and visitors fo the
appropriate staff. Controls mail and assures timely staff response. Establishes
and maintains office and project files. Procures supplies, printing, maintenance,
and other office support services.

Usually none.

High school diploma and post high school courses in office management or
another related discipline, or 2-3 years of related work experience.

RRI Job Descriprions - (8/16/02
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JOB DESCRIPTION

Administrative Assistant

Provides principal administrative support for a separate office or work location or
a corporate headquarters function. Maintains a close and highly responsive
relationship to the day to day activities of the office and the staff.

Independently completes assignments and resolves problems. Handles differing
situations, problems, and deviations in office work according to the supervisor's
general instructions, priorities, duties, policies, and program goals. Uses
judgement and initiative to determine the approach and action in nonroutine

situations.

Work requires a comprehensive knowledge of word processing software
applications and office termiriclogies and practices. Requires a high degree of
skill in applying software functions to prepare complex and detailed documents.
For example, processes complex and lengthy technical reports which include
tables, graphs, or muitiple columns. Uses different word processing packages
and many different style macros and special command functions.

Duties include all those of word processor, as well as those associated with office
administrator, such as: 1) procuring supplies, printing, maintenance and other
office services; 2) personnel support functions such as collecting and forwarding
forms for personnel or insurance, maintaining vacation schedules, or updating
training files; and 3) accounting support functions such as administration of petty

cash and time sheets.

Screens telephone calls, visitors, and incoming correspondence; personally
responds 1o requests for information concerning office procedures and
determines which requests should be handled by the office or divisions, Reviews
outgoing materials and correspondence for consistency and conformance with
internal procedures and assures that proper reviews have been completed, when
needed. Prepares special or one-time reports, summaries, or replies to inquiries,
selecting relevant information needed from a variety of sources such as reports,
documents, correspondence, other offices, or divisions. Establishes and

maintains office files.

Supervises the work of clerks, word processors or others who assist with assigned
responsibilities.

Associate degree in office management, business, or other related discipline, or
3-4 years of related work experience.

RRI Job Descriptions - 08/16/02






[image: image14.png]Title:

Description:

Independence:

Duties:

Supervisory
Responsibility:

Education:

JOB DESCRIPTION

Staff Technician

Uses automated systems such as personal computers to produce a variety of
documents, including project schedules, work breakdown structures, budget and
cost reports, cost proposals, project network charts, flow charts, deliverables,
tables, and graphs. Uses judgement and initiative to resolve problems. Selects
guidelines or references for specific situations.

Independently completes assignments and resolves problems. Supervisor sets
priorities and deadlines on continuing assignments, fumishes general instructions
for recurring work, provides specific instructions for new or unique projects, and
checks completed work for accuracy.

Work requires a comprehensive knowledge of spreadsheet, database, project
management and scheduling software applications and office work practices.
Requires a high degree of skill in applying software functions to prepare complex
and detailed documents. Uses a variety of different software packages and
operating systems. Develops, debugs and edits program macros and program
files. Edits and reformats written or electronic drafts of documents, including
correcting function codes or data records, adjusting formatting and standardizing
headings, margins, indentions, and references. Work may require knowledge of
specialized, technical, engineering, or scientific terminology.

Follows task assignments from initiation through completion and delivery,
ensuring compliance with internal practices and procedures. Work may require
direct interface with the client. May also coordinate completion of a series of
related tasks or defiverables. Maintains recurring intemal reports such as project
reports, commitment tracking reports, correspondence controls, budget controls,
and proposal statuses. Responds to routine telephone requests which have
standard answers; refers calls and visitors to the appropriate staff. Controls mail
and assures timely staff response. Establishes and maintains office files.

Usually none.

High school diploma and post high school courses or two-year technical degree
in an engineering or technical discipline, or 4-5 years of related work experience.
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JOB DESCRIPTION

Technical Advisor

Performs routine assignments requiring application of standard techniques,
procedures, and criteria in carrying out a sequence of related engineering tasks.
Exercise of judgment is required on details of work and in proposing altermative
methodologies. For training and developmental purposes, assignments may
include some work that is typical of a higher level.

Supervisor screens assignments for unusual or difficult problems and selects
techniques and procedures to be applied on nonroutine work. Receives close
supervision on new aspects of assignments.

Using prescribed methods, performs specific and limited portions of a broader
assignment of an experienced engineer, scientist, or specialist. Applies standard
practices and techniques in specific situations, adjusts and correlates data,
recognizes discrepancies in results, and follows operations through a series of
related detailed steps or processes.

May be assisted by a few aides or technicians.
Bachelor's degree, or two-year associate’s degree with 2 years of related work

experience, in an engineering or scientifictechnical discipline. Non-degreed
typically requires 5-6 years of related work experience.
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JOB DESCRIPTION

Senior Technical Advisor

Independently evaluates, selects, and applies standard engineering, scientific,
or technical management techniques, procedures, and criteria using judgement
in making minor adaptations and modifications. Assignments have clear and
specified objectives and require the investigation of a limited number of variables.

Receives instructions on specific assignment objectives, complex features, and
possible solutions. Assistance is furnished on unusual problems and work is
reviewed for application of sound professional judgment.

Performs work which involves conventional types of management systems, plans,
investigations, surveys, structures, or equipment with relatively few complex
features for which there are precedents. Assignments usually inciude one or
more of the following: systems design and development, preparation of
specifications, process study, research investigations, report preparation,
procedure development, and other activities of limited scope requiring knowledge
of principles and techniques commonly employed in the specific area of
assignments.

May supervise or coordinate the work of graphics operators, technicians, and
others who assist in specific assignments.

Bachelor's degree in an engineering or scientific/technical discipline and 3 years
of related work experience. Non-degreed typically requires 6-7 years of related
work experience.
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JOB DESCRIPTION

Staff Specialist

At this level, works as an experienced engineer, scientist or specialist in all
conventional aspects of the subject matter of the functional area of the
assignments. Plans and conducts work requiring judgement in the independent
evaluation, selection, and substantial adaptation and modification of standard
techniques, procedures, and criteria. Devises new approaches to problems

encountered.

Independently performs most assignments with instructions as to the general
results expected. Receives technical guidance o unusual or complex problems.
Receives supervisory approval on proposed plans for projects.

Plans, schedules, conducts, or coordinates detailed phases of the engineering,
scientific or technical management work in a part of a major project or in a total
project of moderate scope. Performs work which involves conventional practice
but may include a variety of complex features such as conflicting design
requiremneants, unsuitability of conventional approaches, and difficult coordination
requirements. Work requires a broad knowledge of precedents in the specialty
area and a good knowledge of related specialties.

May supervise or coordinate the work of engineers, scientists, specialists,
graphics artists, technicians, and others who assist in specific assignments.

Bachelor’s degree in an engineering or scientific/technical discipline and 4 years
of related work experience. Non-degreed typically requires 7-8 years of related
work experience.
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JOB DESCRIPTION

Principal Technical Advisor

Works as an experienced engineer, scientist or specialist in broad areas of
assignments and related fields. Utilizes extensive skifls and abilities in areas such
as quality management, quality control, quality improvement and program
management. Advises and assist clients in the analysis and characterization of
their needs, the identification of their requirements, and the development and
implementation of plans, programs and procedures for satisfying their needs and
requirements. Exercises independent judgement on solving problems, devising
new methods for their solutions and recommending changes.

Supervision and guidance received is essentially administrative and related
largely to overall objectives and critical issues. Consults with supervisor
concerning unusual problems and developments.

One or more of the following:

1) Performs intensive technical and quality assurance reviews of documents such
as project management plans and procedures and assessment plans and

reports.

2) Develops plans and procedures relative to program management and
operations management.

3) Carries out complex or novel assignments requiring the development of new
or improved techniques and procedures.

4) Performs as a senior specialist on project teams performing contract tasks.

May supervise or coordinate the work of engineers, scientists, specialists and
technicians, and others who assist in specific assignments.

Bachelor's degree in an engineering or scientifictechnical discipline and 5 years
of related work experience. Non-degreed typically requires 8-8 years of related
work experience.
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JOB DESCRIPTION

Staff Advisor

Has full technical responsibility for interpreting, organizing, executing, and
coordinating assignments, Plans and develops projects concerned with unique or
controversial problems which have an important effect on major organizational
programs. This involves exploration of the subject area, definition of scope and
selection of problems for investigation and development of novel concepts and
approaches. Maintains fiaison with individuals and units within and outside the
organization, with responsibility for acting independently on technical matters
pertaining to the field. Work at this level usually requires extensive and progressive

experience.

Supervision received is essentially administrative, with assignments giventinterms
of broad general objectives and limits.,

One or more of the following: 1) In a supervisory capacity, a) plans, develops,
coordinates, and directs a number of large and important projects or a project of
major scope and importance, or b) is responsible for the entire engineering or
management systems program of an organization when the program is of limited
complexity and scope. The extent of responsibilities generally requires a few (3t
5) subordinate supervisors or team leaders, with at least one of them in a position
comparable to Principal Engineer/Scientist/Specialist.

2) As individual researcher or contributor, plans and conducts research in problem
areas of considerable scope and complexity. The problems must be approached
thvough a series of complete and conceptually related studies, are difficult to define,
require unconventional or novel approaches, and require sophisticated research
technigues. Available guides and precedents contain critical gaps, are only partially
refated to the problem, or may be fargely lacking due to the novel character of the
project. At this level, the individual researcher generally will have contributed
approaches, new designs, or techniques which are of material significance in the

solution of important problems.

3) As a staff specialist, serves as the technical specialist for the organization
(division or company) in the application of advanced theories, concepts, principles,
and processes for an assigned area of responsibility (i.e., subject matter, function,
type of facility or equipment, or product). Keeps abreast of new scientific, technical
and management methods and developments affecting the organization for the
purpose of recommending changes in emphasis of programs or new programs

warranted by such developments.

Plans, organizes, and supervises the work of a staff of engineers, scientists,
specialists and technicians. Evaluates the progress of the staff and the results
obtained, and recommends major changes to achieve overall objectives. Or, as
individual research or staff specialist, may be assisted on individual projects by other
engineers, scientists, specialists or technicians.

Bachelor's degree in an engineering or scientifictechnical discipline and 6 years of
related work experience. Non-degreed typically requires 8-10 years of related work
experience.

RRI Job Descriprions - 016407





[image: image20.png]Title:

Description:

independence:

Duties:

Supervisory

Responsibility:

Education:

JOB DESCRIPTION

Principal Specialist

Applies intensive and diversified knowledge of engineering, scientific, or technical
management principles and practices in broad areas of assignments and related
fields. Makes decisions independently on problems and methods, and represents
the organization in conferences to resolve important questions and to plan and
coordinate work. Requires the use of advanced techniques and the modification
and extension of theories, precepts and practices of the field and related

sciences and disciplines.

Supervision and guidance related largely 1o overall objectives, critical issues, new
concepts, and policy matters. Consults with supervisor concerning unusual

problems and developments.
One or more of the following:

1) In a supervisory capacity, plans, develops, coordinates, and directs a large
and important engineering project or a number of small projects with many
complex features. A substantial portion of the work supervised is comparable to
that described for a staff of Engineer/Scientist /Specialist.

2} As individual researcher or contributor, carries out complex or novel
assignments requiring the development of new or improved techniques and
procedures. Work is expected to result in the development of new refined
approaches, processes, products, and/or scientific methods.

3) As staff specialist, develops and evaluates plans and criteria for a variety of
projects and activities to be carried out by others. Assesses the feasibility and
soundness of proposed evaluation tests, program assessments, products, or
equipment when necessary data are insufficient or confirmation by testing is
advisable. Usually performs as a staff advisor and consultant for a technical
specialty, a type of facility or equipment, or a program function.

Supervises, coordinates, and reviews the work of a small staff of engineers,
scientists, specialists and technicians. Estimates manpower needs, and
schedules and assigns work to meet completion date. Or, as individual
researcher or staff specialist, may be assisted on a project by other engineers,
scientists, specialists or technicians.

Bachelor’s degree in an engineering or scientifictechnical discipline and 6 years
of related work experience. Non-degreed typically requires 9-10 years of related
work experience.
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JOB DESCRIPTION
Technical Staff Advisor/Senior Staff Advisor

Makes decisions and recommendations that are recognized as authoritative and
have an important impact on extensive project, program, or organizational
activities. Initiates and maintains extensive contacts with key officials of other
organizations and companies, a task which requires skill in persuasion and
negotiation of critical issues. At this level, individuals will have demonstrated
creativity, foresight, and mature judgement in anticipating and solving
unprecedented engineering, scientific and technical management problems,
determining program objectives and requirements, organizing programs and
projects, and developing standards and guides for diverse engineering activities,
Supervision received is essentially administrative, with assignments given in
terms of broad general objectives and limits.

One or both of the following:

1) In a supervisory capacity, is responsible for a) an important segment of the
engineering or management systems program of an organization with extensive
and diversified requirements, or b) the entire engineering or management
systems program of an organization when it is more limited in scope. The overall
engineering program contains critical problems. The solutions to these problems
require major technological or systems advances and open the way for extensive
related development. The extent of responsibilities generally requires several
subordinate organizational segments or teams. Recommends facilities,
personnel, and funds required to carry out programs which directly fulfill overall
organization objectives.

2) As individual researcher or consultant, is a recognized leader and authority in
the organization in a broad area of specialization or in a narrow but intensely
specialized field. Selects research problems to further the organization's
objectives. Conceives and plans investigations of broad areas of considerable
importance for which precedents are lacking in areas critical to the overall
engineering or management systems program. Is consulted extensively by
associates and others with a high degree of reliance placed on interpretations
and advice. Typically, will have contributed new approaches, designs, or
techniques which are regarded as major advances in the field.

Directs several subordinate supervisors or team leaders, some of whom are in
positions comparable to Staff Advisor, or as individual researcher or consultant,
may be assisted on individual projects by other engineers, scientists, specialists
and technicians,

Bachelor's degree in an engineering or scientifictechnical discipline and 7 years
of related work experience. Non-degreed typically requires 11-12 years of related
work experience.
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JOB DESCRIPTION

Principal Advisor/Executive Director

Makes decisions and recommendations that are recognized as authoritative and
have a far-reaching impact on extensive engineering, technical management,
and related activities of the company.

Negotiates critical and controversial issues with top-level staff and officers of
other organizations and companies. individuals at this level demonstrate a high
degree of creativity, foresight, and mature judgement in planning, organizing, and
guiding extensive programs and activities of outstanding noveilty and importance.

Receives general administrative direction.

One or both of the following:

1) in a supervisary capacity, is responsible for a) an important segment of a very
extensive and highly diversified scientific, engineering or management systems
program, or b) the entire scientific, engineering or management systems program
when the program is of moderate scope. The programs are of critical importance
to overall objectives, include problems of extraordinary difficulty that often have
resisted solution, and consist of several segments requiring subordinate
supervisors. s responsible for deciding the kind and extent of scientific work,
engineering, technical management and related programs needed for
accomplishing the objectives of the organization, for choosing the technical,
scientific, and management approaches, for planning and organizing facilities
and programs, and for interpreting resuits.

2) As individual researcher or consultant, formulates and guides the solving of
problems of exceptional difficulty and marked importance to the organization or
industry. Problems are characterized by their lack of precedents and source
material, or by the lack of success of prior research and analysis so that their
solution would represent an advance of great significance. Performs advisory and
consuiting work for the organization as a recognized authority for broad program
areas or in an intensely specialized area of considerable novelty and importance.

Supervises several subordinate supervisors or team leaders, some of whose
positions are comparable to Senior Staff Advisors. As an individual researcher
or consultant, may be assisted on individual projects by other engineers,

scientists, specialists or technicians.

Bachelor's degree in an engineering or scientific’technical discipline and 15 years
of related work experience. Non-degreed typically requires 20 years of related
work experience.
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JOB DESCRIPTION

Director

Develops, manages and markets the company’s services. Oversees the cost,
technical, and schedule performance of company projects. Reviews technical
and cost proposals for submittal. Evaluates, develops and implements improved
management controf systems, methods and procedures for compary operations

and growth.

Manages the planning and implementation of assigned projects, oversees the
technical performance of field office personnel, and ensures the satisfactory and
timely completion of project deliverables. Provides advice and technical
assistance to clients in the analysis and characterization of their needs and the

identification of their requirements.
Receives general administrative direction.

Responsible for the business development, administrative and operational
activities of the organization:

In a technical role, takes actions necessary to ensure that quality is achieved
throughout the organization. Assist project managers in determining the technical
and source requirements and approach for projects as they relate 1o operations
areas. Responsible for developing and improving the technical competence of
their respective staffs. Establishes and implements standards for client support
activities within the organization.

in a business development role, responsible for obtaining sufficient revenue to
maintain and expand the organization. Leads and coordinates all proposai
activities within the organization. ldentifies new products or services that should
be developed and identifies the markets for them including conducting research
necessary to construct proposed business development initiatives, presenting
them for executive management review, and managing the implementation of

these initiatives.

in project management and administrative roles, manages, controls and
oversees the planning and achievement of projects. Ensures that adequate
resources are identified, employed and allocated for office activities that are
balanced with current and committed contracts. Directs daily operations and

administrative activities.

Directs several subordinate supervisors or team leaders. Plans, organizes, and
evaluates the progress of staff and the results obtained, and recommends
changes to achieve overall objectives. Or as individual researcher or consultant,
may be assisted on individual projects by other engineers, scientists, specialists

and technicians.
Rachelor's degree in an engineering or technica! discipline and 6 years of broad

work experience of which 3-5 years experience gained in areas of managing
technical personnel and operations management. Non-degreed typically requires

12-14 years of related work experience.
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