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CONTRACT: GS00F0004S 
COMPANY: ESPM, INC. 
NAME: Katherine Li 
EMAIL ADDR: KatherineLi@espm.us
ALT EMAIL: Request.Information@espm.us
Web Site: http://www.espm.us
DUNS: 149169695

Labor Categories Awarded: 
FABS (Services Acquisition Center Group 520):
Financial Manager






H/R $ 99.21
Program Control Officer (Financial Systems)


H/R $ 94.91
IT 70 (IT Acquisition Center, Group 70):


Business Continuity Planning Analyst



H/R $105.42
Business Continuity Planning Manager 



H/R $136.88
Communication Facility Engineer 




H/R $  84.28
Communication Transmission Engineer 



H/R $100.92
Consultant (Senior) 






H/R $163.33
Consultant 







H/R $110.80
Curriculum Developer (Senior) 




H/R $  90.99
Curriculum Developer 





H/R $  78.94
Deputy Program Manager





H/R $139.05
Documentation Specialist 





H/R $  57.60
Operations Systems Manager 




H/R $102.96
Program Control Officer (IT Systems) 



H/R $111.20
Project Manager (Senior) 





H/R $139.05

Project Manager 






H/R $110.80 
Systems Management Technologist 




H/R $  57.49
Technical Subject Matter Specialist (Senior) 


H/R $  71.02
Technical Subject Matter Specialist (Associate) 


H/R $  49.19
Technical Subject Matter Specialist (Intermediate) 


H/R $  61.20
Training Facilitator (Senior) 





H/R $  85.87
Training Facilitator 






H/R $  73.24
Terms and Conditions:

Special Item Number: CD301, CD 399 IT Professional Services are in accordance with FPDS Codes:  D301 IT Facility Operations & Maintenance, D 399 Other Information Technology Services Not Elsewhere Classified (Crosswalk SINs 132-51).
Special Item Number for Service (FABS): C R710 Complimentary Financial Management Services (Crosswalk SINs 520-13)
Basic Discount: 3% for Special Item Number C R710 from commercial price list for hourly rate. 0 basic discounts for Special Item Number C D 301 and C D399.
Quantity Discounts: Discounts granted for Task-Orders above the following dollar value $200 k-$300k (2%) and $300k-$400k (3%). This applies to special item number(s): 
C D301 and C D 399. 

Maximum Order: $500,000.
Minimum Order:  $100.00

Delivery:    30 Days from Receipt of order 

FOB:   FOB Destination within 50 Contiguous States and D.C. including Alaska, Hawaii and Puerto Rico.

Prompt Payment:   Net –30 Days

Aggregate Discount:  None

Government Credit Card:   Acceptance of Government Credit Card, but without any discounts

Warranty:  In accordance with Commercial Warranty (30 Days) 

Industrial Funding Fee:   ESPM, Inc. will submit .75% of sales to the Government to satisfy the Industrial Funding Fee set forth in clause 552.238-77.  Prices are IFF inclusive. 

CONTACT FOR CONTRACT ADMINISTRATION:  

	Katherine Li, VP & Corporate Liaison

Corporate Office

300 Wai Nani Way # 1813

Honolulu, Hawaii 96815

Phone: (808) 348-7789

Fax: (808) 922-2699


IFF Sales Reporting:   The following person is the Contract Administrator and responsible for 72A Reporting of Sales to the Government:

Katherine Li, VP & Corporate Liaison

Corporate Office

300 Wai Nani Way # 1813

Honolulu, Hawaii 96815

Phone: (808) 348-7789

Fax: (808) 922-2699
Economic Price Adjustment:  In accordance with the Economic Price Reduction (EPA) Clause GSAR 552.216-70, price increase will be set at 4%, effective on or after the first 12 months of the contract period, providing all conditions are met.

Price Reduction Clause:  In accordance with the Price Reduction Clause GSAR  552.238-75, the category of customer upon which this award is predicated will be Federal Government customer (Department of Defense), until a commercial customer has been identified.  This relationship shall be maintained throughout the contract period.  When contractor provides services to any commercial customer this shall change the most favored customer which this contract is predicated.  Any discount arrangement applicable to any commercial customer which disturbs this relationship shall constitute a price reduction. 
Labor Category descriptions follow: 

FABS (Services Acquisition Center Group 520)
Financial Manager

Individual must have demonstrated knowledge of information technology planning and project management tools.  Knowledge and experience in planning, funding, budgeting, activity costing and tracking for managing and maintaining a thorough accountability of major multi-agency project.  
· Determine funding shortfalls based on plans and requirements. 

· Develop high level, succinct descriptions and cogent justifications of the shortfalls.

· Track funding documents received from network subscribers, their purpose, and their eventual expenditure. Use FrontPage to store all financial documents on the web site.

· Track the application of specific subscriber funding documents to Task Order modifications, as it relates to progressive labor costs and ODC costs. Use FrontPage to store all financial documents on the web site.

· Track and maintain program accounts balance.

· Coordinate with Resource Management to resolve account balance disputes. 

· Coordinate with Resource Management to validate correct Military Interdepartmental Purchase Request (MIPR) amounts.

· Coordinate with Resource Management to track MIPR execution.

· Coordinate with military services and serve as liaison for tracking MIPR activities.   

Educational Requirements:  Bachelors degree and preferably a Masters Degree and have at least two years of experience managing major multi-year, multi-million dollar information technology projects with high visibility.

Experience Requirements: Two years task-related experience.

Program Control Officer (Financial Systems)
Individual must have demonstrated knowledge of information technology planning and project management tools.  Knowledge and experience in planning, funding, budgeting, activity costing and tracking for managing and maintaining a thorough accountability of major multi-agency projects.  Experience managing and/or planning for multi-million dollar information technology projects, as well as knowledge and experience in building and maintaining effective working relationships with U.S. government personnel and contractors.  

Effective Decision Support 

· Research issues and incorporate cost/benefit analyses and sound business practices for all recommendations, to enable supported staff to make effective decisions.

Project Funding Support

· Determine funding shortfalls based on plans and requirements. 

· Develop high level, succinct descriptions and cogent justifications of the shortfalls.

· Track funding documents received from stakeholders, their purpose, and their eventual expenditure.

· Track the application of specific subscriber funding documents to Task Order modifications, as it relates to progressive labor costs and ODC costs.

· Administer and facilitate use of the web enabled Enterprise Project Management Server.

Educational Requirements:  Bachelors degree and preferably a Masters Degree and have at least two years of experience managing major multi-year, multi-million dollar information technology projects with high visibility.

Experience Requirements: Two years task-related experience.

IT 70 (IT Acquisition Center, Group 70):
Business Continuity Planning Analyst
· Assists in research and fact-finding to develop or modify business continuity plans.  
· Prepares detailed analyses of business processes.  
· Assists in performance of statistical and financial analyses.  
· Assists in preparing the business continuity plan.  
· Assists in developing scenarios and scripts for validating business continuity plans.  
· Performs business continuity plan testing support.

Educational Requirements: Bachelor's degree from an accredited college or university in business, computer science, information systems, engineering, scientific or a mathematics-intensive discipline is desired.
Experience Requirements: Three years of experience in supporting business continuity planning.
Business Continuity Planning Manager
Responsible for development, testing, and implementation, as required, of the Business 

Continuity Plan (BCP) to preserve the integrity of an organization.  Duties include, but are not limited to, the following:

· Designs and develops the Business Continuity Plan;

· Works with Business Process Reengineering-type specialists;

· Works with Enterprise Resource Planning-type specialists to identify key personnel and critical staffing levels;

· Works with organization executives to recommend a rank ordering of the organization's business processes with respect to the relative importance within the organization's business mission;

· Recommends the rank ordering of the organization's business processes with respect to vulnerability;

· Works with Information Security-type specialists to conduct threat, risk, vulnerability assessments, and recommends disaster recovery strategies of both the IT and critical infrastructures supporting the business processes;

· Facilitates information assurance and disaster recovery planning;

· Evaluates the potential impact on the organization's business processes in relation to the information assurance and disaster recovery plans;

· Develops test plans and supports conducting the tests of the BCP;

· Develops the associated maintenance program to ensure BCP currency.

Educational Requirements: Bachelor's degree from an accredited college or university in business, computer science, information systems, engineering, scientific or a mathematics-intensive discipline.
Experience Requirements: Eight years of progressive and intensive experience managing, with at least two years of relevant experience in a position with duties commensurate to those defined in the task order requirement, or five years of specialized experience in a position with duties commensurate to those defined in the task order requirement.
Communications Facility Engineer 
· Provides technical direction and engineering expertise for communications systems infrastructure activities, including planning, designing, and implementing communications infrastructure requirements for buildings and systems.  
· Ensures that adequate and appropriate planning is provided to direct building architects and planners in building communications spaces and media pathways that meet industry standards.  
· Interfaces with internal and external customers and vendors to determine communications infrastructure needs.

Educational Requirements: Bachelor’s degree from an accredited college or university with a curriculum or major field of study which provides substantial knowledge useful in the development and administration of communications infrastructure requirements, and/or in an information system, engineering or electronics intensive discipline or an applicable training certificate from an accredited training institution.
Experience Requirements: Six years of experience designing, building, and maintaining communications infrastructure systems.  
Communication Transmission Engineer
· Provides technical direction and engineering expertise for communications activities including planning, designing, installing and maintaining large communications networks.  
· Develops, operates, and maintains voice, video, and data communications systems. 

· Applies communications engineering principles and theory to propose design and configuration alternatives.  
· Responsible for complex engineering or analytical tasks and activities associated with one or more technical areas within the communications function.  
· Consults with user personnel to ensure that problems have been properly identified and that the solution will meet the requirements.  
· Analyzes network performance, usage and traffic flows, accesses and interfaces, transmission techniques, and protocols.  
· Conducts feasibility studies concerning communications and communications networks.  
· Prepares studies and gives presentations on communications concepts.  
· Provides technical guidance to other personnel concerning data communications requirements.  
· Participates in preparing specifications for acquiring commercially available data communications networks.  

Educational Requirements: Bachelor’s degree from an accredited college or university with a curriculum or major field of study which provides substantial knowledge useful in the development and administration of communications networks, and/or in a computer science, information system, a physical science, engineering or a mathematics intensive discipline or an applicable training certificate from an accredited training institution.  

Experience Requirements: Six years of experience designing, building, and/or maintaining communications systems.  

Consultant (Senior)

· The senior consultant manages the project work as defined by the client contract.  

· Will lead medium to large complex projects and major phases of very large projects.  

· The senior consultant will manage the fact finding, analysis, and development of hypothesis/conclusions, production of final reports and delivery of presentations.  Responsible for ensuring that the project delivers to client expectations on time and to budget.  

· Has expert knowledge of practice, consulting group and matrixed organization operations and business objectives.  

· Has in-depth knowledge of market/industry and service line.  

Educational Requirements: Bachelor’s degree from an accredited college or university which provides substantial knowledge of the information sciences. 

Experience Requirements:  Six years of intensive and progressive experience demonstrating the required proficiency levels related to task.  Education may be substituted with 10 years of intensive and progressive experience demonstrating the required proficiency levels related to task.

Consultant  

· Leads major portions of large or medium projects, and leads small projects autonomously. Gathers facts through research, interviewing, surveys, etc. 
· Analyzes the client's business, draws conclusions, prepares final reports and gives presentations.  
· Is proficient in the use of key analysis and graphics tools.  
· Uses in-depth consultative skills and business knowledge based on accumulated experience and education aligned to practice business objectives and processes.

Educational Requirements: Bachelor’s degree from an accredited college or university which provides substantial knowledge of the information sciences. 

Experience Requirements:  Five years of intensive and progressive experience demonstrating the required proficiency levels related to task.  Education may be substituted with 9 years of intensive and progressive experience demonstrating the required proficiency levels related to task.
Curriculum Developer (Senior)
· Formulates and defines system scope and objectives.  
· Prepares detailed specifications for programs.  
· Designs, develops, tests, debugs and documents programs.  
· Has experience developing content and storyboards for computer-based multimedia training, video scripts, audiotape scripts, or web-based training.  
· Works at the highest technical level of all phases of web based technologies and thorough knowledge software such as, HTML, PhotoShop, Illustrator, Visual Basic, Java, and or other design and or developer-related applications, systems analysis and programming activities.

· Assists in research and fact-finding to develop, refresh, or modify training information systems.  
· Assists in preparing detailed specifications for programs.  
· Designs, codes, tests, debugs, documents and maintains programs.

· Provides program support to include the testing and installation of computers, peripherals, and/or other hardware, including the installation of enhancements and upgraded versions; and/or program support to include the installation, and documentation of client developed and/or commercially available software, including the installation of enhancements and upgraded versions.  

Educational Requirements:  Bachelor’s degree from an accredited college or university with a curriculum or major field of study which provides substantial knowledge useful in course development, training development/instructional design that is closely related to the work to be completed and/or in a computer science, information system, a physical science, engineering or a mathematics - intensive discipline, or an applicable training certificate from an accredited training institution.

Experience Requirements:  Five years of increasingly complex and progressive experience in performing systems analysis, development, and implementation for business, mathematical, engineering or scientific settings using a variety of information technology resources.  Has experience with current technologies and, where required for the task, emerging technologies. 

Curriculum Developer 

· Supports in the formulation and definition system scope and objectives.  
· Prepares detailed specifications for programs.  
· Designs, develops, tests, debugs and documents programs.  
· Has experience developing content and storyboards for computer-based multimedia training, video scripts, audiotape scripts, or web-based training is preferred.  
· Works at the highest technical level of all phases of web based technologies and thorough knowledge of HTML, PhotoShop, Illustrator, and or other design-related applications, systems analysis and programming activities.

· Assists in research and fact-finding to develop, refresh, or modify training information systems.  
· Assists in preparing detailed specifications for programs.  
· Designs, codes, tests, debugs, documents and maintains programs.

· Provides program support to include the testing and installation of computers, web sites, peripherals, and/or other hardware, including the installation of enhancements and upgraded versions; and/or program support to include the installation, and documentation of client- developed and/or commercially available software, including the installation of enhancements and upgraded versions.  

Educational Requirements: Bachelor’s degree from an accredited college or university with a curriculum or major field of study which provides substantial knowledge useful in course development, training development/instructional design is closely related to the work to be completed and/or in a computer science, information system, a physical science, engineering or a mathematics - intensive discipline, or an applicable training certificate from an accredited training institution.

Experience Requirements: Two years of increasingly complex and progressive experience in performing systems analysis, development, and implementation for business, mathematical, engineering or scientific settings using a variety of information technology resources.  Has experience with current technologies and, where required for the task, and emerging technologies.

Deputy Program Manager
Responsible for and leads team on large complex projects. Translates customer requirements into formal agreements and plans to culminate in customer acceptance or results.  Possesses expert knowledge of business processes. Responsible for performance, cost, scope, schedule, quality, and appropriate business measurements for their project, according to their project charter.  Has extensive professional knowledge of market segment/industry/technology/discipline trends.  
· Works with client to identify business requirements and develops the proposal.  Subsequently leads a team in the initiating, planning, controlling, executing, and closing tasks of a project (or segment of a project) to produce the solution deliverable.  
· Executes a wide range of process activities beginning with the request for proposal through development, test, and final delivery.   
· Anticipates future customer, industry, and business trends.  Applies this understanding to complex problems to meet project objectives.  As appropriate, challenges the validity of given procedures and processes with a view toward enhancement or improvement.  
· Analyzes information and situations and implements actions independently and or through the management team, to ensure project objectives are met.  
· Analyzes new and complex project-related problems and creates innovative solutions involving finance, scheduling, technology, methodology, tools and solution components.  
· Possesses significant breadth of knowledge in business matters, finance, planning, forecasting and personnel order to manage team staff and business matters.

Educational Requirements: Bachelor's degree from an accredited college or university which provides substantial knowledge of the information sciences.

Experience Requirements: Eleven years of intensive and progressive experience demonstrating the required proficiency levels related to task. Education may be substituted with 15 years of intensive and progressive experience demonstrating the required proficiency levels related to task.

Documentation Specialist

· Responsible for preparing and/or maintaining systems, programming and operations documentation, procedures and methods, including user reference manuals.  
· Maintains a current internal documentation library.  Provides or coordinates documentation services as required.  
· Ensures accuracy of technical documentation.  
· Knowledge and basic understanding of all aspects of proofreading, including grammar and spelling.  
· Able to work independently at the highest level of all phases of documentation.  Composes and finalizes IT documentation, including specifications and user manuals, in the style and format required by the task.

Educational Requirements:  High school graduate or equivalent. 

Experience Requirements:  Two years of experience in technical writing and documentation. 
Operations Systems Manager

· Provides assistance for all information systems operations activities, including computer and telecommunications/communications operations, data entry, data control, operations support and operating systems programming.   
· Provides input to policy level discussions regarding standards and budget constraints.  Assigns task personnel to projects and directs their activities; reviews and evaluates their work and prepares performance reports.  
· Confers with and advises subordinates on administrative policies and procedures, technical problems, priorities and methods.  
· Consults with personnel in other information systems sections to coordinate activities.  Prepares activity and progress reports regarding information systems operations.  

Educational Requirements:  Bachelor’s degree from an accredited college or university in computer science, information systems, engineering or a mathematics-intensive discipline or major field of study which either provided substantial knowledge useful in managing large complex AIS projects or is closely related to the work as described and required by the task. 

Experience Requirements:  Ten years of progressive and intensive experience managing with at least two years of relevant experience in a position with duties commensurate to those defined in the task order requirement.  Or five years of specialized experience in a position with duties commensurate to those defined in the task order requirement.  Familiarity with Federal acquisition laws, regulations, policies and procedures.
Program Control Officer (IT Systems)
Individual must have demonstrated knowledge of information technology planning and project management tools.  Knowledge and experience in planning, funding, budgeting, activity costing and tracking for managing and maintaining a thorough accountability of major multi-agency projects.  Experience managing and/or planning for multi-million dollar information technology projects, as well as knowledge and experience in building and maintaining effective working relationships with U.S. government personnel and contractors.  

Project Planning Support 

· Develop and maintain the overall project management plan and associated plans as needed to effectively manage the project. 

· Track deviations from planned expenditures and milestones, and determine their impact.

· Develop recommendations for solutions or courses of actions to minimize any negative impact on the project.

· Analyze labor usage and costs using automated activity simulation and modeling tools contained in the Enterprise Project Management System.

· Develop simulation Models that predict resource requirements into the future.

· Develop resource plans and project schedules that optimize the use of available resources.

· Determine resource bottlenecks.

· Recommend cost effectiveness scheduling alternatives.

· Develop and present succinct briefings and documents to mid- and high-level management and decision makers

Effective Decision Support 

· Coordinate closely with stakeholders to obtain risk information such as the current project status, analysis of system shortfalls, and other issues that impact managed projects. 

· Research issues and incorporate cost/benefit analyses and sound business practices for all recommendations, to enable supported staff to make effective decisions.

· Expand Decision Support Activities outside to all Services, DoD Agencies and Local governments associated with the Program

Project Funding Support

· Determine funding shortfalls based on plans and requirements. 

· Develop high level, succinct descriptions and cogent justifications of the shortfalls.

· Track funding documents received from stakeholders, their purpose, and their eventual expenditure.

· Track the application of specific subscriber funding documents to Task Order modifications, as it relates to progressive labor costs and ODC costs.

· Administer and facilitate use of the web enabled Enterprise Project Management Server.

Educational Requirements:  Bachelors degree and preferably a Masters Degree and have at least two years of experience managing major multi-year, multi-million dollar information technology projects with high visibility.

Experience Requirements: Two years task-related experience.

Project Manager (Senior)

Responsible for large projects or significant segment of a large complex project.  
· Leads team on large projects or significant segment of large complex projects.  Translates customer requirements into formal agreements and plans to culminate in customer acceptance of results, or have acceptance in the targeted market, while meeting business objectives.  
· Works with client to identify business requirements and develops the proposal. Subsequently leads a team in the initiating, planning, controlling, executing, and closing tasks of a project or segment of a project to produce the solution deliverable.  
· Executes a wide range of process activities beginning with the request for proposal through development, test and final delivery.  
· Formulates partnerships between customer, suppliers and staff.  
· Anticipates potential project-related problems.  
· Utilizes refined techniques for identifying, eliminating or mitigating solution, project, and business risk.  
· Understands customer, industry and business trends.  Applies this understanding to meet project objectives.  As appropriate, challenges the validity of given procedures and processes with a view toward enhancement or improvement.  
· Analyzes information and situations and implements actions, independently and/or through the management team to ensure project objectives are met.  
· Analyzes new and complex project-related problems and creates innovative solutions involving finance, scheduling, technology, methodology, tools, and solution components.

Educational Requirements: Bachelor’s degree from an accredited college or university which provides substantial knowledge of the information sciences.

Experience Requirements: Six years of intensive and progressive experience demonstrating the required proficiency levels related to task.  Education may be substituted with 10 years of intensive and progressive experience demonstrating the required proficiency levels related to task.
Project Manager 
Plans and designs engineering programs and assembles project staffs.  Responsible for organizing highly complex activities for the development, implementation, and maintenance of projects.  
· Leads team on large projects or significant segment of large complex projects.

· Translates customer requirements into formal agreements and plans to culminate in customer acceptance of results, or have acceptance in the targeted market, while meeting business objectives.  
· Works with client to identify business requirements and develops the proposal.

· Subsequently leads a team in the initiating, planning, controlling, executing, and closing tasks of a project or segment of a project to produce the solution deliverable.  
· Executes a wide range of process activities beginning with the request for proposal through development, test and final delivery.  
· Formulates partnerships between customer, suppliers and staff.  Anticipates potential project-related problems.  
· Utilizes refined techniques for identifying, eliminating or mitigating solution, project, and business risk.  
· Understands customer, industry and business trends.  Applies this understanding to meet project objectives.  
· As appropriate, challenges the validity of given procedures and processes with a view toward enhancement or improvement.  
· Analyzes information and situations and implements actions, independently and/or through the management team to ensure project objectives are met. 

· Analyzes new and complex project-related problems and creates innovative solutions involving finance, scheduling, technology, methodology, tools, and solution components.

Educational Requirements:  Bachelor’s degree from an accredited college or university or an advanced technical degree which provides substantial knowledge of the information sciences.

Experience Requirements:  Six years of intensive and progressive experience demonstrating the required proficiency levels related to task.  Education may be substituted with 10 years of intensive and progressive experience demonstrating the required proficiency levels related to task. 
Systems Management Technologist 

· Analyzes, develops, operates, and maintains software libraries and catalogs.  
· Provides support and direction for user groups in the use of the software/hardware systems and programs to support an integrated system.  
· Establishes and implements system policy, procedures and standards, and ensures their conformance with information systems goals and procedures.  
· Ensures that security procedures are implemented and enforced.  
· Provides logistics support and training in the effective use of automated systems and data communications.

Educational Requirements: High school graduate or equivalent.
Experience Requirements: Two years of experience in operating computer systems, systems management, and automated systems.
Technical Subject Matter Specialist (Senior)
· Applies subject matter knowledge to high level analysis, design, development, integration, installation, documentation and implementation.  
· Resolves problems, which require an intimate knowledge of the related technical subject matter.  
· Applies principles and methods of the subject matter to specialized solutions. Includes but not limited to: medical and legal transcription, environmental, scientific, and logistical support activities.

Educational Requirements: Applicable functional area certification or two years undergraduate education.

Experience Requirements: Ten years of intensive and progressive experience in the applicable specialty field.

Technical Subject Matter Specialist (Associate)

· Applies subject matter knowledge to high level analysis, design, development, integration, installation, documentation and implementation.  
· Resolves problems which require an intimate knowledge of the related technical subject matter.  
· Applies principals and methods of the subject matter to specialized solutions.  Includes but not limited to: medical and legal transcription, environmental, scientific, and logistical support activities.

Educational Requirements: Applicable functional area certification or two years undergraduate education.

Experience Requirements: Two years of intensive and progressive experience in the applicable specialty field.

Technical Subject Matter Specialist (Intermediate)

· Applies subject matter knowledge to high level analysis, design, development, integration, installation, documentation and implementation.  
· Resolves problems, which require an intimate knowledge of the related technical subject matter.  
· Applies principles and methods of the subject matter to specialized solutions.  Includes but not limited to; medical and legal transcription, environmental, scientific, and logistical support activities.

Educational Requirements: Applicable functional area certification or two years undergraduate education.

Experience Requirements: Five years of intensive and progressive experience in the applicable specialty field.

Training Facilitator (Senior)

· Conducts research necessary to develop and revise comprehensive courses and prepares appropriate training catalogs and materials.  

· Prepares all training material (course outline, background material, and training aids).  Prepares all student material (course manuals, workbooks, handouts, exercises, completion certificates and course critique forms).  

· Provides support including but not limited to: training the trainer, conducting formal classroom training courses, course facilitation, on-line facilitation, CBT’s, web-based instruction, workshops, exercises, and seminars.  

· Provides daily supervision and direction to staff.  

· Demonstrates excellent interpersonal written and oral communication skills.  

· Maintains currency in the area of expertise and will be expected to function as an expert in the specialty field.

Educational Requirements: Bachelor’s degree from an accredited college or university in education, training or related field of study which provides substantial knowledge in the area of expertise. 

Experience Requirements: Five years experience of which a minimum of 2 years must be specialized in the delivery of training instruction and services. 

Training Facilitator 

· Trains personnel by utilizing various forums, such as formal classroom training courses, course facilitation, on-line facilitation, CBTs, web-based instruction, workshops, exercises, and seminars.  
· Prepares all training material, such as but not limited to course outlines, course manuals, background materials, workbooks, handouts, completion certificates, course assessment forms, and training aids.  
· Maintains currency in the area of expertise and will be expected to function as an expert in the specialty field.

Educational Requirements:  Bachelor’s degree from an accredited college or university in education, training or related field of study which provides substantial knowledge in the area of expertise or high school graduate plus four years specialized experience. 

Experience Requirements: Two years task-related experience.
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