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GENERAL CONTRACT INFORMATION 

 
1a. Table of Awarded Special Item Numbers (SINs):  
(Please refer to page #5 for a more detailed description) 
 

 C D306:  IT Systems Analysis Services (132-51) 

 C D307:  IT System Design and Integration Services (132-51) 

 C D308:  Programming Services (132-51) 

 C D311:  IT Data Conversion Services (132-51) 

 C D313:  Cad/Cam Services (132-51) 

 C F999:  Environmental Services, Studies and Analysis Support (899-1, -2, -3, -4, -5, -6 and -7) 
 

1b. Lowest Priced Model Number and Lowest 
Price: 

Please refer to our rates on page #10 

  
1c. Labor Category Descriptions: Contact Robert Little for specific labor category 

descriptions. 
  
2.   Maximum Order: C D306:  $500,000 (132-51) 

C D307:  $500,000 (132-51) 
C D308:  $500,000 (132-51) 
C D311:  $500,000 (132-51) 
C D313:  $500,000 (132-51) 
C F999:  $1,000,000 (899-1, -2, -3, -4, -5, -6 and -7) 

  
3.   Minimum Order: $100 
  
4.   Geographic Coverage: CONUS 
  
5.   Point (s) of Production:    Not Applicable 
  
6.   Discount from List Price: All Prices Herein are Net 
  
7.   Quantity Discounts: C F999 ONLY: 0.5% discount for BPA’s written 

against this contract when the total value exceeds $1 
million dollars 

  
8.   Prompt Payment Terms: Net 30 days 
  
9a. Government Purchase Card is accepted at or below the micro – purchase threshold. 
  
9b. Government Purchase Card is accepted above the micro – purchase threshold. 
  
10.   Foreign Items: None 
  
11a. Time of Delivery: To Be Negotiated with Ordering Agency 
  
11b. Expedited Delivery: To Be Negotiated with Ordering Agency 
  
11c. Overnight and 2-Day Delivery: To Be Negotiated with Ordering Agency 
  
11d. Urgent Requirement: To Be Negotiated with Ordering Agency 
  
12.   F.O.B. Point(s): Destination 
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13a. Ordering Address: IAP World Services 
Attn:  Kelly Hart/GSA Orders 
7315 North Atlantic Avenue 
Cape Canaveral, FL  32920 
Phone #: (321) 784-7223 
Fax #:  (321) 784-7385 

 
13b. Ordering procedures:  For supplies and services, the ordering procedures, information on Blanket 

Purchase Agreements (BPA's), and a sample BPA can be found at the GSA/FSS Schedule 
homepage (fss.gsa.gov/schedules).   

  
14.   Payment Address: IAP World Services 

Attn:  Accounts Receivable 
7315 North Atlantic Avenue 
Cape Canaveral, FL  32920 

  
15.   Warranty Provision: Not Applicable 
  
16.   Export Packing Charges: Not Applicable 
  
17.   Terms & Conditions of Government 

Purchase Card Acceptance: 
None 

  
18.   Terms and conditions of rental, 

maintenance, and repair: 
Not Applicable 

  
19.   Terms and conditions of installation (if 

applicable): 
Not Applicable 

  
20.   Terms and conditions of repair parts 

indicating date of parts, price lists and 
any discounts from list prices: 

Not Applicable 

  
20a. Terms and conditions for any other 

services  
(if applicable): 

Not Applicable 

  
21.   List of service and distribution points  

(if applicable): 
Not Applicable 

  
22.   List of participating dealers (if applicable): Not Applicable 
  
23.   Preventative maintenance (if applicable) Not Applicable 
  
24a. Special attributes such as environmental 

attributes (e.g., recycled content, energy 
efficiency, and/or reduced pollutants.): 

Not Applicable 

  
24b. Section 508 compliance information is 

available on Electronic and Information 
Technology (EIT) supplies and services.  
The EIT standards can be found at:  
www.Section508.gov/  

Contact Contract Administrator for more information. 

http://www.fss.gsa.gov/schedules
http://www.section508.gov/
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25.   Data Universal Number System (DUNS) 

Number: 
010816486 

  
26.  IAP World Services is registered in the Central Contractor Registration (CCR) database. 
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CONTRACT OVERVIEW 

GSA awarded IAP World Services a GSA Federal Supply Schedule contract for Consolidated Products 
and Services (CONS), Contract No. GS-00F-0022L.  The current contract period is 4/15/2006 - 
4/14/2011.  GSA may exercise a total of up to two additional 5 year option periods.  The contract allows 
for the placement of Firm Fixed Price or Time and Materials task orders using the labor categories and 
ceiling rates defined in the contract. 

CONTRACT ADMINISTRATOR 

Kelly Hart 
IAP World Services 
7315 North Atlantic Avenue 
Cape Canaveral, FL 32920 
Telephone:  321-784-7223 
Fax Number: 321-784-7385 
Email:  kelly.hart@iapws.com 
 
MARKETING AND TECHNICAL POINT OF CONTACT 

Kelly Hart 
IAP World Services 
7315 North Atlantic Avenue 
Cape Canaveral, FL 32920 
Telephone:  321-784-7223 
Fax Number: 321-784-7385 
Email:  kelly.hart@iapws.com 
 

CONTRACT USE 

This contract is available for use by all federal government agencies, as a source for Consolidated 
Products and Services.  Executive agencies, other Federal agencies, mixed –ownership Government 
corporations, and the District of Columbia; government contractors authorized in writing by a Federal 
agency pursuant to 48 CFR 51.1; and other activities and organizations authorized by statute or 
regulation to use GSA as a source of supply may use this contract.  Additionally, contractors are 
encouraged to accept orders received from activities within the Executive Branch of the Federal 
Government. 

CONTRACT SCOPE 

The contractor shall provide all resources including personnel, management, supplies, services, 
materials, equipment, facilities and transportation necessary to provide a wide range of professional 
services as specified in each task order. 

Services specified in a task order may be performed at the contractor’s facilities or the ordering 
agencies’ facilities.  The government will determine the contractor’s compensation by any of several 
different methods (to be specified at the task order level) e.g., a firm-fixed price for services with or 
without incentives, labor hours or time-and-material. 

The Special Item Numbers (SINs) available under this contract provide services across the full life cycle 
of a project.  When task orders are placed, they must identify the SIN or SINs under which the task is 
being executed. IAP World Services has been awarded a contract by GSA to provide services under 
the SINs listed on the following page. 

mailto:kelly.hart@iapws.com
mailto:kelly.hart@iapws.com


 

IAP World Services GS-00F-0022L Page 5 

 

INFORMATION TECHNOLOGY PROFESSIONAL SERVICES 
 

C D306:  IT SYSTEMS ANALYSIS SERVICES (132-51) 
C D307:  IT SYSTEM DESIGN AND INTEGRATION SERVICES (132-51) 
C D308:  PROGRAMMING SERVICES (132-51) 
C D311:  IT DATA CONVERSION SERVICES (132-51) 
C D313:  CAD/CAM SERVICES (132-51) 
 
ENVIRONMENTAL ADVISORY SERVICES  

 

C F999 ENVIRONMENTAL PLANNING SERVICES & DOCUMENTATION (899-1) 
C F999 ENVIRONMENTAL COMPLIANCE SERVICES (899-2) 
C F999 ENVIRONMENTAL OCCUPATIONAL TRAINING SERVICES (899-3) 
C F999 WASTE MANAGEMENT SERVICES (899-4) 
C F999 HAZARDOUS MATERIALS MANAGEMENT AND SOFTWARE (899-5) 
C F999 REMOTE ADVISORY SERVICES (899-6) 
C F999 GEOGRAPHIC INFORMATION SYSTEMS (GIS) (899-7) 

 

A full description of each SIN definition and examples of the types of work covered by the SIN are 
provided below. 

SPECIAL ITEM NUMBER (SIN) DESCRIPTIONS 

 
132-51 Information Technology Professional Services 

  

899-1 Environmental Planning Services & Documentation 
Operational services, advice, or guidance in support of agencies' 
environmental planning.  Examples include, but are not limited to 
Environmental Impact Statements under NEPA, Endangered Species 
and/or Wetlands Analysis; Watershed and Other Natural Resource 
Management Plans; Archeological and/or Cultural Resource 
Management Plans; Environmental Program Management and 
Environmental Regulation Development; Economic, Technical and/or 
Risk Analysis; Vulnerability Assessments; Biochemical Protection; 
Identification and Mitigation of Threats; Crime Prevention through 
Environmental Design (CPTED) Surveys 

  

899-2 Environmental Compliance Services 
Operational services, advice, or guidance in support of agencies' 
environmental compliance.  Examples include but are not limited to: 
Environmental Compliance Audits; Compliance Management and/or 
Contingency Planning; Permitting; Spill Prevention/Control and 
Countermeasure Plans; Pollution Prevention Surveys; ISO 14000, 
Environmental Management Systems (EMS); Community Right-to-Know 
Act Reporting 

  

899-3 Environmental Occupational Training Services 
Training to include standard (off -the-shelf), customized, and/or 
computer-based interactive courses, as well as converting existing 
courses to electronic media. Training may be conducted on or off site and 
may be on any number of environmentally related issues, including fire 
preparedness training and public fire safety education 
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899-4 Waste Management Services & Software 

Operational Services, advice, or guidance in support of agencies’ 
environmental compliance.  Services may include, but are not limited to: 
Data collection, Feasibility or risk analysis; Source reduction; 
RCRA/CERCLA site investigation; Hazard and/or tracking or handling 
systems; Waste management plans and/or surveys; Review of 
technologies and processes impacting waste management.  
Management, furnishing or inventory of Material Safety Data via CD, 
Internet, Facsimile, Mail or other media; Reporting and Compliance 
Software; Development of Emergency Response Plans; Hazardous/Non 
Hazardous Materials Tracking Software; Creation and Maintenance of 
HAZMAT Tracking Systems 

  

899-5 Reclamation, Recycling & Disposal Services 
Establishment and/or operation of waste management and/or recycling 
systems to include waste collection, reuse assessments, inventory, 
destruction, inventory transfer and/or disposal after compliance with GSA 
Office of Personal Property Management requirements outlined in FMR’s 
101-42, 102-36, and 102-37 (as applicable).  Types of waste 
management and/or recycling systems include, but are not limited to: 
Excess Inventory; Surplus Inventory; Confiscated Materials; Electronic 
Equipment; Batteries; Chemicals; Solids; Biological; Cathode Ray Tubes 
(CRTs) and Waste Minimization/Pollution Prevention initiatives.  This 
effort does not include nuclear or radioactive waste 

  

899-6 Remote Advisory Services 
Remotely delivered advisory services in support of agencies 
Environmental Programs.  Examples include, but are not limited to 
assistance concerning: Hazardous Material Spills; Material Safety Data 
Sheets; Information Hotlines; Poisons; Environmental Regulation 

  

899-7 Geographic Information Services 
Operational services, advice, or guidance in support of agencies’ 
environmental programs utilizing GIS.  Examples include, but are not 
limited to: Mapping and Cartography; Natural Resource Planning; Site 
Selection; Migration Pattern Analysis; Pollution Analysis; Emergency 
Preparedness Planning; Geologic Logs, Topographic Data, 3D/4D 
Interactive Visualization Packages; Data Interpretation 
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INSTRUCTIONS FOR PLACING ORDERS FOR SERVICES BASED ON 
GSA SCHEDULE HOURLY RATES 

 
GSA provides a streamlined, efficient process for ordering the services you need. GSA has already 
determined that IAP World Services meets the technical requirements and that our prices offered are 
fair and reasonable. Agencies may use written orders; facsimile orders, credit card orders, blanket 
purchase agreement orders or individual purchase orders under this contract. 
 
If it is determined that your agency needs an outside source to provide CONS services, follow these 
simple steps: 
 
Step 1. Develop a Statement of Work (SOW) 
 
In the SOW, include the following information: 
 

 Work to be performed, 

 Location of work, 

 Period of performance; 

 Deliverable schedule, and 

 Special standards and any special requirements, where applicable. 
 
 
Step 2. Select Contractor and Place Order 
 

 If the order is at or below the micro-purchase threshold, select the contractor best suited for 
your needs and place the order. 

 If the order is exceeding but less than the maximum order threshold (MOT), prepare an RFQ; 

 If the order is in excess of the MOT, prepare an RFQ.  Consider expansion of competition and 
seek price reductions. 

 
 
Step 3. Prepare a Request for Quote (RFQ) 
 

 Include the SOW and evaluation criteria; 

 Request fixed price, ceiling price, or, if not possible, labor hour or time and materials order; 

 If preferred, request a performance plan from contractors and information on past experience; 
and include information on the basis for selection. 

 May be posted on GSA’s electronic RFQ system, e-Buy 
 
 
Step 4. Provide RFQ to at least Three Firms 
 
 
Step 5. Evaluate Offers, Select Best Value Firm, and Place Order 
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REQUIREMENTS EXCEEDING THE MAXIMUM ORDER 
 
In accordance with FAR 8.404, before placing an order that exceeds the maximum order threshold, 
ordering offices shall: 
 

 Review additional schedule contractors’ catalogs/price lists or use the “GSA Advantage!” on-line 
shopping service; 

 Based upon the initial evaluation, generally seek price reductions from the schedule 
contractor(s) appearing to provide the best value (considering price and other factors); and  

 After price reductions have been sought, place the order with the schedule contractor that 
provides the best value and results in the lowest overall cost alternative (see FAR 8.404(a)). If 
further price reductions are not offered, an order may still be placed, if the ordering office 
determines that it is appropriate. 

 
Vendors may: 
 
Offer a new lower price for this requirement (the Price Reduction clause is not applicable to orders 
placed over the maximum order in FAR 52.216-19 Order Limitations.) 
 

 Offer the lowest price available under the contract; or 

 Decline the order (orders must be returned in accordance with FAR 52.216-19). 
 
A task order that exceeds the maximum order may be placed with the Contractor selected in 
accordance with FAR 8.404.  The order will be placed under the contract. 
 
Sales for orders that exceed the Maximum Order shall be reported in accordance with GSAR 
552.238-74. 
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BLANKET PURCHASE AGREEMENT 
 

Ordering activities may establish BPAs under any schedule contract to fill repetitive needs for supplies 
or services. BPAs may be established with one or more schedule contractors. The number of BPAs to 
be established is within the discretion of the ordering activity establishing the BPAs and should be 
based on a strategy that is expected to maximize the effectiveness of the BPA(s). In determining how 
many BPAs to establish, consider: 
 

 The scope and complexity of the requirement(s);  

 The need to periodically compare multiple technical approaches or prices;  

 The administrative costs of BPAs; and  

 The technical qualifications of the schedule contractor(s).  
 

Establishment of a single BPA, or multiple BPAs, shall be made using the same procedures outlined in 
8.405-1 or 8.405-2. BPAs shall address the frequency of ordering, invoicing, discounts, requirements 
(e.g. estimated quantities, work to be performed), delivery locations, and time.  
 

When establishing multiple BPAs, the ordering activity shall specify the procedures for placing orders 
under the BPAs.  
 

Establishment of a multi-agency BPA against a Federal Supply Schedule contract is permitted if the 
multi-agency BPA identifies the participating agencies and their estimated requirements at the time the 
BPA is established. 
 

Ordering from BPAs:  
 

Single BPA. If the ordering activity establishes one BPA, authorized users may place the order directly 
under the established BPA when the need for the supply or service arises.  
 

Multiple BPAs. If the ordering activity establishes multiple BPAs, before placing an order exceeding the 
micro-purchase threshold, the ordering activity shall: 
 

 Forward the requirement, or statement of work and the evaluation criteria, to an appropriate 
number of BPA holders, as established in the BPA ordering procedures; and  

 Evaluate the responses received, make a best value determination (see 8.404(d)), and place 
the order with the BPA holder that represents the best value.  
 

BPAs for hourly rate services. If the BPA is for hourly rate services, the ordering activity shall develop a 
statement of work for requirements covered by the BPA. All orders under the BPA shall specify a price 
for the performance of the tasks identified in the statement of work.  
 

Duration of BPAs. BPAs generally should not exceed five years in length, but may do so to meet 
program requirements. Contractors may be awarded BPAs that extend beyond the current term of their 
GSA Schedule contract, so long as there are option periods in their GSA Schedule contract that, if 
exercised, will cover the BPA’s period of performance.  

 

Review of BPAs:  
 

The ordering activity that established the BPA shall review it at least once a year to determine whether: 
 

 The schedule contract, upon which the BPA was established, is still in effect;  

 The BPA still represents the best value (see 8.404(d)); and  

 Estimated quantities/amounts have been exceeded and additional price reductions can be 
obtained. 
 

The ordering activity shall document the results of its review.  
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HOURLY RATES FOR SERVICES  
 

 
INFORMATION TECHNOLOGY PROFESSIONAL SERVICES 

 

GSA Labor Category – Government Site 

Year 8 Year 9 Year 10 

04/15/08-
04/14/09 

04/15/09-
04/14/10 

04/15/10-
04/14/11 

        

Computer Systems Analyst III $103.97  $107.61  $111.38  

Database Administrator $61.32  $63.46  $65.68  

Database Management Specialist I $49.02  $50.73  $52.51  

Database Management Specialist II  $52.42  $54.25  $56.15  

Expert Systems Specialist $52.02  $53.84  $55.72  

Knowledge Engineer I $68.13  $70.51  $72.98  

Knowledge Engineer II $78.02  $80.75  $83.57  

Microcomputer Systems Specialist I $42.03  $43.51  $45.03  

Microcomputer Systems Specialist II $60.17  $62.28  $64.46  

Microcomputer Systems Specialist III $86.49  $89.52  $92.65  

Telecommunications Engineer I $39.90  $41.30  $42.75  

Telecommunications Engineer II $49.25  $50.98  $52.76  

Web Designer I $50.70  $52.48  $54.31  

Web Designer II $60.02  $62.12  $64.30  

Computer Graphics Specialist II $38.64  $39.99  $41.39  

Computer Operator II $30.12  $31.18  $32.27  

Computer Programmer II $43.94  $45.48  $47.07  

Programmer/Analyst  $37.53  $38.84  $40.20  

Systems Programmer $60.57  $62.69  $64.88  
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ENVIRONMENTAL ADVISORY SERVICES 

 

GSA Labor Category – Government Site 

Year 8 
4/15/08-
4/14/09 

Year 9 
4/15/09-
4/14/10 

Year 10 
4/15/10-
4/14/11 

Program Manager $94.50 $98.28 $102.21 

Economist I $67.07 $69.75 $72.54 

Economist II $81.77 $85.04 $88.45 

General Biologist I $39.18 $40.75 $42.38 

General Biologist II $41.07 $42.72 $44.42 

General Biologist III $42.95 $44.66 $46.45 

Laboratory Chemist $56.42 $58.68 $61.03 

Operations Research Analyst $60.01 $62.41 $64.91 

Physical Scientist $49.11 $51.08 $53.12 

Principal Scientist I $55.66 $57.89 $60.20 

Principal Scientist II  $64.31 $66.88 $69.55 

Statistician I $52.52 $54.62 $56.80 

Statistician II $68.64 $71.38 $74.24 

Statistician III $87.90 $91.42 $95.08 

Subject Matter Specialist I $52.52 $54.62 $56.80 

Subject Matter Specialist II $68.64 $71.38 $74.24 

Subject Matter Specialist III $87.90 $91.42 $95.08 

Information Management Specialist I $52.85 $54.97 $57.17 

Information Management Specialist II $61.49 $63.95 $66.51 

National Resource Systems Modeler $77.22 $80.31 $83.52 

Data Entry Specialist $30.32 $31.54 $32.80 

Database Management Specialist I (GIS) $44.70 $46.49 $48.35 

Database Management Specialist II (GIS) $49.59 $51.57 $53.64 

Database Management Specialist III (GIS) $60.60 $63.02 $65.54 

Geographic Information System (GIS) Specialist I $56.27 $58.52 $60.86 

Geographic Information System (GIS) Specialist II $60.24 $62.65 $65.15 

Geographic Information System (GIS) Specialist III $60.60 $63.02 $65.54 

Photo Interpreter I $49.01 $50.97 $53.00 

Photo Interpreter II $51.06 $53.11 $55.23 

Photo Interpreter III $57.31 $59.60 $61.99 

Remote Sensing Specialist I $60.60 $63.02 $65.54 

Remote Sensing Specialist II $67.96 $70.67 $73.50 

Accounting Clerk I $27.49 $28.59 $29.73 

Accounting Clerk II $31.59 $32.85 $34.16 

Administrative Assistant $42.28 $43.97 $45.73 
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Environmental Advisory Services (cont’d) 

GSA Labor Category – Government Site 

Year 8 
4/15/08-
4/14/09 

Year 9 
4/15/09-
4/14/10 

Year 10 
4/15/10-
4/14/11 

Clerk/Typist I $25.43 $26.45 $27.51 

Clerk/Typist II $29.30 $30.48 $31.70 

Receptionist $28.63 $29.77 $30.96 

Request Management Clerk $29.30 $30.48 $31.70 

Secretary I $36.70 $38.17 $39.69 

Secretary II $39.86 $41.45 $43.11 

Biological Aid I $24.51 $25.49 $26.51 

Biological Aid II $31.74 $33.01 $34.33 

Biological Technician I $39.34 $40.92 $42.55 

Biological Technician II  $48.35 $50.28 $52.30 

Scientific Technician I $48.35 $50.28 $52.30 

Scientific Technician II $54.66 $56.84 $59.12 

Audio/Visual Services Aide $48.43 $50.37 $52.38 

Audio/Visual Specialist $40.55 $42.17 $43.86 

Education Aide $39.86 $41.45 $43.11 

Education Specialist $55.46 $57.68 $59.99 

Education Technician I $50.70 $52.73 $54.84 

Education Technician II $63.98 $66.54 $69.20 

Instructional Designer $54.14 $56.31 $58.56 

Interpretive Specialist $23.82 $24.77 $25.76 

Librarian $54.08 $56.25 $58.50 

Library Technician $36.62 $38.08 $39.60 

Meeting Coordinator $36.70 $38.17 $39.69 

Technical Illustrator I $42.93 $44.65 $46.44 

Technical Illustrator II $52.87 $54.98 $57.18 

Technical Typist $32.99 $34.31 $35.68 

Technical Writer/Editor I $50.70 $52.73 $54.84 

Technical Writer/Editor II $63.98 $66.54 $69.20 

Training Specialist $55.46 $57.68 $59.99 

Word Processor I $29.13 $30.29 $31.51 

Word Processor II $32.99 $34.31 $35.68 

Cartographic Clerk I $31.49 $32.75 $34.06 

Cartographic Clerk II $43.26 $44.99 $46.79 

Cartographic Clerk III $49.88 $51.88 $53.95 

Digitizer $32.35 $33.64 $34.99 

Spatial Analysis Technician I $36.02 $37.46 $38.96 

Spatial Analysis Technician II $39.33 $40.90 $42.54 
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LABOR CATEGORY DESCRIPTIONS 
 
Position requirements and typical duties to be performed in each optional mandatory and desirable 
position are described below.  Whenever the phrase "or equivalent work experience" is utilized in 
education/experience requirements, the accepted rule shall be four (4) years of experience for three (3) 
years of education, except where noted otherwise. 
 
INFORMATION TECHNOLOGY PROFESSIONAL SERVICES 
 
Computer Systems Analyst III 
 
The individual in this senior position shall provide supervisory technical and administrative direction for 
contractor personnel performing software development tasks, including the review of work products for 
correctness, adherence to the design concept and user standards, and for progress in accordance with 
schedules; coordinate with the contractor Program Manager and Government personnel to ensure 
problem solution and user satisfaction; prepare and deliver presentations on system concepts to 
colleagues, subordinates, and user representatives; participate in meetings, workshops, and 
demonstrations that relate to hardware and software systems supported by the Center; independently 
maintain and modify complex software systems or develop new subsystems; provide support to users 
in the application of complex analysis and evaluation techniques and/or tools for natural resource 
planning and analysis; and personally guide and/or perform complex system analysis evaluations to 
support a series of interrelated packages involving computerized analytical tools.  The position shall 
require that the individual keep abreast of current and new ADP techniques and tools and assess their 
practical application to natural resource planning problems and approaches.  A diversity of skills is 
required for this senior position, including requirements definitions, testing, implementation, analysis, 
design, maintenance, monitoring, control, programming, conversion, and documentation. 
 
A Ph.D. (or equivalent doctoral degree) is required for this position, as well as eight (8) years of 
experience in systems analysis and programming in the required discipline or technology, to include 
five (5) years of supervising software development personnel.  This person must be competent, through 
education and/or experience, in a variety of disciplines related to computer activities ranging from 
software development to hardware configuration and documentation, in order to provide technical 
supervision for software development activities, including all phases of user's requirements definitions, 
system analysis and design, system development and implementation, system evaluation and testing, 
and system transfer and operational support.  Systems analysis requires knowledge of programming 
languages, programming techniques, computer hardware, and communications hardware 
specifications. 
 
Database Administrator 
 
Administrative duties shall include the operation of computer hardware, system software, applications 
software, and system and user data files as configured at the Center.  This individual shall provide the 
liaison between field office clients, data base users, and the Center on technical matters, computer 
system configurations, and data base support.  Support duties shall include maintenance for the 
integrity of all user/system data files, data verification following system restoration/recovery procedures, 
and data format conversion procedures during the import and/or export of data. 
 
This position requires a bachelor's degree (or equivalent work experience) and at least 2 years of 
experience in system administration or operations, including the application of mini and microcomputer 
systems to GIS data entry, analysis, and display requirements. 
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Database Management Specialist I  
 
This individual shall provide technical assistance to senior Contractors, under their supervision, in 
performing the following: installing relational data-base management programs and the application tool 
programs and upgrading them to new versions as needed; allocating system storage for the data base 
system; monitoring and optimizing the performance of the data base on a continuing basis; maintaining 
archived data; and backing up and restoring the data base. This individual shall also contact the help 
desk of the data base vendor for technical support when problems arise.  Other duties shall include 
providing technical assistance to the data base users and program developers; conferring with 
programmers and users to ensure proper implementation of the DBMS; and participating in meetings, 
workshops, training sessions, and demonstrations that relate to DBMS software and support activities. 
 
This position requires a bachelor's degree (or equivalent work experience) and at least 1 year of 
experience in DBMS management including specific experience using DBMS software required by 
specific applications.  This individual shall have some knowledge and experience in using a state-of-
the-art DBMS, such as Oracle, as well as knowledge of various systems hardware configurations, 
operating system environments, and applications software programs. 
 
Database Management Specialist II  
 
This individual shall provide technical expertise and guidance in the definition, control, integrity, and 
uniformity of relational DBMS; specifying proper type of file organization, indexing methods, and 
security procedures; determining, recommending, and testing proper computer operating system 
configuration for optimal DBMS performance; conferring with programmers and users to ensure proper 
implementation of DBMS; effectively matching user data requirements with capabilities of available 
DBMS; and participating in meetings, workshops, training sessions, and demonstrations that relate to 
DBMS software and support activities. 
 
This position requires a Bachelor's degree (or equivalent work experience) and at least two (2) years of 
experience in DBMS analysis, including specific experience using DBMS software required by specific 
applications.  This individual shall have demonstrated experience in state-of-the-art DBMS, such as 
Oracle, as well as an in-depth knowledge of systems hardware configurations, operating system 
environments, and multi-user, multi-tasking operating systems. 
 
Expert Systems Specialist  
 
Responsibilities of this position shall include providing support to users in the application of expert 
systems to natural resource management and analysis; keeping abreast of newly developed expert 
system technology and tools and assessing their practical application to natural resource problems; 
using commercial expert system shells; preparing written documentation to assist users in executing 
system functions; developing demonstration expert systems; and operational support. 
 
This individual shall possess an undergraduate degree in computer science or artificial intelligence (or 
equivalent work experience) and have at least 2 years of experience in expert systems development.  
This position requires a diversity of skills to support expert systems applications, including design, 
coding, analysis, control, monitoring, evaluation, testing, acceptance, and documentation. 
 
Knowledge Engineer I 
 
Responsibilities of this position shall be to provide knowledge engineering consulting support for expert 
system applications undertaken by the Center.  Support will include assistance in knowledge 
acquisition, system design, testing, and analysis, knowledge base review, risk assessment modeling, 
coding and debugging, and documenting support activities.  Reviews of user interfaces and system 
maintainability (e.g., organization and documentation) shall be performed, as well as assistance in 
training user staff. 



 

IAP World Services GS-00F-0022L Page 15 

 
Experience/education requirements are a master's degree or equivalent (undergraduate degree in 
computer science or artificial intelligence and at least 2 years of relevant expert system development 
experience, which should include at least 1 year of commercial expert systems development. 
 
Knowledge Engineer II  
 
Support responsibilities of this position shall include the following:  review of the overall design and 
implementation (e.g., control structure, knowledge, representation) of expert systems being developed; 
review of system maintainability (e.g., organization, documentation); debugging or review of coding 
technique (e.g., use of software features, efficiency considerations); reviews of user interfaces (e.g., 
clarity of interaction, feedback to user, comment and explanation facility, use of graphics); writing user-
defined functions; analyzing potential expert system applications, including necessary requirements to 
complete each application and the estimated strategic or economic payoff;  preparing design reports for 
expert systems, including identifying appropriate knowledge representation and control strategies; 
performing in-depth knowledge base reviews of expert system development efforts to assess status, 
recommend improvements, and correct/modify design or coding errors; conducting knowledge 
acquisition sessions with domain experts;  and assist in risk assessment modeling, system testing, user 
training, and documentation on support activities.  This individual shall supervise junior Contractors and 
shall serve as the lead consultant in expert systems development efforts. 
 
A master's degree (or equivalent) in computer science or artificial intelligence is required for this 
position, as well as a minimum of 5 years experience in expert systems development, with 3 of those 
years directing and supervising commercial expert systems development projects. 
 
Microcomputer Systems Specialist I 
 
Responsibilities include performing routine microcomputer maintenance; installing and configuring 
microcomputers, interface cards, and peripheral devices; tracking all received hardware and software 
and confirming products are processed and installed correctly; supporting common local area network 
problems such as print server malfunctions and print queue maintenance; providing technical 
assistance and guidance support to local and remote users for software, microcomputers, and 
peripherals.  This person shall also perform all tasks related to the Center IRM help desk and work 
under the supervision of senior Contract personnel. 
 
The position requires knowledge of structured programming, microcomputer hardware and software; at 
least 2 years of a computer science curriculum at an accredited college or university (or equivalent 
experience); and the ability to operate microcomputer systems hardware and peripherals. 
 
Microcomputer Systems Specialist II 
 
The responsibilities of this position shall include performing microcomputer programming, hardware and 
software tasks; and designing and evaluating programs, hardware and software within system design 
and constraints of microcomputers.  Tasks shall include integrating and testing hardware and software 
in a local area network/wide area network environment with multiple platforms, and providing users with 
direct and remote technical assistance in executing new and existing software and equipment.  This 
person shall also assist senior Contractors in planning tasks, selecting suitable programming languages 
and operating systems, and solving complex problems in the areas of system design, development, 
implementation, and support. 
 
This position requires a bachelor's degree in computer science or computer engineering or equivalent 
work experience; at least 2 years experience in microcomputer programming and maintenance; and 2 
years experience in networking. 
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Microcomputer Systems Specialist III 
 
This individual shall be responsible for the timely and efficient completion of projects undertaken by 
Contractor programming and computer support staff which involve microcomputer management and 
information processing.  Duties of this senior position shall include supervising Contractor 
microcomputer staff; planning and scheduling tasks; solving complex problems in the areas of system 
design, development, implementation, and support; designing and evaluating programs and hardware 
within system design and constraints of microcomputers.  A high working level of knowledge shall be 
required in system design, network topologies, and microcomputer hardware and software.  Tasks shall 
include selecting, integrating and testing suitable hardware and software in a local area network /wide 
area network environment with multiple platforms, selecting and maintaining appropriate microcomputer 
operating systems, and providing users with direct and remote technical assistance in executing new 
and existing software and equipment. 
 
This position requires a Master's degree in computer science, computer engineering (or equivalent 
work experience); at least 4 years of experience in microcomputer programming and maintenance; 4 
years of experience in microcomputer networking; and at least 2 years of supervising and directing 
staff. 
 
Telecommunications Engineer I 
 
This individual shall be responsible for providing technical and basic engineering skills to assist with the 
day to day operation data and voice telecommunication equipment such as a Northern Telecom digital 
PBX with Meridian Mail voice processing system, T-1 CSU/DSU configuration and operation, 
multiplexer and router configurations, and digital trunk interface equipment.   The responsibilities of this 
position require working with voice and data cabling standards, basic system design concepts such as 
line and loop lengths, fiber optic transmission criteria, digital switching, and transmission concepts.  
Other duties shall include writing specifications for communications hardware or software, documenting 
procedures and maintaining cable and station data bases, and programming the Center's access 
control system.  
 
A bachelors degree (or equivalent) in electrical or electronics engineering with a specialty in 
telecommunications and approximately 2 years of working experience are required for this position.  
The individual must have a strong background in PC's and be able to operate "up-to-date" word 
processors, communications programs, spreadsheets, and data bases.  This position also requires that 
the individual be able to work in groups with other engineers or computer staff. 
 
Telecommunications Engineer II 
 
This individual shall provide supervisory technical and administrative direction for Contractor personnel 
performing hardware and software development, including the review of proposals for technical 
accuracy, adherence to the design concept, and user standards, and for progress in accordance with 
contracts; coordinate with Contractor program manager and Government personnel to ensure problem 
solution and user satisfaction; prepare and deliver presentations on system concepts to colleagues, 
subordinates, and user representatives; participate in meetings workshops, and demonstrations that 
relate to voice, data, and video telecommunications systems supported by the Center.   Provide support 
and engineering analysis in the design, specification, procurement, and implementation of digital and 
analog communications networks; develop standards recommendations and procedures for the 
maintenance and operation of telecommunications hardware.  A diversity of skills is required for this 
senior position,  including requirements analysis, testing, implementation, analysis, design, 
maintenance, monitoring, control, programming, conversion, and documentation. 
 
A masters degree in telecommunications engineering or equivalent (bachelors degree plus 6 years 
industry experience) in telecommunications engineering is required for this position.   This person must 
be competent through experience and education, in a variety of disciplines related to communications 
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engineering activities ranging from system development and implementation, system evaluation and 
testing, and system transferal support.  Systems analysis requires knowledge of site specific hardware 
such as Northern Telecom digital PBX and other telecommunications hardware. 
 
Web Designer I 
 
Responsibilities of this position shall include performing web page development and implementation; 
web site administration; serving data from various data sources on the web; and building web enabled 
presentations. 
 
The position requires knowledge of structured programming, web page scripting (e.g., HTML and 
JAVA), microcomputer hardware and software; at least 2 years of a computer science curriculum at an 
accredited college or university (or equivalent experience); and the ability to operate microcomputer 
systems hardware and peripherals. 
 
Web Designer II 
 
Responsibilities of this position shall include everything in the Level I position plus supervision and 
training of junior contracting personnel. 
 
The position requires a bachelor’s degree; 2 years development experience; knowledge of structured 
programming, web page scripting (e.g., HTML and JAVA), microcomputer hardware and software; and 
the ability to operate microcomputer systems hardware and peripherals. 
 
Computer Graphics Specialist II 
 
The Computer Graphics Specialist II shall design and create presentation graphics suitable for print 
products, slides, overhead transparencies, displays, and video tape.  This individual shall also train, 
supervise, and assign work to contractor personnel working on graphics tasks, test and demonstrate 
new graphics software packages for operational use, and resolve graphics problems in an automated 
fashion.   
 
This position requires a Bachelor's degree, and at least three (3) years of specialized work experience 
in computer graphics.  Specific coursework or specialized experience in graphic design, computer 
systems, computer graphics, or related areas may be substituted for educational requirements.  The 
individual in this position shall have the proven ability to design and develop graphics products using 
graphics-based software programs.  The ability to learn new graphics software packages and to make 
recommendations on the best way to solve graphics problems in an automated fashion is also required.    
 
Computer Operator II 
 
The responsibilities of this position shall be to provide comprehensive and specialized operational 
support for minicomputers, microcomputers, and other computer systems which may be acquired.   
This individual shall be responsible for system operation and support, such as backups, corrective 
system maintenance, interaction with vendors, handling questions concerning facilities, ordering 
supplies, handling system accounting aspects, and maintaining software libraries and microcomputer 
systems.  Other duties shall include supervising Contractor computer operators and computer aides; 
physically operating and maintaining computer hardware and peripherals such as plotters, printers, 
terminals, tape drives, and disk drives; transferring magnetic tapes, diskettes, and cartridge tapes to 
off-site disaster recovery facilities; retrieving and archiving digital data; and performing data transfer 
and conversion tasks between different computer systems and software programs. 
 
This position requires a bachelor's degree (or equivalent work experience), a minimum of 2 years 
experience in computer system operations, including the physical operation of both minicomputer and 
microcomputer system hardware and peripherals, and 1 year of supervisory experience. 
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Computer Programmer II 
 
Under general Contractor supervision, this individual shall analyze system requirements, design 
specifications, and develop block diagrams and logic flowcharts.  Duties shall include assisting senior 
programmers in writing major modules and other key units of code; writing subroutines; 
testing/debugging code; installing programs; and preparing documentation packages for operations, 
users, programming maintenance, and management at appropriate levels.  When working with a 
programming team, this person shall assist and guide junior Contractor programmers and refine/modify 
computer programs to produce the required product. 
 
This position requires a bachelor's degree (or equivalent work experience) and have at least 2 years of 
experience in structural programming and 1 year of junior programming experience. 
 
Programmer/Analyst 
 
This individual shall study and analyze requirements to determine equipment capabilities and software 
system functions; design and document a data system to accomplish system functions in an optimal 
manner; develop plans for computer systems from project inception to conclusion; analyze the problem 
and the information to be processed, and define the problem in writing as a requirements definition; 
specify computer programs and functions that meet the system design efficiently and that provide for 
ease of maintenance; develop computer programs in a suitable language in conformance with 
programming standards; and provide technical guidance to other project members and serve as 
Contractor task leader on smaller tasks. 
 
This position requires a bachelor's degree (or equivalent work experience) in computer science or a 
related field and 4 years of experience balanced with both systems analysis and programming.  This 
experience shall include 2 years of independent analysis and programming experience, with complete 
responsibility for tasks involving analysis, programming, and implementation.  One (1) year of 
supervisory experience in systems analysis and/or programming tasks is required. 
 
Systems Programmer 
 
This individual shall evaluate software systems and operating systems for new and existing computer 
systems; review computer software systems, communication and response needs; determine operating 
systems and languages to support computer software systems; perform routine operating system 
maintenance, including utilities, compilers, and proprietary software packages; identify operating 
system problems; coordinate necessary hardware and operating system compatibility and utilization; 
and write assembly level system support software (e.g., utility software, device drivers, and shared 
libraries). 
 
This position requires a bachelor's degree (or equivalent work experience), 4 years of progressive 
experience in systems analysis and programming, and 2 years of specialized systems analysis in 
operating systems software, data base management systems, teleprocessing software, control 
software, and/or statistical packages.  This individual shall be familiar with job control language, 
compilers and other language translators, constraints of operating systems and hardware, structuring 
software programs and job control language to operate within the environment, and improving software 
systems efficiency through recommendation of better use of operating system capabilities.  This 
individual shall have prior experience in multiple programming languages and be familiar with queuing 
techniques and job sequencing controls within a multiprogramming environment. 
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ENVIRONMENTAL ADVISORY SERVICES 
 
Program Manager  
 
The individual in this position shall manage and coordinate the activities being conducted under task order 
by the Contractor for the Government.  Responsibilities include organizing, directing, coordinating, and 
scheduling all Contractor support tasks and support functions.  Other duties include formulation and review 
of project feasibility studies; review of work performed for all on-site tasks; consolidation and submission of 
job estimates; implementation of standard operating procedures, security measures, safety regulations, 
etc; recruitment of technical personnel needed for task order support; preparation of monthly, quarterly, 
and annual reports and logs; and organization, direction, and coordination of off-site tasks performed at the 
secondary sites.  This individual shall interface with Government management personnel and user 
representatives and act as the liaison between the Government, on-site Contractor personnel, and 
subcontractors. 
 
This individual shall possess certification at the Master's level (or equivalent work experience) and have a 
minimum of 4 years experience in managing complex technical programs involving a minimum of 20 
persons.  In addition, this individual shall have sufficient knowledge to manage ADP and non-ADP 
programs, including biological research, research support, and spatial analysis programs, and the 
demonstrated ability to effectively communicate, both orally and in writing, with all levels of management 
for planning and control of projects. 
 
Economist I  
 

 The individual in this position shall function as a natural resource economist.  Primary responsibilities 
shall include developing procedures for wildlife economic evaluations; conducting economic studies of 
fish and wildlife resources; conducting studies on economic evaluation methodologies, management 
practices, and related areas affecting field operations, policies, and management policies; providing 
technical assistance; assisting in training courses and workshops in economic evaluation methods and 
procedures; and authoring or co-authoring papers reporting on applied research and related areas. 
 
This position requires a Bachelor's degree in economics and demonstrated knowledge of natural 
resource economics, as applied to biological issues, and statistical applications.  This individual must 
have the ability to interpret, evaluate, and explain economic information and data to both technical and 
managerial staff. 
 
Economist II 
 

 In addition to the duties described for Level I, this individual shall lead, supervise, and assign work to 
other contractor economists conducting economic studies of fish and wildlife resources and/or 
economic evaluations of methodologies that impact natural resource management policies; design, 
develop, and implement improvements and refinements to economic evaluation procedures; and 
coordinate and conduct training courses and workshops in economic methods of evaluating fish and 
wildlife resources. 
 
This position requires a Bachelor's degree in economics, at least one (1) full year of graduate level 
education (i.e., 18 semester hours or 27 quarter hours), and a minimum of two (2) years work 
experience in natural resource economics as applied to biological issues, and demonstrated knowledge 
of and statistical applications.  This individual must have the ability to interpret, evaluate, and explain 
economic information and data to both technical and managerial staff. 
 
General Biologist I  
 
Individual shall set up, monitor, and maintain experiments in the field; conduct routine laboratory and 
greenhouse experiments; collect, measure, record, and analyze biological data; summarize field and 
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experimental data in tabular, graphic, or narrative form; enter data into analytical computer programs; 
assist senior biologists or scientists in analyzing results; and maintain, operate, and calibrate field and data 
collecting equipment, including boats up to 25 ft and airboats. 
 
Position requires a bachelor's degree (or equivalent) in biology or zoology, ecology, botany, wildlife, and/or 
fisheries biology and knowledge of biological sampling techniques.  Individual shall have the ability to work 
independently within established guidelines and operational procedures to ensure uniform data collection 
between field personnel and succeeding years of data collection and sampling.  Experience in data entry 
and knowledge of PC-based computer systems are required. 
 
General Biologist II  
 
Individual shall set up, monitor, supervise, and maintain experiments in the field; conduct routine laboratory 
and greenhouse experiments; collect, measure, record, and analyze biological data; summarize field and 
experimental data in tabular, graphic, or narrative form; enter data into analytical computer programs; 
assist senior biologists or scientists in analyzing results; and maintain, operate, and calibrate field and data 
collecting equipment, including boats up to 25 ft and airboats.  Supervision of junior biological aids, 
technicians, and biologists may be required. 
 
Position requires bachelor's degree (or equivalent) and knowledge or experience of biology or zoology, 
ecology, botany, wildlife, and/or fisheries biology equivalent to 1 year of post-undergraduate study.  
Individual shall have the ability to work independently within established guidelines and operational 
procedures to ensure uniform data collection between field personnel and succeeding years of data 
collection and sampling.  One year experience in data entry and knowledge of PC-based computer 
systems is required. 
 
General Biologist III  
 
Individual shall set up, monitor, supervise, and maintain experiments in the field; conduct routine laboratory 
and greenhouse experiments; collect, measure, record, and analyze biological data; summarize field and 
experimental data in tabular, graphic, or narrative form; enter data into analytical computer programs; 
assist senior biologists or scientists in analyzing results; and maintain, operate, and calibrate field and data 
collecting equipment, including boats up to 25 ft and airboats.  Supervision of junior biological aids, 
technicians, and biologists may be required. 
 
Position requires bachelor's degree (or equivalent) and knowledge or experience of biology or zoology, 
ecology, botany, wildlife, and/or fisheries biology equivalent to 2 years of post-undergraduate study.  
Individual shall have the ability to work independently within established guidelines and operational 
procedures to ensure uniform data collection between field personnel and succeeding years of data 
collection and sampling.  One year experience in data entry and knowledge of PC-based computer 
systems is required.  Supervisory experience is required. 
 
Laboratory Chemist  
 
This position is responsible for the day to day operations in the Center's laboratory.  Duties include 
operating analytical and other research instruments such as gas chromatograph; interfacing 
microcomputers and their peripherals with laboratory analytical instruments; developing, adapting, and 
maintaining specialized chemistry equipment; calibrating laboratory instrumentation; keeping records of 
laboratory activities; developing and maintaining a laboratory effluent testing program; maintaining quality 
control via adherence to standard operating procedures; reviewing and offering updates to the laboratory 
safety plan and maintain safe conditions in the laboratories; and assisting in the confirmation and 
quantification of selected contaminants. 
 
This position requires a master's degree (or equivalent work experience) related to chemical principles and 
concepts and at least 1 year supervisory experience.  Individuals must exhibit practical knowledge of 



 

IAP World Services GS-00F-0022L Page 21 

conventional methods and techniques used in laboratory studies sufficient to undertake routine analytical 
and organic testing. 
 
Operations Research Analyst  
 
This position requires the timely and efficient completion of projects involving ecological problem 
analysis, including planning and scheduling analysis tasks and developing solutions of complex 
ecological problems in the areas of design, formulation, development, implementation, mitigation, and 
evaluation.  This individual shall personally guide and/or perform complex analytical work and 
operations analysis evaluations, and support users in the application of complex analysis and 
evaluation techniques and tools for natural resource planning and analysis.  Other duties shall include 
participating in meetings, strategy sessions, and workshops; scoping problems and making 
recommendations for geographically-oriented approaches; keeping abreast of current techniques, 
concepts, and operational systems, especially integration of other computer systems with existing 
technologies; preparing technical papers and presentations on project studies and activities; and when 
required, supervising and directing junior-level Contractors. 
 
This position requires a master's degree (or equivalent work experience) and at least 3 years of experience 
in a variety of disciplines related to systems ecology and computer design.  This individual shall have a 
general knowledge and background in the physical and biological sciences pertinent to natural resource 
management, as well as knowledge of interactive computer systems for scientific applications, computer 
cartography and/or graphics, remote sensing systems, data base systems, etc.  A professional level of 
knowledge, gained through education and experience, is required in computer science, mathematics, 
statistics, and operations research techniques.  At least 1 year of supervisory experience is required for 
this position. 
 
Physical Scientist  
 
This individual shall install equipment, collect, measure, and record physical, geographic, and geologic 
information, summarize field and measured data in tabular, graphic, or narrative form, enter data into 
computerized data bases, and run software programs to analyze the data. 
 
The position requires bachelor's degree (or equivalent) work experience) and knowledge of sampling 
techniques for physical sciences, engineering, geography, or geology.  This individual shall have the ability 
to work independently and within established guidelines to ensure uniform data collection between field 
and laboratory personnel and succeeding years of data collection and sampling.  The individual shall be 
required to occasionally supervise Contractor field technicians.  Experience in data entry, statistical data 
base management systems, and microcomputers is required.  Desirable experience includes installing, 
adjusting, and calibrating water quality monitoring equipment; configuring and retrieving electronic data 
from data loggers at remote filed sampling stations; and transforming data from dataloggers to computer 
spreadsheets. 
 
Principal Scientist I  
 
This individual shall be responsible for conducting, directing, and monitoring contracted research and 
studies that describe, address, and evaluate biological, social, or physical issues related to natural 
resources.  The scientist shall be responsible for designing and conducting new research as directed by 
the customer, for collecting new data, for synthesizing and analyzing existing information in the published 
literature and various data bases, and necessary combinations of the above activities.  The individual shall 
have wide latitude for independent action and exercise of professional judgment in planning and 
accomplishing assigned tasks.  Therefore, the position requires a high degree of initiative, resourcefulness, 
and originality to effectively carry out work assignments; considerable administrative ability; and a broad 
knowledge of local, state, and national problems as they relate to biological resources. 
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The position requires a Master's degree (or higher), and a combination of education and experience 
equivalent to 1-year post master's level study in biological, social, or physical issues related to natural 
resources. 
 
Principal Scientist II  
 
This individual shall be responsible for conducting, directing, monitoring, and supervising contracted 
research and studies that describe, address, and evaluate biological, social, or physical issues related to 
natural resources.  The scientist shall be responsible for designing and conducting new research that 
addresses concepts identified by the Center, for collecting new data, for synthesizing and analyzing 
existing information in the published literature and various data bases, and necessary combinations of the 
above activities.  The individual shall have wide latitude for independent action and exercise of 
professional judgment in planning and accomplishing assigned tasks.  Therefore, the position requires a 
high degree of initiative, resourcefulness, and originality to effectively carry out work assignments; 
considerable administrative ability; and a broad knowledge of local, state, and national problems as they 
relate to biological resources. 
 
The position requires a PhD (or higher), and a combination of education and experience equivalent to 1-
year post PhD level study in biological, social, or physical issues related to natural resources.  Supervisory 
experience is also required. 
 
Statistician I  
 
This individual shall serve as a biometrician to assist scientists, biologists, and research personnel in 
directing and implementing a diversity of contracted research activities and projects.  The contractor 
statistician or biometrician shall incorporate appropriate and cost-effective sampling designs in study 
plans for approved research; participate in field research activities when required; advise, consult, 
coordinate, and arrange for assistance with analyses and interpretation of proposed and completed 
research; design and conduct independent and original research analysis methods based on traditional 
and non-traditional statistical analysis techniques; interact and collaborate with research staff on 
development and application of statistics to species habitat research; and publish research results in 
scientific reports, papers, and journals in cooperation with research scientists, biologists, and peers. 
 

 This position requires a Bachelor's degree (or higher) with practical experience in the biological 
sciences, statistical theory and methods, and principles of research design, univariate, multivariate, 
parametric, and nonparametric statistical analyses, and computer applications.  This position also 
requires a working level knowledge of computers, operating systems, and commercial and specialized 
statistical software packages. 
 
Statistician II  
 

 In addition to the duties described for Level II, the individual in this position shall direct other contractor 
employees in planning, conducting, analyzing, interpreting, and reporting contracted research studies 
and activities.  The primary duties and responsibilities of the position shall be to incorporate appropriate 
and cost-effective sampling designs in project study plans; design and conduct independent and 
original research to develop sampling protocols based on optimal sampling theory; participate in field 
research activities as required; advise, consult, coordinate, and arrange for assistance with analyses 
and interpretation of proposed and completed research as required; maintain currency in the fields of 
optimal sampling, experimental design, statistical analyses and biometrics relative to wildlife 
management and ecology; maintain a working knowledge of computers, operating systems, statistical 
software packages (i.e., SAS), and programming in FORTRAN 77 and C languages; maintain a 
working knowledge of population and simulation modeling; develop, design, and conduct statistical 
protocols necessary to analyze spatial and temporal data in raster and vector format; collaborate with 
scientists and biologists employing information systems for display and analyses of data; develop, 
modify, evaluate and implement demographic, harvest, movement, life history and habitat models; 
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design, develop, validate and implement sound survey and census techniques; and publish results of 
research in wildlife, ecological and statistical journals.  The Level III statistician shall direct and/or 
supervise other contractor statisticians and ADP staff as required to design and conduct statistically 
sound analyses of biological and ecological data, and shall ensure that analyses, inferences, and 
conclusions by project staff are valid and based on logic, scientific reasoning, and current statistical 
theory.  
 

 A Master's degree is required for this position, as well as education and practical experience in the 
biological sciences, statistical theory and methods, and at least three (3) years of experience 
supervising or directing research projects.  Other requirements of the position include knowledge of 
natural resource habitat requirements; authoring or co-authoring as evidenced by publications in the 
peer-reviewed, scientific literature; experience and training in wildlife ecology; an understanding of the 
terminology, concepts, and principles of ecological modeling; training in survey design and sampling 
theory and methods; and knowledge of the principles of research design, univariate, multivariate, 
parametric, and nonparametric statistical analyses, and computer applications.   
 
Statistician III 
 

 In addition to the duties described for Level II, the individual in this position shall serve as the senior 
Contractor statistician/biometrician and, as such, shall lead, direct, and supervise other contractor 
employees in planning, conducting, analyzing, interpreting, and reporting contracted research studies 
and activities.  The senior statistician position shall require close liaison and working relations with the 
scientific community including professional personnel in other research laboratories, universities, and 
other agencies to minimize the potential for duplication of effort, to maximize achievement of common 
objectives, and to ensure that current techniques are made available to agency and departmental 
programs. 
 

 This individual shall have wide latitude for independent action and exercise of professional judgment in 
planning and accomplishing assigned tasks.  Therefore, the position requires a high degree of initiative, 
resourcefulness, and originality to effectively carry out work assignments, considerable administrative 
ability, and a broad knowledge of local, state, and national problems as they relate to fish and wildlife 
resources. 
 
A Ph.D. (or equivalent doctoral degree) is required for this position, as well as education and practical 
experience in the biological sciences, statistical theory and methods, and at least six (6) years of 
experience supervising or directing research projects.  Other requirements of the position include 
knowledge of natural resource habitat requirements; authoring or co-authoring as evidenced by 
publications in the peer-reviewed, scientific literature; experience and training in wildlife ecology; an 
understanding of the terminology, concepts, and principles of ecological modeling; training in survey 
design and sampling theory and methods; and knowledge of the principles of research design, 
univariate, multivariate, parametric, and nonparametric statistical analyses, and computer applications.  
 
Subject Matter Specialist I  
 
Biological Sciences:  This individual shall conduct contracted research that describes the interrelation 
among birds, mammals, amphibians, reptiles, and their habitat; designing and conducting research that 
meets objectives identified by the customer; and collecting data from syntheses of existing literature, 
field research projects, or a combination of both techniques.   
 

 Physical Sciences:  This individual shall conduct contracted research that describes the interrelation 
among important physical/chemical variables, such as soils, ground and/or fluvial hydrology, ground 
and air temperatures, and water quality; and synthesize and analyze existing data from a variety of 
sources using state-of-the-art ADP techniques, such as meteorological and climatic data, U.S. 
Geological Survey stream hydrography data bases, aerial photos data bases of streamside vegetation, 
U.S. Soil Conservation Service soils and survey data, U.S. Environmental Protection Agency water 
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quality data, and published/unpublished data bases of related information for selected riparian and 
wetland areas throughout the world.  This individual shall have the ability to take independent action 
and exercise his/her professional judgment in planning and accomplishing assigned tasks.  When data 
on one or more parameters are not available, the scientist shall either design and conduct appropriate 
field studies to obtain the needed information, or direct and supervise the performance of these studies 
by contractor technicians, specialists, or ADP staff.  Therefore, the position requires a high degree of 
initiative, resourcefulness, and originality to effectively carry out work assignments, considerable 
administrative ability, and a broad knowledge of local, state, and national problems as they relate to fish 
and wildlife resources. 
 

 Social Sciences:  This individual shall conduct contracted research that describes the interrelation 
among social parameters, including administrative, social, and policy studies; synthesize and analyze 
existing data from a variety of sources using state-of-the-art ADP techniques, social survey data bases, 
economic data bases, policy data, and published/unpublished data bases of related information for 
selected human impacts, riparian, riverine, and wetland areas throughout the world.   
 

 The Level I position requires a Bachelor's degree and a combination of education and experience in 
combined disciplines such as mathematics, hydrology, soils, water quality, fluvial geomorphology, 
biometerology, plant and wildlife ecology, ADP, sociology, psychology, political science, public 
administration, or economics.  At least three (3) years of experience in supervising or directing research 
projects in the required scientific discipline is required.  
 
Subject Matter Specialist II  
 

 In addition to the duties and responsibilities described for the Level I position, this individual may either 
design and conduct appropriate field studies to obtain necessary data and/or information, or direct and 
supervise the performance of these studies by contractor specialists, technicians, or ADP staff.   
 

 The Level II position requires a Master's degree (or higher) and a combination of education and 
experience in combined disciplines such as mathematics, hydrology, soils, water quality, fluvial 
geomorphology, biometerology, plant and wildlife ecology, ADP, sociology, psychology, political 
science, public administration, or economics.  At least four (4) years of experience in supervising or 
directing research projects in the required scientific discipline is required.  
 
Subject Matter Specialist III  
 

 Biological Sciences:  In addition to the duties and responsibilities described for the Level II position, this 
individual shall serve as the lead specialist responsible for all aspects of contracted research that 
describes the interrelation among birds, mammals, amphibians, reptiles, and their habitat.  This 
individual shall have wide latitude for independent action and exercise of professional judgment in 
planning and accomplishing assigned tasks.  Therefore, the position requires a high degree of initiative, 
resourcefulness, and originality to effectively carry out work assignments; considerable administrative 
ability; and a broad knowledge of local, state, and national problems as they relate to fish and wildlife 
resources. 
 

 Physical Sciences:  In addition to the duties and responsibilities described for the Level II position, this 
individual shall serve as the lead specialist responsible for contracted research that describes the 
interrelation among important physical/chemical variables such as soils, ground and/or fluvial 
hydrology, ground and air temperatures, and water quality.  This individual shall have wide latitude for 
independent action and exercise of professional judgment in planning and accomplishing assigned 
tasks.  When data on one or more parameters are not available, the scientist shall either design and 
conduct appropriate field studies to obtain the needed information, or direct and supervise the 
performance of these studies by Contractor technicians or ADP staff.  Therefore, the position requires a 
high degree of initiative, resourcefulness, and originality to effectively carry out work assignments, 
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considerable administrative ability, and a broad knowledge of local, state, and national problems as 
they relate to fish and wildlife resources. 
 

 Social Sciences:  In addition to the duties and responsibilities described for the Level II position, this 
individual shall serve as the lead specialist responsible for contracted research that describes the 
interrelation among social parameters, including administrative, social, and policy studies.  This 
individual shall have wide latitude for independent action and exercise of professional judgment in 
planning and accomplishing assigned tasks.   
 
The Level III position requires a Ph.D. (or equivalent doctoral degree) and a combination of education 
and experience in combined disciplines such as mathematics, hydrology, soils, water quality, fluvial 
geomorphology, biometerology, plant and wildlife ecology, ADP, sociology, psychology, political 
science, public administration, or economics.  The position also requires a high degree of initiative, 
resourcefulness, and originality to effectively carry out work assignments, considerable administrative 
ability, and a broad knowledge of local, state, and national problems as they relate to fish and wildlife 
resources.  At least six (6) years of experience in supervising or directing research projects in the 
required scientific discipline is required. 
 
Information Management Specialist I  
 

 The individual in this position shall provide scientific, technological, or specialized information in one or 
more areas such as biological sciences, social sciences, physical sciences, computer sciences, 
education, and public outreach.  Typical duties shall include searching sources such as professional, 
scientific, and technical journals, books, newspapers; audiovisual materials, informal documents, and 
unpublished information that is pertinent to the subject under examination or investigation; writing 
reports, abstracts, bibliographies, extracts, graphs, statistical tables, etc.; interviewing individuals to 
obtain information; and participating in surveys of the public (Government and non-Government) and/or 
fish and wildlife resources.   
 

 Education:  The individual in this position shall provide educational or specialized information in one of 
more areas, such as biological sciences, social sciences, education, training, etc.  Typical duties shall 
include evaluating, developing, or advising on educational materials and instructional aids as they 
relate to technical and managerial training; searching sources such as professional, scientific, and 
technical journals, books, newspapers; audiovisual materials, informal documents, and unpublished 
information that is pertinent to the subject under examination or investigation; writing reports, abstracts, 
bibliographies, extracts, graphs, statistical tables, etc.; interviewing individuals to obtain information; 
and participating in surveys of the public (Government and non-Government) and/or fish and wildlife 
resources.  The education specialist shall design and write workbooks, design and script multi-media 
presentations, such as videos, slide/tapes, and interactive courseware, design and develop evaluation 
tools, and identify audience needs.  
 

 Public Outreach:  This individual shall provide professional support to the public outreach staff by 
evaluating, developing, or advising on activities designed to establish and maintain mutual 
communication between the federal agency and the general public and various other pertinent publics.  
This individual shall design and write brochures, exhibits, signs, banners, and other educational 
materials; identify and plan appropriate outreach activities; interview individuals to obtain information; 
participate in surveys of the public (Government and non-Government) and/or fish and wildlife 
resources; and coordinate and implement outreach programs such as fishing derbies, nature clubs, 
environmental fairs, interpretive walks, and recruitment programs.  
 

 Scientific:  The individual in this position shall provide scientific, technological, or specialized 
information in one or more areas such as biological sciences, social sciences, physical sciences, 
computer sciences, education, and public outreach.  Typical duties shall include searching sources 
such as professional, scientific, and technical journals, books, newspapers; audiovisual materials, 
informal documents, and unpublished information that is pertinent to the subject under examination or 
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investigation; writing reports, abstracts, bibliographies, extracts, graphs, statistical tables, etc.; 
interviewing individuals to obtain information; and participating in surveys of the public (Government 
and non-Government) and/or fish and wildlife resources.   
 

 Training:  The responsibilities of this position shall be to provide technical assistance and training to 
Government and non-Government personnel in using software technologies and methodologies 
developed or supported by the Center for natural resource management, decision-making, and problem 
solving.  This individual shall evaluate training materials and resources; perform task analyses to 
identify training objectives and appropriate instructional delivery methods; organize, arrange, and 
conduct training courses scheduled by the Center, including the development and use of training and 
instructional materials (e.g., slide/videotapes, viewgraphs, computers, manuals, etc.) to instruct users in 
courses that relate to one or more of the following areas:  HEP, HEP/HSI software, modeling, GIS, 
GPS, DBMS, digital image processing, GPS, expert systems, IFIM software, PHABSIM, wetlands, 
socio-economics, and environmental law.   

  
The Level I position requires a Bachelor's degree in education, communications, public relations, or 
education-related fields, as well as one (1) year of experience in developing and evaluating 
informational, educational, and/or training materials.  The training specialist shall also possess 
demonstrated experience in the development and presentation of technical training and educational 
courses. Individuals working in Level I positions must have the demonstrated ability to communicate 
effectively, both orally and in writing, to constructively interact with diverse audiences, and to work 
independently within established guidelines, at times making minor adjustments in methods or 
approaches.  Work will be reviewed for conformance to policy and project objectives.  A knowledge of 
biological principles and theory is desirable. 
 
Information Management Specialist II  
 

 In addition to the duties described in Level I, the individual in this position shall train, supervise, and 
assign work to contractor specialists, technicians, and aides. 

 
The Level II position requires a Bachelor's degree in education, communications, public relations, or 
education-related fields, as well as three (3) years of demonstrated experience in developing and 
evaluating informational, educational, and/or training materials, and one (1) year of supervisory 
experience.  The training specialist shall also possess a minimum of three (3) years of demonstrated 
experience in the development and presentation of technical training and educational courses.  
Individuals working in Level I positions must have the demonstrated ability to communicate effectively, 
both orally and in writing, to constructively interact with diverse audiences, and to work independently 
within established guidelines, at times making minor adjustments in methods or approaches.  Work will 
be reviewed for conformance to policy and project objectives.  A knowledge of biological principles and 
theory is required. 
 
National Resource Systems Modeler  
 
This individual shall work with natural resource specialists to identify and define resource problems and 
use extensive knowledge of systems modeling, natural resources modeling, and available software to 
develop systems designs to address specific problems.  Tasks shall include working closely with computer 
systems analysts, computer programmers, operations research specialists, technology transfer specialists, 
and expert system specialists to develop system and program design plans, schedules, testing, and 
acceptance criteria for software, documentation, and training.  Program design tasks shall include: 
preparing programming design plans and general flowcharts, including decisions as to real-time versus 
batch, time sharing versus stand-alone, and terminal access versus no terminal access; evaluating the 
structure, flow, volumes, and other characteristics of data; deciding upon file structures, data coding, 
access methods, and record layouts which  maintain topologic integrity; selecting the most suitable 
programming language(s); deciding upon the use of manufacturer's software, commercially packaged 
software, existing in-house and public domain programs, or all-new programming, as appropriate with 
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respect to processing spatial data structures; selecting the most suitable hardware configuration as a 
subset of that available. 
 
This position requires a master's degree (or equivalent work experience) and at least 3 years of 
specialized experience in designing and developing systems and system-specific programs that address 
natural resource problems.  This person shall have extensive knowledge of systems and natural resource 
modeling methods and the demonstrated ability to work both independently and as part of a team when 
required.  Knowledge is required of different programming languages (FORTRAN, BASIC, C, PASCAL, 
etc.), mini/microcomputer systems (including associated peripherals), and operating systems. 
 
Data Entry Specialist  
 
The responsibilities of this position shall be managing data entry (key and/or spatial) projects; 
developing data entry procedures and standards for Government-supported data entry and digitizing 
programs; evaluating source materials submitted for data capture; scheduling data entry and data 
capture projects; quality control; archiving completed digital data bases; supervising Contractor data 
entry clerks and/or digitizers; performing routine data base construction tasks (structuring, formatting, 
and building data base files); preparing technical requirements and operating procedures relating to 
data entry, digitizing and routine data base construction tasks; attending staff meetings and production 
meetings; performing routine data set fixes on digital map files; preparing status reports and related 
documentation on data entry, digitizing, and data base construction tasks; and training both Federal 
and new Contractor personnel in using operational GIS programs for production, digitizing, updating, 
and data base maintenance tasks. 
 
The Data Entry Specialist shall be a high school graduate (or equivalent) and have at least 3 years of data 
entry/digitizing experience using the WAMS, ARC/INFO, or similar digitizing programs.  At least 1 year of 
supervisory experience in data entry or digitizing operations is required.  Experience in one or more of the 
following fields is highly desirable:  cartography; computer-assisted cartography; geographic information 
systems; and data preparation for digital data capture and data base construction. 
 
Database Management Specialist I (GIS)  
 
The major duties of this position shall include managing computer data bases in various GIS formats, 
namely the ARC/INFO family of software and current state-of-the-art GIS and image processing systems; 
defining data base file descriptors; structuring, formatting, and building data base files; transferring data 
base files to magnetic and cartridge tapes; producing hardcopy documentation of GIS computer data 
bases; and performing established quality control procedures for data base construction tasks.  Other 
duties shall include providing technical assistance to GIS users; participating in meetings, workshops, 
training sessions, and demonstrations that relate to GIS and data base construction/management 
activities; providing assistance in writing user manuals, reports, and papers to document data base 
construction procedures and activities; and performing data analyses and composite map production using 
GIS digital data bases. 
 
A bachelor's degree (or equivalent work experience) is required, as well as 1 year of direct experience in 
managing and building data bases using GIS software.  This individual shall have knowledge of GIS 
concepts and capabilities, experience using mini/microcomputers and associated peripherals, and a 
working knowledge of various operating system environments and applications software programs. 
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Database Management Specialist II (GIS) 
 
The responsibilities of this position shall be managing computer data bases in various GIS formats 
(namely, the ARC/INFO family of software and other current state-of-the-art GIS and image processing 
systems); defining data base file descriptors; structuring and building data base files; transferring data 
base files to magnetic tapes, cartridge tapes, and floppy diskettes; producing documentation of data 
bases, and performing established quality control procedures for data base construction tasks.  Other 
duties include supervising junior-level Contractors on GIS data base support tasks; exercising control over 
all data base files and documentation; implementing standard operating procedures for data base 
construction; testing operational versions of GIS software programs related to data base construction; 
assisting and training GIS users in data base design, concepts, analysis, and composite map production; 
writing user manuals, reports, and papers to document data base construction tasks and activities; and 
participating in meetings, workshops, training sessions, and demonstrations that relate to GIS and data 
base management activities. 
 
This individual shall possess a bachelor's degree (or equivalent work experience) and have a minimum of 
2 years direct experience in designing, developing, managing, and maintaining computerized databases 
using GIS software.  Knowledge and experience in using mini/microcomputers and associated operating 
system software is required as well as demonstrated experience in techniques for data analysis, testing, 
editing, etc.  At least 1 year of supervisory experience is required. 
 
Database Management Specialist III (GIS)  
 
This individual shall provide supervisory, technical, and administrative direction to Contractor personnel 
performing GIS data base management and construction tasks, including training Contractor DBMS 
personnel, reviewing all work products, scheduling work, and coordinating all work activities with the 
Program Manager and Government personnel to ensure user satisfaction.  The duties of this senior 
position shall require a high level of technical expertise in GIS design, concepts, and capabilities, including 
hands-on experience with various GIS and image processing packages such as ARC/INFO, ERDAS, PCI, 
and other current state-of-the-art packages. Support duties include technical assistance and training on a 
number of GIS programs residing on various minicomputers or microcomputers; hands-on testing and 
acceptance of updated versions of GIS software packages; preparing and delivering papers for 
presentation; and developing and conducting training courses on GIS for colleagues, users, and 
technical/non-technical audiences; performing complex analyses for specific applications; writing macros 
to increase productivity in data base management operations; and conferring with programmers, 
Government personnel, and user representatives to ensure proper utilization of a GIS and to effectively 
match user requirements with the capabilities of available GIS programs and packages.  This individual 
shall also work with Government and Contractor staff in remote sensing applications that utilize satellite 
imagery, remote sensing data, SPOT, digital terrain data, etc. 
 
This position requires a master's degree (or equivalent work experience) and a minimum of 4 years of 
progressively more difficult experience in GIS.  This experience shall include 3 years of direct user support 
and 2 years of supervisory experience.  This individual shall have the ability and experience to support and 
direct a number of GIS tasks and activities simultaneously and will be responsible for completing special 
projects that require exceptional creativity and innovation.  Knowledge of different hardware configurations, 
operating system environments, and relational data base management systems is required, as well as 
demonstrated experience in using the ARC/INFO family of software for specific applications tasks. 
 
Geographic Information System (GIS) Specialist I  
 
The primary duties of this position shall include the timely and efficient completion of projects which involve 
geographic information processing; planning and scheduling programming tasks; designing programs 
within the system design (including decisions on file structures, data coding, access methods, record 
layouts, suitable programming languages(s), use of commercial or public domain software, etc.); 
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performing complex programming, program coding, integration, and testing of code units; installing 
programs; and performing acceptance tests and technology transfer tasks. 
 
This position requires a bachelor's degree (or equivalent work experience) and a minimum of 1 year 
experience in systems analysis and programming and GIS software development activities for 
specialized applications.  Specialized knowledge is required of the principles, practices, methods, and 
techniques of GIS technology, as well as the ability to solve complex programming problems.  This 
individual shall be capable of programming major code units and have experience using a variety of 
computers, operating systems, and GIS applications software packages. 
 
Geographic Information System (GIS) Specialist II 
 
The primary duties of this position shall include the timely and efficient completion of projects which involve 
geographic information processing; planning and scheduling programming tasks; designing programs 
within the system design (including decisions on file structures, data coding, access methods, record 
layouts, suitable programming languages(s), use of commercial or public domain software, etc.); 
performing complex programming, and supervising other Contractor programmers in program coding, 
integration, and testing of code units; installing programs; and directing acceptance tests and technology 
transfer tasks. 
 
This position requires a master's degree (or equivalent work experience) and a minimum of 1 year 
experience in systems analysis and programming, including 1 year of directing and supervising GIS 
software development activities for specialized applications.  Specialized knowledge is required of the 
principles, practices, methods, and techniques of GIS technology, as well as the proven ability to direct 
and advise other programmers in solving complex programming problems.  This individual shall be 
capable of programming major code units and have experience using a variety of computers, operating 
systems, and GIS applications software packages. 
 
Geographic Information System (GIS) Specialist III  
 
The individual in this senior position shall provide supervisory technical and administrative direction for 
contractor personnel performing GIS operations. 
 
This position requires a master's degree (or equivalent work experience) and a minimum of 3 years 
experience in systems analysis and programming, including 3 years of directing and supervising GIS 
software development activities for specialized applications.  Specialized knowledge is required of the 
principles, practices, methods, and techniques of GIS technology, as well as the proven ability to direct 
and advise other programmers in solving complex programming problems.  This individual shall be 
capable of programming major code units and have experience using a variety of computers, operating 
systems, and GIS applications software packages. 
 
Photointerpreter I  
 
The individual shall be responsible for the interpretation of remotely sensed data, primarily aerial 
photography, using stereoscopic equipment.  Major duties include using wetland and upland delineation 
classification schemes (national and user-defined) to gain familiarity with the available classes used 
during photointerpretation; identifying sources of aerial photography; preparing aerial photography for 
photointerpretation; indexing aerial photography; photointerpretation; performing quality assurance and 
quality control of own work and of other photointerpretation; making corrections to overlays; locating 
and delineating study area boundaries; providing technical input on requirements for photointerpretation 
tasks;  participating in fieldwork and reconnaissance efforts to develop knowledge of study areas and 
verification of delineations, to include groundtruth data collection, completing field check-site forms, and 
taking pictures; assisting in the maintenance of all equipment (drafting and field);  and demonstrating 
the use of photointerpretation equipment and techniques. Other duties include transfer of 
photointerpretation overlay delineations to base maps, demonstrations on use of zoom transfer scope 
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for map transformation, quality assurance and quality control of draft map products, making corrections, 
and participating in draft map field review. 
 
This position requires a bachelor's degree (or equivalent work experience).  Individual shall be capable of 
oral communication, performing fieldwork, printing legibly, and seeing in stereo.   
 
Photointerpreter II  
 
The individual shall be responsible for the interpretation of remotely sensed data, primarily aerial 
photography, using stereoscopic equipment.  Major duties include applying, refining, and developing 
wetland and upland delineation classification schemes (national and user-defined) to be used during 
photointerpretation; identifying sources of aerial photography; preparing aerial photography for 
photointerpretation; indexing aerial photography; photointerpretation; performing quality assurance and 
quality control of own work and of other photointerpretation; making corrections to overlays; locating and 
delineating study area boundaries; providing technical input for requirements for photointerpretation tasks; 
providing technical assistance to other photointerpreters; communicating with cartographic service and 
supply companies; providing maps, map products, and photos to requestors; coordinating, organizing, and 
participating in fieldwork and reconnaissance efforts to develop knowledge of study areas and verification 
of delineations; coordinating, organizing, and participating in the collection of groundtruth and GPS data for 
photo-rectification, and base map development; assisting in the maintenance of all equipment (drafting and 
field);  demonstrating the use of photointerpretation equipment and techniques; and preparing and 
presenting products and findings for projects.  Other duties include transfer of photointerpretation overlay 
delineations to base maps, demonstrations on use of zoom transfer scope for map transformation, 
performing quality assurance and quality control of draft map products, making corrections, and 
participating in draft map field review. 
 
This position requires a bachelor's degree (or equivalent) and at least 2 years of experience in 
photointerpretation.  This individual shall have demonstrated experience in the use of the NWI wetland 
classification system, of the GPS and GPS software, and use of the stereoscope and Zoom Transfer 
Scope.  Experience in the use of other classification systems, an analytical stereo plotter, and GIS 
software packages is desirable.   
 
Photointerpreter III  
 
The individual in this senior position shall provide supervisory technical and administrative direction for 
contractor personnel performing photointerpretation. 
 
This position requires a master's degree (or equivalent) and at least 2 years of experience in 
photointerpretation.  This individual shall have demonstrated experience in the use of the NWI wetland 
classification system, of the GPS and GPS software, and use of the stereoscope and Zoom Transfer 
Scope.  Experience in the use of other classification systems, an analytical stereo plotter, and GIS 
software packages is desirable. 
 
Remote Sensing Specialist I  
 
The responsibilities of this position shall be to direct and manage all tasks associated with remote 
sensing and image analysis applications; develop and monitor quality control standards for remote 
sensing, image analysis, and map production; provide technical guidance in ecological classification 
analysis and supportive remote sensing and mapping technologies; provide input on technical 
requirements for remote sensing and inventory tasks; supervise Contractor photointerpreters and 
cartographic support personnel as needed; and participate in field data collection, groundtruthing, and 
reconnaissance activities. 
 
This position requires a bachelor's degree (or equivalent work experience) and at least 1 year of 
specialized work experience in remote sensing applications.  This individual shall have working level 
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knowledge in both digital image processing and visual interpretation techniques, with expert knowledge 
in the classification and analysis of satellite data.  Knowledge also is required in natural resource 
applications of satellite remote sensing data (e.g., SPOT, LANDSAT), photointerpretation techniques, 
digital image processing, classification system design and analysis, and the integration of remotely 
sensed data into existing and emerging technologies such as GIS and expert systems. 

 
Remote Sensing Specialist II  
 
The individual in this senior position shall provide supervisory technical and administrative direction for 
contractor personnel performing remote sensing functions. 
 
This position requires a master's degree (or equivalent work experience) and at least 2 years of 
specialized work experience in remote sensing applications.  This individual shall have working level 
knowledge in both digital image processing and visual interpretation techniques, with expert knowledge 
in the classification and analysis of satellite data.  Knowledge also is required in natural resource 
applications of satellite remote sensing data (e.g., SPOT, LANDSAT), photointerpretation techniques, 
digital image processing, classification system design and analysis, and the integration of remotely 
sensed data into existing and emerging technologies such as GIS and expert systems. 
 
Accounting Clerk I 
 
The duties of this position shall include routine clerical operations such as recognizing and comparing 
numbers and codes on similar and repetitive accounting documents, verifying mathematical accuracy, 
identifying discrepancies to the Contractor supervisor or senior accounting clerk, and filing and 
photocopying accounting documents and related information. 
 
This position requires a basic knowledge and understanding of routine clerical functions and office 
procedures as they relate to the clerical processing and recording of transactions and accounting 
information.  A high school diploma and at least 6 months of general clerical experience is required. 
 
Accounting Clerk II 
 
The duties of this position shall include routine accounting clerical operations that are more complex in 
nature, such as examining, verifying, and correcting accounting transactions to ensure data accuracy 
and proper identification of account number codes; checking expenditures against the total obligations 
as specified on accounts; totaling, balancing, and reconciling invoices for collecting vouchers; 
documenting discrepancies and problems with accounting transactions for follow up and action by 
Government administrative personnel; and filing and photocopying accounting documents and related 
information. 
 
This position requires a general knowledge and understanding of routine clerical methods and office 
procedures as well as experience in clerical accounting operations and transactions.  A high school 
diploma and at least 1 year of general clerical and accounting experience is required. 
 
Administrative Assistant 
 
This individual shall perform the administrative and accounting services necessary to meet Government 
contracting and reporting requirements.  Typical duties shall include processing contract task orders and 
modifications; preparing vouchers for payment; reviewing vouchers and statements to ensure that 
sufficient funds have been obligated; maintaining an accounting system and reconciling accounts against 
Government reports; developing various reports on task orders, contractor vouchers, labor hour ceilings, 
etc.; examining, verifying, and correcting accounting data to ensure completeness and accuracy; 
generating weekly, monthly, quarterly, and annual reports required by the Government; and performing 
clerical operations related to administrative and accounting operations.. 
 



 

IAP World Services GS-00F-0022L Page 32 

The individual in this position shall be a high school graduate, with at least two (2) years of 
undergraduate studies at an accredited college or university or vocational business school, and two 
years of work experience in administrative and accounting operations.  Specialized work experience 
may be substituted for educational requirements.  Proficiency in the use of typewriters, personal 
computers, and office automation equipment and software (e.g., MS Word, MS Excel, MS Access, MS 
Powerpoint, Lotus 1-2-3, dBASE, and WordPerfect) is required, as well as knowledge of general office 
procedures and contract administration. 
 
Clerk/Typist I 
 
Typical duties of this position include typing, filing, distribution of incoming mail, and general clerical 
tasks.  Performs routine typing of forms and office correspondence using automatic typewriters and 
personal computers. 
 
Experience in general office and clerical responsibilities equal to at least 6 months is required.  A high 
school diploma (or equivalent) is required. 
 
Clerk/Typist II 
 
The duties of this position include the general clerical and typing tasks described for Level I, as well as one 
or more of the following: receiving officer for products/items received from vendors; supply inventory clerk, 
maintaining adequate quantity of office supplies; mail clerk, process incoming and outgoing mail.   
 
This position requires a high school diploma (or equivalent) and at least one (1) year experience using 
computer systems and peripherals.  
 
Receptionist 
 
The primary duties of this position include greeting visitors, directing visitors to appropriate personnel, 
answering a telephone, keeping a log of visitors, and providing general information.  This individual may 
also perform typing or other routine clerical duties that occupy a major portion of time and are usually 
performed at the reception desk. 
 
This position requires a high school diploma (or equivalent) and at least six (6) months of general office 
and clerical experience. 
 
Request Management Clerk 
 
Typical duties of this position shall include filling requests for published reports and unpublished materials 
received by telephone, mail or in person; recording requested information on a computer terminal; 
conducting periodic inventories of publications housed at on-site and remote storage areas; responding to 
telephone inquiries on information and request management activities; maintaining publication storage 
areas; and perform related information management tasks and activities. 
 
This position requires a high school diploma (or equivalent) and at least one (1) year of general office or 
clerical experience.  Experience and knowledge of using word processing equipment and microcomputer 
systems is required, as well as the ability to work within established guidelines and procedures. 
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Secretary I 
 
The position shall provide secretarial support to the Contractor Program Manager to fulfill the requirements 
of this contract.  Duties include supervising Contractor Clerk/Typists, typing, filing, office automation, 
sorting and distributing mail, and general clerical work.   
 
Proficiency in the use of typewriters, microcomputers, and word processing equipment is required, as well 
as 2 years of general office and clerical experience. 
 
Secretary II 
 
In addition to the tasks described for Level I, this individual shall handle more difficult situations, 
problems, and duties according to the supervisor's general instructions, priorities, and program goals.  
The direction and supervision of contractor clerk/typist or Level I secretaries may be required.   
 
This position requires a high school diploma (or equivalent), at least three (3) years of general office 
and clerical experience, and proficiency in the use of typewriters, personal computers, and office 
automation equipment and software (e.g., MS Word, MS Excel, MS Access, MS Powerpoint, Lotus 1-2-
3, dBASE, and WordPerfect) is required.  One (1) year of secretarial experience equivalent to Level I 
duties is also required. 
 
Biological Aid I 
 
The individual in this position shall function primarily in a training capacity, performing uncomplicated, 
repetitive tasks related to biological research methods or procedures, including collecting field data as a 
member of a field crew or team; caring for plants in greenhouses or laboratory animals; cleaning and 
maintaining greenhouses and laboratory space, animal cages, glassware, exhibits, etc.; and building and 
repairing laboratory/greenhouse components, animal cages, or pens.  Work shall be performed under 
direct supervision of a senior contractor. 
 
Position requires the ability to safely use common hand tools, detergents, and cleaning agents to clean 
laboratory/greenhouse space and equipment. 
 
Biological Aid II 
 
The individual in this position shall support the regular operations of biological research and experiments 
and shall assist in performing some or all of the following duties on a routine basis:  participating in field 
studies designed to gather data; maintaining data records; setting up and collecting data for laboratory, 
greenhouse, or pen studies; building and maintaining equipment for laboratory, greenhouse, or pen 
studies; and cleaning and caring for greenhouses, laboratories, or caged/penned animals.  Duties are 
performed under general supervision of a senior contractor. 
 
The position requires a high school diploma (or equivalent) as well as knowledge of routine methods and 
procedures used for biological research.  The individual must have the ability to recognize and identify 
common and recurring aspects of biological experiments, prepare records of a factual nature on observed 
or experimental results, safely use common hand tools to construct experimental modules, and safely use 
detergents and other cleaning agents to clean laboratory/greenhouse space and equipment. 
 
Biological Technician I 
 
The individual in this position shall support the regular operations of biological research by performing 
the following duties:  conducting field and laboratory studies designed to gather data; maintaining 
complete and accurate records of all study activities; undertaking and preparing uncomplicated 
summary reports; compiling field data and entering data into analytical computer programs; assisting 
senior scientists or technicians in analyzing results; setting up and collecting data for laboratory, 
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greenhouse, or pen studies; building and maintaining equipment for laboratory, greenhouse, or pen 
studies; and cleaning and caring for greenhouses, laboratories, or caged/penned animals.  Some 
guidance and supervision by senior contractor will be necessary. 
 
Position requires a high school diploma (or equivalent) and knowledge of standard methods, techniques, 
and procedures used in conducting research studies in order to independently perform routine data 
collection duties.  Individual must have the ability to recognize, identify, and record complete aspects of 
biological studies and safely use common hand tools, detergents, and cleaning agents. 
 
Biological Technician II  
 
The individual in this position shall support the regular operations of biological research by performing 
the following duties: installing study plots; collecting, measuring, and recording biological data; 
summarizing field, greenhouse, and laboratory data into tabular, graphic, or narrative form; entering 
data into analytical computer programs; assisting senior biologists or scientists in analyzing results; and 
maintaining and operating field and data collecting equipment, including boats up to 25 ft and airboats. 
 
Position requires a high school diploma (or equivalent) and at least 2 years undergraduate study in 
ecology, botany, wildlife, and/or fisheries biology.  Individual shall have the ability to work with little or no 
supervision and within established guidelines and operational procedures to ensure uniform data collection 
between field personnel and succeeding years of data collection and sampling.  Experience in data entry 
and knowledge of PC-based computer systems are required. 
 
Scientific Technician I 
 
This individual shall function primarily as a seasonal scientific technician for the purpose of installing 
equipment, collecting, measuring, and recording physical, geographic, and geologic information, 
summarizing field and measured data in tabular, graphic, or narrative form, entering data into 
computerized data bases, and running software programs to analyze the data. 
 
The position requires knowledge of measurement/techniques, engineering, geography, physical sciences, 
and/or geology.  This individual shall have the ability to work within established guidelines and operational 
procedures to ensure uniform data collection between field personnel and succeeding years of data 
collection and measurements.  Experience in data entry and knowledge of computer systems are required. 
 
Scientific Technician II 
 
In addition to the duties and responsibilities described for the Level I technician, this individual shall 
lead, train, and supervise contractor technicians and aides.   
 
The Level II position requires certification at the Bachelor's level, or at least 24 semester hours in any 
combination of scientific or technical courses such as those shown for Level I.  At least 6 semester 
hours of courses must be directly related to the position.  In addition, one (1) full year of graduate level 
education or one (1) year of specialized experience in the position is required.  Note:  18 semester 
hours or 27 quarter hours are considered equivalent to one full year of graduate education.  This 
individual shall have the ability to work independently and within established guidelines to ensure 
uniform data collection between field personnel and succeeding years of data collection and sampling.  
Experience in data entry, statistical data base management systems, and microcomputers is also 
required. 
 
Audio/Visual Services Aide 
 
The individual in this position shall provide support to the video production staff in the planning, 
development, and production of video projects.  Typical duties shall include acquiring stock footage 
from sources throughout the world, cataloging video stock footage, reviewing scripts, and researching 



 

IAP World Services GS-00F-0022L Page 35 

topics for video projects, such as fish and wildlife resources, human/animal interrelationships, 
personnel, and resource management.   
 
This position requires a high school diploma (or equivalent) and at least one (1) year of specialized 
work experience in areas related to audio-visuals and video production.  The individual in this position 
shall also have the demonstrated ability to learn and use microcomputer-based applications software, 
such as ScriptMaster, Windows, CVNET logging software, MS Word, MS Powerpoint, and 
WordPerfect. 
 
Audio/Visual Specialist 
 
Responsibilities of this position shall include taking and producing moving and still pictures of natural 
resource-related subjects, field work performed by scientific staff, and meetings affiliated with the 
Center; developing film; editing and splicing video and film; and maintaining, working, and managing 
equipment (e.g., 35-mm cameras, video cameras, slide projectors, video showers, microphones, laser 
pointers) both in the field and during in-house meetings and conferences.  Related duties include 
arranging and scheduling video services with local vendors (e.g., editing tape and developing film) and 
providing assistance to staff on use of equipment. 
 
This individual shall have an undergraduate degree or equivalent experience in communication, focusing 
on audio and visual reproduction, and have at least 2 years experience in the audio/visual field.  The 
position will require knowledge of habitat and incentive for suggesting and traveling to possible locations 
for photographing and taping.  

 
Education Aide   
 

 The education aide shall provide support to the outreach and education staff in their evaluation and 
development of educational materials and instructional aids as they relate to technical and managerial 
training and public outreach.  This individual shall compile data, conduct telephone interviews, format 
workbooks, locate slides and photos, arrange logistics for courses/workshops, and identify sources for 
educational materials.  Activities will focus on fish and wildlife resources, human/animal 
interrelationships, and personnel/resource management. 
 
This position requires a high school diploma (or equivalent) and at least one (1) year of work 
experience in areas related to education, communications, or related fields.  The individual in this 
position shall have the ability to work within established guidelines and operational procedures to 
ensure the effective transfer of information. 

 
Education Specialist 
 
This position is responsible for developing, implementing, and/or overseeing a comprehensive educational 
program.  Duties include developing curricula and evaluation criteria for environmental education; working 
with the community to identify environmental educational needs and provide educational opportunities; 
coordinating customer educational activities; designing educational and outreach materials; identifying 
potential partners in educational programs; and supervising on-site and off-site educational activities. 
 
A Bachelor's degree in education (or equivalent) with an emphasis on environmental education is 
required for this position.  Experience in supervision is also necessary as there is a potential that the 
Education Specialist will supervise Interpretive Specialist(s). 
 
Education Technician I 
 

 The primary responsibility of this position shall be to provide support to the outreach and education staff 
in their evaluation, development, or advising on educational materials and instructional aids as they 
relate to technical and managerial training and public outreach.  This individual shall write and design 
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draft portions of brochures, pamphlets, exhibits, signs, and banners, review educational materials for 
proper grammar and effectiveness, coordinate aspects of outreach/education programs, and participate 
and assist presenters in giving presentations.  Activities shall focus on wildlife resources, human and 
animal interrelationships, and personnel/resource management. 
 

 This position requires at least two (2) years of undergraduate studies at an accredited college or 
university or vocational business school, and at least two (2) years of specialized work experience in 
the development and presentation of educational materials and implementation of education programs.  
Specific coursework or specialized experience in education may be substituted for educational 
requirements.  This individual must have the proven ability to communicate effectively, both orally and 
in writing, to constructively interact with diverse audiences, and to work independently within 
established guidelines and operational procedures to ensure the effective transfer of information.  A 
knowledge of biological principles and theory is desirable.   
 
Education Technician II 
 

 In the addition to the duties described for Level I, the individual in this position shall train, supervise, 
and assign work to contractor technicians and aides working on outreach and educational projects and 
activities.  
 

 This position requires at least two (2) years of undergraduate studies at an accredited college or 
university or vocational business school, at least three (3) years of specialized work experience in the 
development and presentation of educational materials and implementation of education programs, and 
one (1) year of experience in supervising or leading an educational program.  Specific coursework or 
specialized experience in education may be substituted for educational requirements.  This individual 
must have the proven ability to communicate effectively, both orally and in writing, to constructively 
interact with diverse audiences, and to work independently within established guidelines and 
operational procedures to ensure the effective transfer of information.  A knowledge of biological 
principles and theory is required. 
 
Instructional Designer 
 
The primary responsibility of this individual shall be to formulate, propose, and design training, 
instructional, and/or educational materials to be used in video, computer-assisted, or interactive videodisc 
training products.  Other responsibilities shall include analyzing existing or proposed course content, 
proposing improvements and additions to existing courses, and determining the overall flow and design of 
instructional sequences. 
 
This position requires a bachelor's degree or higher (degree or equivalent work experience) in 
educational technology, instructional design methodology, communications, or related fields and a 
minimum of 2 years direct experience in designing training curriculum for use in video, computer-
assisted, or IVD training products.  Experience in working with different forms of media (e.g., television) 
is desirable. 
 
Interpretive Specialist 
 
The major responsibility of this position is to assist in informing the public about customer research and 
environmental issues at large.  Duties include providing tours of the facility; developing and using 
educational activities for visitors, including pre-visit and post-visit evaluations; preparing materials for 
customer participation in outreach events; and organizing customer participation in and attending outreach 
events. 
 
At least 2 years education in biological sciences at the undergraduate level and 1 year experience in 
interpreting scientific information to the public are required.  This person shall be capable of working 



 

IAP World Services GS-00F-0022L Page 37 

independently but will normally be given direction from the Task Order Manager for which this support is 
being provided or from the Contractor Education Specialist. 

 
Librarian 
 
Responsibilities of this position involve performance of work that requires primarily a full professional 
knowledge of the theories, objectives, principles, and techniques of librarianship, to select, organize, 
preserve, access, and disseminate information.  This includes the most cost effective way to provide 
information that will best meet the user needs.   Work assignments include reference and bibliographical 
services to patrons and instructing them in the use of catalogs, indexes in all formats, personal 
bibliographic software, reference materials in all formats, Internet tools, software for listings of current 
publications, local LAN program access, and develop technology-based reference systems. Other work 
assignments include original cataloging of all formats in machine readable form using current national 
cataloging standards (AACR2 or further revisions), classification of materials using Library of Congress 
Classification Schedules with local modifications, performing recataloging and/or reclassification as 
required, performing catalog/data base maintenance, keeping informed of new cataloging advances, and 
applying new rules and interpretations as appropriate.   The Interlibrary Loan service requires the librarian 
to resolve citation conflicts and locate obscure publications for patrons. The librarian is expected to prepare 
bibliographies and guides to library resources and other instructional aids, market library services to 
patrons, evaluate and recommend new materials, and maintain appropriate library metrics. 
 
This position requires a master's degree (or equivalent) in Library Science from an accredited university 
or college, with specialized training in the Library of Congress classification system, AACR2 descriptive 
cataloging rules, and online bibliographic computer systems.  Experience required for the position 
includes 1 year of cataloging and classification and 1 year of experience using OCLC.  Other 
qualifications include 1 year of experience cataloging on large bibliographic data bases, computer 
experience with commonly used software (WordPerfect, Lotus 1-2-3), Passport software, Prism service, 
local area networks, electronic mail software, and Internet tools. 
 
Library Technician 
 
Responsibilities of this position require a practical knowledge of librarianship and provide technical support 
in a variety of tasks requiring knowledge of library or related information services, tools, and methods and 
procedures.  Duties include charging materials and instructing patrons in the procedure, shelving 
materials, answering ready reference questions, and processing orders for Interlibrary Loan and keeping 
appropriate metrics and records.  Cataloging duties include processing new acquisitions, data entry in 
acquisition online systems, checking in serials, submitting claims for missing issues, copy cataloging and 
labeling new materials, and maintaining reprint and monograph data bases. 
 
This position requires a bachelor's degree (or equivalent).  Experience for the position includes at least 
one year of experience cataloging using the following: a large bibliographic data base; USMARC 
formats; Library of Congress classification schedules; AACR2 (or later) cataloging rules; Passport 
software; Prism system; OCLC Interlibrary Loan system; commonly used office automation software; 
and Internet tools. 
 
Meeting Coordinator 
 
Duties include scheduling, coordinating, and hosting events held in the customer's conference room; 
assisting in operating audio/visual equipment; providing necessary meeting handouts or other materials 
participants need for events; attending to special needs of participants (e.g., arranging for 
transportation, refreshments, facility tours). 
 
A high school diploma (or equivalent) and at least 1 year experience in hosting and coordinating meetings 
or conferences are required for this position. 
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Technical Illustrator I 
 
This individual shall prepare original illustrations and/or artwork, overlays, overhead transparencies, 
charts, diagrams, maps, and other graphic/visual aids for technical and non-technical reports, 
presentations, demonstrations, and print/non-print products; performs detail or background work on 
illustrations prepared by senior illustrators; determines medium, size, style, color, and other 
specifications to achieve desired end products; provides technical assistance to Government and 
contractor personnel on graphics and visual aids; uses microcomputers and related software programs 
to produce graphics products; and maintains files of graphics products and related material.   
 

 This position requires at least two (2) years of undergraduate studies at an accredited college or 
university or vocational business school, and at least two (2) years of specialized experience in 
technical illustration.  Specific course work or specialized experience in graphics, drafting, and related 
areas may be substituted for educational requirements.  This individual shall have the proven ability to 
design and execute illustrations and graphics (including drafting charts and diagrams) for publications, 
slides, and viewgraphs.  Experience with computer graphics programs is required. 
 
Technical Illustrator II 
 

 In addition to the duties described for Level II, responsibilities of this position shall also scheduling 
graphic services with local contractors, including the delivery and pickup of original graphics and 
artwork; determining medium, size, style, color, and other specifications to achieve desired end 
products; and supervising contractor illustrators and aides working on illustration and graphics projects.   
 

 This position requires a Bachelor's degree from an accredited college or university, and at least three 
(3) years of specialized work experience in technical illustration.  In addition, this position requires at 
least one (1) year of specialized experience working with scientific subjects and technical equipment 
and one (1) year of supervisory experience.  Specific course work or specialized experience in 
graphics, drafting, and related areas may be substituted for educational requirements.  This individual 
shall have the proven ability to design and execute illustrations and graphics (including drafting charts 
and diagrams) for publications, slides, and viewgraphs.  Experience with computer graphics programs 
is required. 
 
Technical Typist 
 
Responsibilities shall include preparing technical documents in final form; typing technical information, 
data, and narratives using word processing equipment and typewriters; proofreading documents; and 
preparing/typing charts, tables, flowcharts, and other representations of technical data. 
 
This person shall be a high school graduate (or equivalent) with 1 year of experience in technical typing 
and be capable of using various word processing equipment.  Demonstrated proficiency in typing, using 
microcomputers and word processing software, and knowledge in spelling, grammar, and proper formats 
is required. 
 
Technical Writer/Editor I 
 

 Duties of this position shall include the writing, editing, and/or graphic presentation of technical 
information for both technical and non-technical personnel; interpreting technical documentation 
standards; preparing abstracts, reports, and other products containing technical information; abstracting 
and editing data for entry into computer data bases; proofreading finished documents; attending 
meetings and workshops for the purpose of recording, synthesizing, and documenting technical 
decisions and information that pertain to Center products; consolidating and interpreting data obtained 
from formal/informal surveys of the public (both Government and non-Government personnel) and/or 
fish and wildlife resources; reports, and publications; preparing manuscripts for printing, including page 



 

IAP World Services GS-00F-0022L Page 39 

mark-up, requisitions, and required forms for clearance and notification; and coordinating with federal 
technical writers and editors, Government authors, and the Government Printing Office (GPO).   
 

 This position requires at least two (2) years of undergraduate studies at an accredited college or 
university or vocational business school, and at least two (2) years of specialized experience in 
technical writing and editing.  Specific course work or specialized experience in graphics, drafting, and 
related areas may be substituted for educational requirements.   
 
Technical Writer/Editor II 
 

 In addition to the duties described for Level II, responsibilities of this position shall also scheduling 
technical writing/editing services with local contractors or other federal offices, including the delivery 
and pickup of original manuscripts; determining format and style requirements to achieve desired end 
products; and supervising contractor writer/editors and aides working on illustration and graphics 
projects.   

 This position requires a Bachelor's degree from an accredited college or university, and at least three 
(3) years of specialized work experience in technical writing and editing.  In addition, this position 
requires at least one (1) year of specialized experience working with scientific manuscripts, and one (1) 
year of supervisory experience.  Specific course work or specialized experience in technical 
writing/editing or related areas may be substituted for educational requirements.   
 
Training Specialist  
 
The responsibilities of this position shall be to provide technical assistance and training to Government 
and non-Government personnel in using the software technologies developed or supported by the 
Center for natural resource management, decision-making, and problem solving.  This individual shall 
assist in conducting training courses scheduled by the Center, including the development and use of 
training and instructional materials (e.g., slide/videotapes, viewgraphs, computers, manuals, etc.) to 
instruct users in courses that relate to at least one of the following areas: local area or wide area 
network applications, simulation modeling, GIS, DBMS, videodisc technology, expert systems, 
wetlands, and environmental law. 
 
The training specialist position requires a bachelor's degree (or equivalent experience) in education, 
communications, or related fields, and a minimum of 2 years direct experience in the development and 
presentation of technical training/educational courses.  Knowledge of the principles of wildlife biology, 
fisheries biology, or natural resources management is required, as well as a demonstrated ability to 
communicate effectively, both orally and writing, and to constructively interact with diverse audiences. 
 
Word Processor I  
 

 Primary duties include operating word processing equipment to enter, store, retrieve, change, and 
present text or tabulations; producing a variety of printed material, such as letters, reports, tables, and 
manuscripts; and organizing textual materials to conform to various format requirements.  This position 
requires knowledge of word processing equipment and software, a familiarity with the formats and 
forms used in the office, and proficiency in grammar, spelling, and punctuation. 
 

 This position requires a high school diploma (or equivalent) and at least two (2) years of experience in 
general office and clerical operations or word processing. 
 
Word Processor II 
 

 In addition to the work described for Level I, duties shall include the use of more sophisticated features 
of the equipment to carry out complex assignments, such as sorting, merging, and organizing text; 
maintaining report and manuscript files; applying specialized terminology or foreign language; testing 
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new word processing software, applications, and procedures; and training Level I contractor 
processors.   
 
This position requires a high school diploma (or equivalent), considerable classroom or on-the-job 
training, and at least three (3) years of experience in general office and clerical operations or word 
processing, including one (1) year of experience equivalent to the Level I position. 
 
Cartographic Clerk I    
 
Responsibilities of this position shall include performing map-photo transfer for map production and atlas 
development; drafting, printing, inking linework and labels, and use of machine lettering on maps and 
overlays of various mediums; performing quality assurance of own work and quality control of other 
cartographic work; indexing aerial photography; preparing aerial photography for photointerpretation into 
packets; providing input on technical requirements related to projects that include map and photo transfer 
and drafting tasks; demonstrating drafting techniques to government and other personnel; operating zoom 
transfer scopes, diazo developers, and laminating machines; assisting in the maintenance of all equipment 
(drafting and field); and participating in fieldwork for review of photointerpretation and draft map to include 
collection of groundtruth and GPS data, completing field check site forms, and taking pictures.  Other 
duties may include entering field collected data, spatial data from tables and maps into computer software 
programs,  producing graphics, and producing photographic products in the darkroom.  
 
This position requires a high school diploma (or equivalent) and at least 1 year of specialized experience in 
transfer and drafting techniques.  The individual shall be able to print legibly and perform uniform inking 
and hand lettering on maps and overlays of different mediums and be able to perform fieldwork.  
 
Cartographic Clerk II 
 
Responsibilities of this position shall include performing map-photo transfer for map production and atlas 
development; drafting, printing, inking linework and labels, and use of machine lettering on maps and 
overlays of various mediums; performing quality assurance of own work and quality control of other 
cartographic work; indexing aerial photography; preparing aerial photography for photointerpretation into 
packets; providing input on technical requirements related to projects that include map and photo transfer 
and drafting tasks; demonstrating drafting techniques to government and other personnel; operating zoom 
transfer scopes, diazo developers, and laminating machines; assisting in the maintenance of all equipment 
(drafting and field); and participating in fieldwork for review of photointerpretation and draft map to include 
collection of groundtruth and GPS data, correction of the GPS data and data base development, 
completing field check site forms, and taking pictures.  Other duties may include entering field collected 
data and  spatial data from tables and maps into computer software programs, using GIS software for data 
base development and data analysis, producing graphics, and producing photographic products in the 
darkroom.  
 
The position requires a high school diploma (or equivalent), at least 1 year of specialized experience in 
transfer and drafting techniques, and demonstrated ability to use the zoom transfer scope.  The person 
shall have demonstrated the ability to print legibly and perform uniform inking and hand lettering on 
maps and overlays of different mediums, and be able to do fieldwork.  
 
Cartographic Clerk III 
 
Responsibilities of this position shall include performing map-photo transfer for map production and 
atlas development; drafting, printing, inking linework and labels, and use of machine lettering on maps 
and overlays of various mediums; performing all tasks related to map, poster, and graphics production 
through automated and manual methods to include map design, map compilation, and map 
reproducible production; performing quality assurance of own work and quality control of other 
cartographic work; indexing aerial photography; preparing aerial photography for photointerpretation 
into packets; providing technical input on requirements related to projects that include map and photo 
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transfer and drafting tasks; coordinating and scheduling map, atlas, and photo production; 
demonstrating drafting techniques to government and other personnel; operating zoom transfer scopes, 
diazo developers, and laminating machines; providing training support to contractor and government 
personnel in facets of map production and zoom and stereo-zoom transfer scope operation; 
communicating with cartographic service and supply companies; providing maps, map products, and 
aerial photography to requestors; supervising the maintenance of all equipment (drafting and field); 
assisting in the coordination, organization, and participation in fieldwork for review of 
photointerpretation and draft map to include collection of groundtruth and GPS data, correcting GPS 
data and data base development, completing field check site forms, and taking pictures; and producing 
and implementing cartographic standards and identifying potential applications of cartographic 
techniques to map production tasks.  Other duties may include entering field collected data and spatial 
data from tables and maps into computer software programs and using GIS software for data base 
development and data analysis, producing graphics, and producing photographic products in the 
darkroom.  
 
The individual in this position shall have a bachelor's degree (or equivalent work experience) and at least 3 
years of specialized experience in map production and zoom transfer scope techniques.  The person shall 
have demonstrated the ability to print legibly and perform uniform inking and hand lettering on maps and 
overlays of different mediums, be able to communicate well orally, and be able to do fieldwork. 
 
Digitizer 
 
The person in this position shall perform both key and spatial data entry services using software programs 
residing on Government-supported minicomputers and microcomputers, with the emphasis on spatial data 
capture.  Other duties shall include providing input on data entry and digitizing requirements; preparing 
hardcopy forms and related documentation on digitized maps; entering spatial information into a master 
data base; performing map registration, digitizing, editing, and verification procedures and guidelines; 
complying with standard operating procedures; and maintaining user work areas and directories.  Work 
shall be performed under close supervision by senior Contractor personnel. 
 
This individual shall be a high school graduate (or equivalent) and have a minimum of 1 year experience in 
data entry, preferably spatial data entry using the Wetlands Analytical Mapping System, ARC/INFO, or 
similar digitizing programs.  Formal specialized training or course work (not inclusive of high school) may 
be substituted on the basis of 1 month of training/course work for 1 month of experience, not to exceed 6 
months. Cartographic knowledge or experience with GIS and computer systems in general is desirable. 
 
Spatial Analysis Technician I 
 
This individual shall function primarily as a technician by collecting, measuring, and recording scientific and 
geographic information; compiling field and other collected data into computerized data bases, GIS 
systems, and image processing systems; running software programs, especially GIS, image processing, 
and related software, to conduct analysis of the data; and summarizing data in map, graphic, tabular, or 
narrative form. 
 
This position requires 2 years of undergraduate college credit (or equivalent work experience) and 
knowledge of field data collection techniques and geographic principles.  This individual shall have the 
ability to work within established guidelines and standard operational procedures to ensure uniform data 
collection and analysis.  Ability to perform field work for extended time periods may be required.  
Experience in data collection and analysis and working knowledge of maps and spatial data are desirable. 
 
Spatial Analysis Technician II 
 
This individual shall function primarily as a technician by collecting, measuring, and recording scientific and 
geographic information; compiling field and other data, including remotely sensed data, into computerized 
data bases, GIS systems, and image processing systems; running software programs, especially GIS, 
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image processing, and related software, to conduct analysis of the data; summarizing data in map, 
graphic, tabular, or narrative form; converting data for multiple hardware and software platforms; storage 
and retrieval of the data; and writing AML's (macros) to accomplish these tasks. 
 
This position requires a bachelor's degree (or equivalent work experience) and knowledge of field data 
collection techniques and geographic principles, methods, and current GIS technology.  This individual 
shall have the ability to work independently and within established guidelines and standard operational 
procedures to ensure uniform data collection and analysis.  The individual shall be required to occasionally 
supervise Contractor spatial analysis technicians.  Experience in data collection, manipulation, and 
analysis is required.  Ability to perform field work for extended time periods may be required.  Experience 
in the use of GIS software in the workstation (UNIX) environment is desirable. 
 

 


