GENERAL SERVICES ADMINISTRATION
Federal Supply Service
Authorized Federal Supply Schedule Price List
On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an
electronic delivery order are available through GSA Advantage!, a menu-driven database system. The INTERNET
address GSA Advantage! is: GSAAdvantage.gov.
Multiple Award Schedule
Contract number: GS-02F-017GA
For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at fss.gsa.gov.
Contract period: December 27, 2016 through December 26, 2021
Colorado Network Staffing, Inc. DBA C N S
8787 Turnpike Dr Ste 220
Westminster, CO 800314300
DUNS: 111480497 CAGE Code: 1JQZ5
Pamela Fritzler, President
pam@conetstaff.com
Voice: 303-4301441
Fax: 303-430-1443
Contractor’s internet address/web site where schedule information can be found: http://www.conetstaff.com/
Business size: Small, woman-owned
1a. Table of awarded special item number(s) with appropriate cross-reference to item descriptions and awarded price(s).
561320SBSA Temporary Staffing (SBSA)
See Page 3, below.
1b. Identification of the lowest priced model number: See Page 3, below.
1c. If the Contractor is proposing hourly rates, a description of all corresponding commercial job titles, experience,
functional responsibility and education for those types of employees or subcontractors who will perform services shall
be provided. If hourly rates are not applicable, indicate “Not applicable” for this item.
See Page 5, below.
2. Maximum order. $250,000 per SIN
3. Minimum order. $100.00
4. Geographic coverage (delivery area). 50 United States, D.C., Puerto Rico
5. Point(s) of production (city, county, and State or foreign country).
8787 Turnpike Dr Ste 220
Westminster, CO 800314300
6. Discount from list prices or statement of net price. Net rates set forth below.
7. Quantity discounts. None.
8. Prompt payment terms. Net 30.
9a. Government purchase cards are accepted at or below the micro-purchase threshold.

9b. Government purchase cards are accepted above the micro-purchase threshold.
10. Foreign items (list items by country of origin). None
11a. Time of delivery. (Contractor insert number of days.) As negotiated with ordering activity.
11b. Expedited Delivery. Contact the Contractor.
11c. Overnight and 2-day delivery. Contact the Contractor.
11d. Urgent Requirements. Contact the Contractor.
12. F.O.B. point(s). Destination
13a. Ordering address.
8787 Turnpike Dr Ste 220
Westminster, CO 800314300
13b. Ordering procedures: For supplies and services, the ordering procedures, information on Blanket Purchase
Agreements (BPA’s) are found in Federal Acquisition Regulation (FAR) 8.405-3.
14. Payment address.
8787 Turnpike Dr Ste 220
Westminster, CO 800314300
15. Warranty provision. None.
16. Export packing charges, if applicable. N/A
17. Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase level).
None.
18. Terms and conditions of rental, maintenance, and repair (if applicable). N/A
19. Terms and conditions of installation (if applicable). N/A
20. Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices (if
applicable). N/A
20a. Terms and conditions for any other services (if applicable). N/A
21. List of service and distribution points (if applicable). N/A
22. List of participating dealers (if applicable). N/A
23. Preventive maintenance (if applicable). N/A
24a. Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced
pollutants). N/A
24b. If applicable, indicate that Section 508 compliance information is available on Electronic and Information
Technology (EIT) supplies and services and show where full details can be found (e.g. contractor’s website or other
location.) The EIT standards can be found at: www.Section508.gov/. http://www.conetstaff.com/
25. Data Universal Number System (DUNS) number. 111480497
26. Contractor is current at www.sam.gov.

GSA Rate

561320SBSA
01011

Accounting Clerk I

$26.42

01012

Accounting Clerk Il

$29.93

01013

Accounting Clerk III

$32.91

01020

Administrative Assistant

$45.12

01051

Data Entry Operator l

$26.27

01052

Data Entry Operator ll

$28.25

01090

Duplicating Machine Operator

$27.02

01111

General Clerk l

$25.24

01112

General Clerk ll

$27.11

01113

General Clerk III

$29.87

01191

Order Clerk I

$27.61

01192

Order Clerk Il

$29.70

10280

Receptionist

$26.59

01300

Scheduler, Maintenance

$31.02

01311

Secretary I

$31.02

01312

Secretary II

$34.16

01313

Secretary III

$38.10

01611

Word Processor I

$26.41

01612

Word Processor II

$29.07

01613

Word Processor III

$31.98

14000

Information Technology Occupations

14041

Computer Operator I

$32.04

14042

Computer Operator II

$35.30

14043

Computer Operator III

$38.81

14044

Computer Operator IV

$42.63

14045

Computer Operator V

$48.58

14071

Computer Programmer l

$42.04

14160

Personal Computer Support Technician

$42.63

11000

General Service and Support Occupations

11150

Janitor

$23.11

11210

Laborer, Grounds Maintenance

$27.21

21030

Material Coordinator

$38.99

21050

Material Handling Laborer

$31.35

21130

Shipping/Receiving Clerk

$28.02

21419

Warehouse Specialist

$27.65

23160

Electrician, Maintenance

$42.95

23181

Electronics Technician Maintenance I

$38.70

23182

Electronics Tech Maintenance II

$41.03

23370

General Maintenance Worker

$34.12

23410

Heating, Ventilation and Air-Conditioning Mechanic

$39.61

23460

Instrument Mechanic

$48.46

23530

Machinery Maintenance Mechanic

$40.69

23550

Maintenance Trades Helper

$28.11

23931

Telecommunications Mechanic I

$46.30

23932

Telecommunications Mechanic II

$48.49

28515

Recreation Specialist

$29.68

30000

Technical Occupations

30061

Drafter/CAD Operator I

$33.02

30063

Drafter/CAD operator III

$41.32

30064

Drafter/CAD Operator IV

$53.11

30081

Engineering Technician I

$33.01

30082

Engineering Technician II

$36.47

30083

Engineering Technician III

$40.26

30084

Engineering Technician IV

$48.78

30085

Engineering Technician V

$58.63

30086

Engineering Technician VI

$69.96

30090

Environmental Technician

$41.69

30210

Laboratory Technician

$37.52

30361

Paralegal/Legal Assistant I

$34.58

30362

Paralegal/Legal Assistant II

$41.73

30363

Paralegal/Legal Assistant III

$50.01

30364

Paralegal/Legal Assistant IV

$59.54

30361

Technical Writer I

$45.04

30462

Technical Writer II

$54.06

30463

Technical Writer III

$64.43

Contract Specialist I

$41.53

Contract Specialist II

$46.67

Contract Specialist III

$71.81

Contract Specialist IV

$79.22

Project Manager I

$89.42

Project Manager II

$112.87

CNS, Inc.’s Labor Category Descriptions SIN 561320SBSA Temporary Staffing (SBSA)
01011 ACCOUNTING CLERK I
This position is responsible for performing one or more routine accounting clerical operations such as: examining,
verifying, and correcting various accounting documents to ensure completeness and accuracy of data in accordance to
accounting procedures. Specific tasks/duties are assigned under adequate supervision. Entry-level reconciliation and
posting will be assigned under detailed guidance. In most instances, an employee in this position will rely on the
supervisors’ instructions. Completed work will be reviewed for accuracy and compliance with procedures. Level I
requires a basic knowledge of routine clerical methods, office practices and procedures as they relate to the clerical
processing and recording of transactions.
01012 ACCOUNTING CLERK II
This position uses knowledge of double entry bookkeeping in performing one or more of the following: posting actions
to journals, identifying subsidiary accounts affected, making debit and credit entries, and assigning proper codes. The
Accounting Clerk II may review computer printouts against manually maintained journals, detect and correct erroneous
postings, and prepare documents to adjust accounting classifications and other data, or review lists of transactions
rejected by an automated system. In this instance, the Accounting Clerk II will determine reasons for rejections, and
prepare necessary correcting material. On routine assignments, an employee will select and apply established
procedures and techniques. Detailed instructions are provided for difficult or unusual assignments. Completed work
and methods used, are reviewed for technical accuracy. Level II requires a knowledge and understanding of the
established and standardized bookkeeping and accounting procedures and techniques used in an accounting system, or
a segment of an accounting system where there are few variations in the types of transactions handles. In addition, this
level will require a basic knowledge and understanding of the terminology, codes, and processes used in an automated
accounting system.
01013 ACCOUNTING CLERK III
The Accounting Clerk III maintains journals or subsidiary ledgers of an accounting system and balances and reconciles
accounts. Typical duties include one or both of the following: 1.) reviewing invoices and statements verifying
information, ensuring sufficient funds have been obligated, and if questionable, resolving with the submitting unit
determining accounts involved. The review will include coding transactions, and processing material through data
processing for application in the accounting system; 2.) Analysis and reconciliation of computer printouts with
operating unit reports (contacting units, researching causes of discrepancies, and taking action to ensure that accounts
balance). Supervisor provides suggestions for handling unusual or non-recurring transactions. Conformance with
requirements and technical soundness of completed work are reviewed by the supervisor, or are controlled by
mechanisms built into the accounting processes. Level III requires a knowledge and understanding of the established
and standardized bookkeeping and accounting procedures and techniques used in an accounting system, or a segment
of an accounting system where there are few variations in the types of transactions handles. In addition, this level will
require a basic knowledge and understanding of the terminology, codes, and processes used in an automated accounting
system.
01020 ADMINISTRATIVE ASSISTANT
In addition to secretarial duties (filing, taking phone calls, scheduling appointments, making travel arrangements), this
position will provide administrative support to executive staff with office management responsibilities to include
budgeting, personnel records and payroll. The Administrative Assistant may be required to work independently on
projects requiring research and preparation of briefing charts and other presentation materials.
01151 DATA ENTRY OPERATOR I
This position works under close supervision and follows specific procedures or detailed instructions. The Data Entry
Operator I works from various standardized source documents that have been coded and require little or no selecting,
coding or interpreting of data. Problems such as erroneous items and codes, or missing information are resolved at the
supervisory level. Work is routine and repetitive. This position operates keyboard-controlled data entry devices such as
a computer, key-operated magnetic tape, or disc encoder to transcribe data into a format suitable for computer
processing. Job task requires skill in operating an alphanumeric keyboard, and an understanding of transcribing
procedures and relevant data entry equipment.

01152 DATA ENTRY OPERATOR II
This position requires the application of experience and judgment in selecting procedures to be followed, and searching
for interpreting, selecting, or coding items to be entered from a variety of document sources. The Data Entry Operator
II may occasionally perform routine work as described for Data Entry Operator I.
01090 DUPLICATING MACHINE OPERATOR (Photocopy Machine Operator;
Reproduction Worker)
This position operates one or more photocopying, photographic, mimeograph and duplicating office machines to make
copies of documents such as letters, reports, directives, manuals, articles and bulletins. Additional responsibilities
include: operating small binding machines, performing clerical duties associated with the request for printing and
photographic services, preparing assembly sheets, printing requisitions with specifications for printing and binding,
recording, delivering and collecting work. The Duplicating Machine Operator performs minor repairs preventive
maintenance, and maintains an inventory of supplies and reproduction equipment paying particular attention to
important variables indicated by trade name of machine.

01111 GENERAL CLERK I
This position follows clearly detailed specific procedures in completing several repetitive clerical steps performed in a
prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file; could
involve simple posting to individual accounts, opening mail, calculating and posting charges to departmental accounts,
operating basic office equipment, e.g., photocopier, facsimile, multi-line phone/voicemail systems, mailing machines,
and minimal computer programs. Little or no subject-matter knowledge is required, but the clerk uses his or her own
judgment in choosing the proper procedure for each task. The General Clerk follows clearly detailed procedures in
performing simple repetitive tasks in the same sequence. Responsibilities would include filing pre-coded documents in
a chronological file, or operating office equipment, (e.g., mimeograph, photocopy, addressograph or mailing machine).
01112 GENERAL CLERK II
This position requires familiarity with the terminology of the office unit. The General Clerk selects appropriate
methods from a wide variety of procedures or makes simple adaptations and interpretations of a limited number of
substantive guides and manuals. The clerical steps often vary in type or sequence, depending on the task. Recognized
problems are referred to others. The General Clerk follows clearly detailed procedures in performing simple repetitive
tasks in the same sequence. Responsibilities would include filing pre-coded documents in a chronological file, or
operating office equipment, (e.g., mimeograph, photocopy, addressograph or mailing machine).
01113 GENERAL CLERK III
This position uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps
varying in nature and sequence. The General Clerk III selects from alternative methods and refers problems not
solvable by adapting or interpreting substantive guides, manuals, or procedures. Typical duties include: assisting in a
variety of administrative matters; maintaining a wide variety of financial or other records (stored both manually and
electronically); verifying statistical reports for accuracy and completeness; compiling information; and handling and
adjusting complaints. The General Clerk follows clearly detailed procedures in performing simple repetitive tasks in the
same sequence. Responsibilities would include filing pre-coded documents in a chronological file, or operating office
equipment, (e.g., mimeograph, photocopy, addressograph or mailing machine).
The General Clerk III may also direct lower level clerks. Positions above level IV are excluded. Such positions (which
may include supervisory responsibility over lower level clerks) require workers to use a thorough knowledge of an
office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions;
and 2) select or devise steps necessary to complete assignments. Typical jobs covered by this exclusion include
administrative assistants, clerical supervisors, and office managers.

01191 ORDER CLERK I
This position handles orders involving items that have readily identified uses and applications. The Order Clerk I may
refer to a catalog, manufacturer's manual or similar document to insure that the proper item is supplied or to verify the
price of order.
01192 ORDER CLERK II
This position handles orders that involve making judgments such as choosing which specific product or material from
the establishment's product lines will satisfy the customer's needs, or determining the price to be quoted when pricing
involves more than merely referring to a price list or making some simple mathematical calculations.
01280 RECEPTIONIST
This position greets visitors, determining nature of visits and directing visitors to appropriate persons. The Receptionist
may also have other duties such as recording and transmitting messages; keeping records of calls placed; providing
information to callers and visitors; making appointments; keeping a log of visitors; and issuing visitor passes. In this
position, one may also work on a computer and perform other routine clerical work that may occupy the major portion
of the worker's time.
01300 SCHEDULER, MAINTENANCE
This position schedules vehicle repairs and lubrication for vehicle-maintenance, schedules vehicles for lubrication or
repairs based on date of last lubrication and mileage traveled or urgency of repairs. The Maintenance Scheduler
contacts garage to verify availability of facilities, notifies parking garage workers to deliver specified vehicles, and
maintains a file of requests for services.
01311 SECRETARY I
This position provides secretarial support in an office, usually to one individual, and, in some cases, to the subordinate
staff of that individual. The Secretary maintains a close and highly responsive relationship to the day-to-day activities
of the supervisor and staff, works fairly independently receiving a minimum of detailed supervision and guidance, and
performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the
organization, programs, and procedures related to the work of the office. This positions also performs clerical duties
such as filing, typing, and copying documents. Screens and transfers callers, arranges meetings and may set up travel
arrangements. Computers will exist in the environment, requiring working knowledge of certain office software
programs such as Microsoft Office. Typically organizational structure is not complex and internal procedures and
administrative controls are simple an informal: supervisor directs through face-to-face meetings. Requires 0-2 years of
work experience in the field or in a related area.
01312 SECRETARY II
This position provides secretarial support in an office, usually to one individual, and, in some cases, to the subordinate
staff of that individual. The Secretary maintains a close and highly responsive relationship to the day-to-day activities
of the supervisor and staff, works fairly independently receiving a minimum of detailed supervision and guidance, and
performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the
organization, programs, and procedures related to the work of the office. This positions also performs clerical duties
such as filing, typing, and copying documents. Screens and transfers callers, arranges meetings and may set up travel
arrangements. Computers will exist in the environment, requiring working knowledge of certain office software
programs such as Microsoft Office. Typically organizational structure is not complex and internal procedures and
administrative controls are simple an informal: supervisor directs through face-to-face meetings. Requires 2-4 years of
experience of work experience in the field or in a related area. The Organizational structure is complex and is divided
into subordinate groups that usually differ from each other as to subject matter, function, etc. Supervisor usually
directs staff through intermediate supervisors. Internal procedures and administrative controls are formal. An entire
organization (e.g., division, subsidiary, or parent organization) may contain a variety of subordinate groups that meet
the LS-2 definition. Therefore, it is not unusual for one LS-2 supervisor to report to another LS-2 supervisor.

01313 SECRETARY III
This position provides secretarial support in an office, usually to one individual, and, in some cases, to the subordinate
staff of that individual. The Secretary maintains a close and highly responsive relationship to the day-to-day activities
of the supervisor and staff, works fairly independently receiving a minimum of detailed supervision and guidance, and
performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the
organization, programs, and procedures related to the work of the office. This positions also performs clerical duties
such as filing, typing, and copying documents. Screens and transfers callers, arranges meetings and may set up travel
arrangements. Computers will exist in the environment, requiring working knowledge of certain office software
programs such as Microsoft Office. Typically organizational structure is not complex and internal procedures and
administrative controls are simple an informal: supervisor directs through face-to-face meetings. Requires 5 plus years
of experience of work experience in the field or in a related area. LS-3 Organizational structure is divided into two or
more subordinate supervisory levels (of which at least one is a managerial level) with several subdivisions at each level.
Executive's program(s) are usually interlocked on a direct and continuing basis with other major organizational
segments, requiring constant attention to extensive formal coordination, clearances, and procedural controls. Executive
typically has: financial decision-making authority for assigned program(s); considerable impact on the entire
organization's financial position or image; and responsibility for, or has staff specialists in such areas as, personnel and
administration for assigned organization. Executive plays an important role in determining the policies and major
programs of the entire organization, and spends considerable time dealing with outside parties actively interested in
assigned program(s) and current or controversial issues.
01610 WORD PROCESSOR
This position uses automated systems, such as word processing equipment, personal computers, or work stations linked
to a larger computer or local area network, to produce a variety of documents, such as correspondence, memos,
publications, forms, reports, tables and graphs. The Word Processor uses one or more word processing software
packages; may also perform routine clerical tasks, such as operating copiers, filing, answering telephones, ad sorting
and distributing mail. Excluded are:
a. Typists using automatic or manual typewriters with limited or no text-editing capabilities; workers in these
positions are not typically required to use word processing software packages;
b. Key Entry Operators, Accounting Clerks, Sales Clerks, and other clerks who may use automated word
processing equipment for purposes other than typing composition;
c. Positions requiring subject-matter knowledge to prepare and edit text
equipment.

using automated word processing

01611 WORD PROCESSOR I
This position produces a variety of standard documents, such as correspondence, form letters, reports, tables and other
printed materials. Work requires skill in typing; a knowledge of grammar, punctuation and spelling; and ability to use
reference guides and equipment manuals. The Word Processor I performs familiar, routine assignments following
standard procedures, seeks further instructions for assignments requiring deviations from established procedures.
01612 WORD PROCESSOR II
This position uses knowledge of varied and advanced functions of one software type, knowledge of varied functions of
different types of software, or knowledge of specialized or technical terminology to perform such typical duties as:
a. Editing and reformatting written or electronic drafts. Examples include: correcting function codes; adjusting
spacing formatting and standardizing headings, margins, and indentations.
b. Transcribing scientific reports, lab analysis, legal proceedings, or similar material from voice tapes or
handwritten drafts. Work requires knowledge of specialized, technical, or scientific terminology.
Work requires familiarity with office terminology and practices. Incumbent corrects copy, and questions originator of

document concerning missing information, improper formatting, or discrepancies in instructions. Supervisor sets
priorities and deadlines on
continuing assignments, furnishes general instructions for recurring work and provides specific instructions for new or
unique projects, may lead lower level word processors.
01613 WORD PROCESSOR III
Requires both a comprehensive knowledge of word processing software applications and office practices and a high
degree of skill in applying software functions to prepare complex and detailed documents. For example, processes
complex and lengthy technical reports which include tables, graphs, charts, or multiple columns. Uses either different
word processing packages or many different style macros or special command functions; independently completes
assignments and resolves problems.
, and differential grease and oils, checks, cleans, calibrates, and replaces spark plugs, cleans and replaces oil and air
filters. The Automotive Worker adjusts brakes, replaces windshield wipers, and similar minor parts, assists on major
overhaul jobs by disassembling and cleaning parts, repairing
14000 INFORMATION TECHNOLOGY OCCUPATIONS
This category includes occupations concerned with the utilization of the computer in the analysis and solution of
business, scientific, engineering and other technical problems to include the following: operating electronic, optical,
and electromechanical machines that record, store, process, and transcribe data from magnetic tape or other sources to
solve mathematical, engineering, accounting, or technical problems, to keep records or to supply information;
programming computer languages to perform mathematical, engineering and scientific computations or auditing,
payroll, mailing list and text handling functions; and storing and retrieving computer files.
14040 COMPUTER OPERATOR (Occupational Base)
The Computer Operator monitors and operates the control console of either a mainframe digital computer or a group of
minicomputers, in accordance with operating instructions, to process data. Work is characterized by the following:
•

Studies operating instructions to determine equipment setup needed.

•

Diagnoses and corrects equipment malfunctions;

•

Reviews error messages and makes corrections during operation or refers problems;

•

Maintains operating record.

This operator may test run new or modified programs and assists in modifying systems or programs. Included within
the scope of this definition are fully qualified Computer Operators, trainees working to become fully qualified
operators, and lead operators providing technical assistance to lower level positions.
14041 COMPUTER OPERATOR I
The Computer Operator I works under close personal supervision and is provided detailed written or oral guidance
before and during assignments. As instructed, this worker resolves common operating problems and may serve as an
assistant operator working under close supervision or performing a portion of a more senior operator's work.
14042 COMPUTER OPERATOR II
The Computer Operator II processes scheduled routines that present few difficult operating problems (e.g., infrequent
or easily resolved error conditions). In response to computer output instructions or error conditions, this worker applies
standard operating or corrective procedure, refers problems that do not respond to preplanned procedure, and may serve
as an assistant operator, working under general supervision.
14043 COMPUTER OPERATOR III

The Computer Operator III processes a range of scheduled routines. In addition to operating the system and resolving
common error conditions, this worker diagnoses and acts on machine stoppage and error conditions not fully covered
by existing procedures and guidelines (e.g., resetting switches and other controls or making mechanical adjustments to
maintain or restore equipment operations). In response to computer output instructions or error conditions, the
Computer Operator III may deviate from standard procedures if standard procedures do not provide a solution and
refers problems which do not respond to corrective procedures to a person of supervisory or higher individual
contributor level.
14044 COMPUTER OPERATOR IV
The Computer Operator IV adapts to a variety of nonstandard problems that require extensive operator intervention (e.g.
frequent introduction of new programs, applications, or procedures). In response to computer output instructions or
error conditions, this worker chooses or devises a course of action from among several alternatives and alters or
deviates from standard procedures if standard procedures do not provide a solution (e.g. reassigning equipment in order
to work around faulty equipment or transfer channels); then refers problems if necessary. Typically, completed work is
submitted to users without supervisory review.
14045 COMPUTER OPERATOR V
The Computer Operator V resolves a variety of difficult operating problems (e.g. making unusual equipment
connections and rarely used equipment and channel configurations to direct processing through or around problems in
equipment, circuits, or channels or reviewing test run requirements and developing unusual system configurations that
will allow test programs to process without interfering with ongoing job requirements). In response to computer output
instructions and error conditions or to avoid loss of information or to conserve computer time, operator deviates from
standard procedures. Such actions may materially alter the computer unit's production plans. This operator may spend
considerable time away from the control station providing technical assistance to lower level operators and assisting
programmers, systems analysts, and subject matter specialists with resolution of problems.
14070 COMPUTER PROGRAMMER (Occupational Base)
The Computer Programmer performs programming services for establishments or for outside organizations that may
contract for services, converts specifications (precise descriptions) about business or scientific problems into a
sequence of detailed instructions to solve problems by electronic data processing (EDP) equipment, i.e. digital
computers; draws program flow charts to describe the processing of data, and develops the precise steps and
processing logic which, when entered into the computer in coded language (COBOL, FORTRAN, or other
programming language) to cause the manipulation of data to achieve desired results. The Computer Programmer tests
and corrects programs, prepares instructions for operators who control the computer during runs, modifies programs to
increase operating efficiency or to respond to changes in work processes, and maintains records to document program
development and revisions.
At levels I, II and III, Computer Programmers may also perform programming analysis such as: gathering facts from
users to define their business or scientific problems, and to investigate the feasibility of solving problems through new
or modified computer programs; developing specifications for data inputs, flow, actions, decisions, and outputs; and
participating on a continuing basis in the overall program planning along with other EDP personnel and users. In
contrast, at level IV, some programming analysis must be performed as part of the programming assignment. The
analysis duties are identified in a separate paragraph at levels I, II, III, and IV. However, the systems requirements are
defined by systems analysts or scientists.
Positions are classified into levels based on the following definitions:
14071 COMPUTER PROGRAMMER I
The Computer Programmer I assists higher level staff by performing elementary programming tasks which concern
limited and simple data items and steps which closely follow patterns of previous work done in the organization, e.g.
drawing flow charts, writing operator instructions, or coding and testing routines to accumulate counts, tallies, or
summaries. This worker may perform routine programming assignments (as described in Level II) under close
supervision.
In addition to assisting higher level staff, the Computer Programmer I may perform elementary fact-finding concerning
a specified work process, e.g., a file of clerical records which is treated as a unit (invoices, requisitions, or purchase

orders, etc.) and then report findings to higher level staff. May receive training in elementary fact-finding. Detailed
step-by-step instructions are given for each task, and any deviation must be authorized by a supervisor. Work is closely
monitored in progress and reviewed in detail upon completion.
14160 PERSONAL COMPUTER SUPPORT TECHNICIAN
The Personal Computer Support Technician provides support to distributed PC/networking environment including
installation, testing, repair, and troubleshooting for stand-alone PCs, PCs linked to networks, printers, and other
computer peripherals. Support responsibilities include software installation, and configurations. This technician
performs technical, operational, and training support to users of personal computers either by telephone, or on-site for
PC desktop hardware and software packages. Job duties require the technician to install and test personal computers,
printers, and other peripherals, configure operating system, load shrink-wrap programs and other application software
programs. In this position, the incumbent troubleshoots computer problems, performs hardware and software
diagnostics, coordinates needed repairs, resolves computer system problems, including coordination between users and
components of a local area network, and participates in the evaluation of system configuration and software.

11000 GENERAL SERVICES AND SUPPORT OCCUPATIONS
This category includes occupations concerned with moving and handling materials (e.g., loading, unloading, digging,
hauling, hoisting, carrying, wrapping, mixing, pouring, spreading); washing and cleaning laboratory apparatus, cars and
trucks; cleaning and maintaining living quarters, hospital rooms and wards, office buildings, grounds, and other areas;
and doing other general maintenance work, by hand or using common hand tools and power equipment. These
occupations may involve heavy or light physical work and various skill levels. Skills are generally learned through job
experience and instruction from supervisors or, in some instances, short-term formal training programs.
11150 JANITOR
The Janitor cleans and keeps in an orderly condition factory working areas and washrooms, or premises of an office,
apartment house, or commercial or other establishment. Duties involve a combination of the following: Sweeping,
mopping or scrubbing, and polishing floors; removing chips, trash, and other refuse; dusting equipment, furniture, or
fixtures; polishing metal fixtures or trimmings; providing supplies and minor maintenance services; and cleaning
lavatories, showers, and restrooms.
Excluded are:
a. Workers who specialize in window washing.
b. Housekeeping staff who make beds and change linens as a
primary responsibility.
c. Workers required to disassemble and assemble equipment in
order to clean machinery.
d. Workers who receive additional compensation to maintain
sterile facilities or equipment.
11210 LABORER, GROUNDS MAINTENANCE
The Laborer, Grounds Maintenance maintains grounds of industrial, commercial or public property such as buildings,
camp and picnic grounds, parks, playgrounds, greenhouses, and athletic fields, and repairs structures and equipment,
performing one or more of the following tasks: cut grass, using walking-type or riding mowers (less than 2000 lbs.),
trim hedges and edges around walks, flowerbeds, and wells, using hedge trimmers, clippers and edging tools, prunes
shrubs and trees to shape and improve growth, using shears and other hand tools, sprays lawn, shrubs, and trees with
fertilizer or insecticide. Job duties also include the following: planting grass, flowers, trees, and shrubs, watering lawn
and shrubs during dry periods, using hose or activating sprinkler system, picks up and burns or carts away leaves, paper
or other litter; removing snow from walks, driveways, roads, or parking lots, using shovel and snow blower, spreads
salt on walkways and other areas, repairing and painting fences, gates, benches, tables, guardrails, and outbuildings.

This Worker assists in repair of roads, walks, buildings, and mechanical equipment, and may clean comfort stations,
offices workshop areas, and parking lots by sweeping, washing, mopping and polishing.
21000 MATERIALS HANDLING AND PACKING OCCUPATIONS
This category includes occupations concerned with preparing and arranging materials and products in bulk and nonbulk forms for distribution or storage; moving and loading
or unloading equipment, materials, and products; operating or tending pipelines pumps and valves to transfer liquids;
driving forklifts and related material-handling machinery
and equipment; and using scoops, hand trucks, and wheelbarrows to load and move materials.
21030 MATERIAL COORDINATOR
The Material Coordinator coordinates and expedites flow of material, parts, and assemblies within or between
departments in accordance with production and shipping schedules or department supervisors' priorities. In this job,
the Material Coordinator reviews production schedules and confers with department supervisors to determine material
required or overdue and to locate material, requisitions material and establishes delivery sequences to departments
according to job order priorities and anticipated availability of material; arranges for in-plant transfer of materials to
meet production schedules, and with department supervisors for repair and assembly of material and its transportation
to various departments, and examines material delivered to production departments to verify if type specified.
This Worker may monitor and control movement of material and parts along conveyor system, using remote-control
panel board, compute amount of material needed for specific job orders, applying knowledge of product and
manufacturing processes and using adding machine; compile report of quantity and type of material on hand, move or
transport material from one department to another, using hand or industrial truck; may compile perpetual production
records in order to locate material in process of production, using manual or computerized system, and maintain
employee records.
21050 MATERIAL HANDLING LABORER
This person will perform physical tasks to transport or store materials or merchandise. Duties involve one or more of
the following: manually loading or unloading freight cars, trucks, or other transporting devices; unpacking, shelving, or
placing items in proper storage locations; or transporting goods by hand truck, cart, or wheelbarrow.
Excluded from this definition are workers whose primary function involves:
a. Participating directly in the production of goods (e.g., moving items from one production station to another
or placing them on or removing them from the production process);
b. Stocking merchandise for sale;
c. Counting or routing merchandise;
d. Operating a crane or heavy-duty motorized vehicle such as forklift or truck;
e. Loading and unloading ships (alongshore workers);
f. Traveling on trucks beyond the establishment's physical location to load or unload merchandise.
21130 SHIPPING/RECEIVING CLERK
The Shipping/Receiving Clerk performs clerical and physical tasks in connection with shipping goods of the
establishment in which employed and receiving incoming shipments. In performing day-to-day, routine tasks, this
worker follows established guidelines. In handling unusual non-routine problems, this worker receives specific
guidance from supervisor or other officials. This incumbent may direct and coordinate the activities of other workers
engaged in handling goods to be shipped or being received. Shipping duties typically involve the following: verifying
that orders are accurately filled by comparing items and quantities of goods gathered for shipment against documents;
insuring that shipments are properly packaged, identified with shipping information, and loaded into transporting

vehicles, and preparing and keeping records of goods shipped, e.g., manifests, bills of lading. Receiving duties
typically involve the following: verifying the correctness of incoming shipments by comparing items and quantities
unloaded against bills of lading, invoices, manifests, storage receipts, or other records, checking for damaged goods,
insuring that goods are appropriately identified for routing to departments within the establishment, and preparing and
keeping records of goods received.
21410 WAREHOUSE SPECIALIST (Warehouse Worker)
As directed, the Warehouse Specialist performs a variety of warehousing duties that require an understanding of the
establishment's storage plan. Work involves most of the following: verifying materials (or merchandise) against
receiving documents, noting and reporting discrepancies and obvious damages, routing materials to prescribed storage
locations; storing, stacking, or palletizing materials in accordance with prescribed storage methods, rearranging and
taking inventory of stored materials, examining stored materials and reporting deterioration and damage, removing
material from storage and preparing it for shipment. This worker may operate hand or power trucks in performing
warehousing duties.
Note: Exclude workers whose primary duties involve shipping and receiving work (see Shipping/Receiving
Clerk), order filling (see Order Filler), or operating forklifts (see Forklift Operator).
23160 ELECTRICIAN, MAINTENANCE
An Electrician performs a variety of electrical trade functions such as the installation, maintenance, or repair of
equipment for the generation, distribution, or utilization of electric energy. Work involves most of the following:
installing or repairing any of a variety of electrical equipment such as generators, transformers, switchboards,
controllers, circuit breakers, motors, heating units, conduit systems, or other transmission equipment; working from
blueprints, drawings, layouts, or other specifications, locating and diagnosing trouble in the electrical system or
equipment, working standard computations relating to load requirements of wiring or electrical equipment, and using a
variety of electrician's hand tools and measuring and testing instruments. In general, the work of the maintenance
electrician requires rounded training and experience usually acquired through a formal apprenticeship or equivalent
training and experience.
23180 ELECTRONICS TECHNICIAN, MAINTENANCE (Occupational Base)
The Electronics Technician, Maintenance maintains, repairs, troubleshoots, modifies and installs various types of
electronic equipment and related devices such as electronic transmitting and receiving equipment (e.g., radar, radio,
television, telecommunication, sonar, and navigational aids); personal and main frame computers and terminals,
industrial, medical, measuring, and controlling equipment; and industrial robotic devices. The successful incumbent
applies technical knowledge of electronics principles in determining equipment malfunctions, and applies skill in
restoring equipment operation, evaluates performance and reliability of prototype or production mode, and
recommends changes in circuitry or installation specifications to simplify assembly and maintenance.
23181 ELECTRONICS TECHNICIAN MAINTENANCE I
The Electronics Technician Maintenance I applies basic technical knowledge to perform simple or routine tasks
following detailed instructions, performs such tasks as replacing components, wiring circuits, repairing simple
electronic equipment; and taking test readings using common instruments such as digital multi-meters, signal
generators, semiconductor testers, curve tracers, and oscilloscopes. This person works under close supervision
receiving technical guidance from supervisor or higher-level technician. Work is checked frequently for accuracy.
23182 ELECTRONICS TECHNICIAN MAINTENANCE II
The Electronics Technician Maintenance II applies basic and some advanced technical knowledge to solve routine
problems by interpreting manufacturers’ manuals or similar documents. Work requires familiarity with the
interrelationships of circuits and judgment in planning work sequence, in selecting tools, testing instruments, and is
reviewed for compliance with accepted practices. This technician works under immediate supervision and achieves
technical guidance, as required, from supervisor or higher-level technician.
23370 GENERAL MAINTENANCE WORKER

The General Maintenance Worker performs general maintenance and repair of equipment and buildings requiring
practical skill and knowledge (but not proficiency) in such trades as painting, carpentry, plumbing, masonry, and
electrical work. Work involves a variety of the following duties: replacing electrical receptacles, wires, switches,
fixtures, and motors, using plaster or compound to patch minor holes and cracks in walls and ceilings, repairing or
replacing sinks, water coolers, and toilets painting structures and equipment; repairing or replacing concrete floors,
steps, and sidewalks, replacing damaged paneling and floor tiles, hanging doors and installing door locks, replacing
broken window panes, and performing general maintenance on equipment and machinery.
Excluded are:
a. Craft workers included in a formal apprenticeship or progression
program based on training and experience;
b. Skilled craft workers required to demonstrate proficiency in one
or more trades;
c. Workers performing simple maintenance duties not requiring
practical skill and knowledge of a trade (e.g., changing light
bulbs and replacing faucet washers).
23410 HEATING, VENTILATION, AND AIR-CONDITIONING MECHANIC
The Heating, Ventilation, and Air-Conditioning Mechanic installs, services and repairs environmental-control systems
in residences, department stores, office buildings, and other commercial establishments, utilizing knowledge of
refrigeration theory, pipefitting and structural layout, mounts compressor and condenser units on platform or floor,
using hand tools, following blueprints or engineering specifications, fabricates, assembles and installs ductwork and
chassis parts, using portable metalworking tools and welding equipment, and installs evaporator unit in chassis or in
air-duct system, using hand tools. This mechanic also cuts and bends tubing to correct length and shape, using cutting
and bending equipment and tools, cuts and threads pipe, using machine-threading or hand-threading equipment, joins
tubing or pipes to various refrigerating units by means of sleeves, couplings or unions, and solders joints, using torch,
forming complete circuit for refrigerant, installs expansion and discharge valves in circuit.
This worker connects motors, compressors, temperature controls, humidity controls, and circulating ventilation fans to
control panels and connects control panels to power source; installs air and water filters in completed installation,
injects small amount of refrigerant into compressor to test systems and adds Freon gas to build up prescribed operating
pressure. This mechanic observes pressure and vacuum gauges and adjusts controls to insure proper operation, tests
joints and connections for gas leaks, using gauges or soap-and-water solution, wraps pipes in insulation batting and
secures them in place with cement or wire bands, replaces defective breaker controls, thermostats, switches, fuses and
electrical wiring to repair installed units, may install, repair and service air conditioners, ranging from fifteen to twenty
tons cooling capacity in warehouses and small factory buildings
23460 INSTRUMENT MECHANIC
The Instrument Mechanic installs, repairs, maintains, and adjusts indicating, recording, telemetering, and controlling
instruments used to measure and control variables, such as pressure, flow, temperature, motion, force, and chemical
composition, using hand tools and precision instruments. This worker disassembles malfunctioning instruments,
examines and tests mechanism and circuitry for defects; troubleshoots equipment in or out of control system and
replaces or repairs defective parts, reassembles instrument and tests assembly for conformance with specifications,
using instruments, such as potentiometer, resistance bridge, manometer, and pressure gauge; inspects instruments
periodically, and makes minor calibration adjustments to insure functioning within specified standards. This mechanic
may adjust and repair final control mechanisms, such as automatically controlled valves or positioners, and may
calibrate instruments according to established standards.
23530 MACHINERY MAINTENANCE MECHANIC
The Machinery Maintenance Mechanic repairs machinery or mechanical equipment. Work involves most of the
following: examining machines and mechanical equipment to diagnose source of trouble, dismantling or partly
dismantling machines and performing repairs that mainly involve the use of hand tools in scraping and fitting parts.
Responsibilities include replacing broken or defective parts with items obtained from stock, and ordering the
production of a replacement part by a machine shop or sending the machine to a machine shop for major repairs.
Duties also include preparing written specifications for major repairs or for the production of parts ordered from

machine shops, reassembling machines and making all necessary adjustments for operation. In general, the work of a
Machinery Maintenance Mechanic requires rounded training and experience usually acquired through a formal
apprenticeship or equivalent training and experience.
Excluded from this classification are workers whose primary duties involve setting up or adjusting machines.
23550 MAINTENANCE TRADES HELPER
The Machinist, Maintenance produces replacement parts and new parts in making repairs of metal parts of mechanical
equipment. Work involves most of the following: interpreting written instructions and specifications, planning and
laying out of work, using a variety of machinist's hand tools and precision measuring instruments, setting up and
operating standard machine tools. This incumbent is responsible for the shaping of metal parts to close tolerances,
making standard shop computations relating to dimensions of work, tooling, feeds, and speeds of machining;
knowledge of the working properties of the common metals, selecting standard materials, parts, and equipment required
for this work; and fitting and assembling parts into mechanical equipment. In general, the machinist's work normally
requires a rounded training in machine-shop practice, usually acquired through a formal apprenticeship or equivalent
training and experience.
23930 TELECOMMUNICATIONS MECHANIC (Occupational Base)
The Telecommunications Mechanic installs, removes, tests, troubleshoots, programs, maintains, and repairs voice and
non-voice communications systems including intercom and public address systems, alarm systems, digital switching
equipment, miscellaneous telephone, radio, fire alarms, intrusion alarms and compute data circuits, and related
apparatus required in central switching office.
23931 TELECOMMUNICATIONS MECHANIC I
The Telecommunications Mechanic I installs, removes, maintains, modifies, troubleshoots, and repairs voice and/or
non-voice communications systems including intercom and public address systems, alarm systems, teletype equipment,
and electronic and electromechanical telephone key systems/PBAXs; terminal and communications equipment,
including line drivers. This mechanic runs cables, key cables, or house wire to all telephone sets, terminal connectors,
lugs, pins, or screws, associated with key telephone equipment and/or terminating equipment for non-voice circuits.
23932 TELECOMMUNICATIONS MECHANIC II
The Telecommunications Mechanic II installs, tests, troubleshoots, programs, maintains, and repairs digital switching
equipment, attendant consoles, power and ringing relay racks, miscellaneous telephone, radio, fire alarms, intrusion
alarms, and computer data circuits and related apparatus required in the central switching office. This worker analyzes
system failures and other unusual system occurrences to isolate the source of the problem and determine whether the
failure is caused by software, hardware, or other factors. Employees in this position maintain manual and/or
computerized central office records, including detail records, traffic analysis records, cable records, line records,
subscriber service records, and spare parts inventories.
28515 RECREATION SPECIALIST
The Recreation Specialist plans, organizes, and directs comprehensive public and voluntary recreation programs at
recreation building, indoor center, playground, playfield, or day camp. This person studies and analyzes recreational
needs and resources, oversees and assigns duties to staff, interprets recreation programs and their philosophy to
individuals and groups through personal participation and staff assignments, and schedules maintenance and use of
facilities
30000 TECHNICAL OCCUPATIONS
30060 DRAFTER/CAD OPERATOR (Occupational Base)
The Draft/CAD Operator performs drafting work manually or using a computer, requiring knowledge and skill in
drafting methods, procedures, and techniques, prepares drawings of structures, facilities, land profiles, water systems,
mechanical and electrical equipment, pipelines, duck systems, and similar equipment, systems, and assemblies.

Drawings are used to communicate engineering ideas, design, and information. This operator uses recognized systems
of symbols, legends, shadings, and lines having specific meanings in drawings.
Excluded are:
a. Designers using technical knowledge and judgment to conceive, plan, or modify designs;
b. Illustrators or graphic artists using artistic ability to prepare illustrations;
c. Office drafters preparing charts, diagrams, and room arrangements to depict statistical and administrative
data;
d. Cartographers preparing maps and charts primarily using a technical knowledge of cartography;
e. Positions below level I; workers in these trainee positions either trace or copy finished drawings under
close supervision or, receive instruction in the elementary methods and techniques of drafting; and
f. Supervisors.
Positions are classified into levels based on the following definitions.
30061 DRAFTER/CAD OPERATOR I
This operator prepares drawings or computer models of simple, easily visualized structures, systems, parts or
equipment from sketches or marked-up prints, selects appropriate templates/computer programs or uses a compass and
other equipment needed to complete assignments. Drawings and models fit familiar patterns and present few technical
problems. Supervisor provides detailed instructions on new assignments, gives guidance when questions arise, and
reviews completed work for accuracy. Typical assignments include:
a. Revisions to the original drawings of a plumbing system by increasing
pipe diameters.
b. Drawing from sketches, the building floor plans, determining size, spacing and arrangement of freehand
lettering according to scale.
c. Drawing simple land profiles from predetermined structural dimensions and reduced survey notes.
d. Tracing river basin maps and enters symbols to denote stream sampling locations, municipal and industrial
waste discharges, and water supplies.
e. Preparing a computer model of a room, building, structure from data,
prints, photos.
30063 DRAFTER/CAD OPERATOR III
This operator prepares complete sets of complex drawings or computer models that include multiple views, detail
drawings, and assembly drawings. Drawings or models include complex design features that require considerable
drafting skill to visualize and portray. Assignments regularly require the use of mathematical formulas to draw land
contours or to compute weights, center of gravity, load capacities, dimensions, quantities of material, etc. The
Draft/CAD Operator works from sketches, computer models, and verbal information supplied by an engineer, architect,
or designer to determine the most appropriate views, detail drawings, and supplementary information needed to
complete assignments. This operator selects required information from computer programs, and internet sites,
precedents, manufacturers' catalogs, and technical guides. This operator independently resolves most of the problems
encountered. Supervisor or design originator may suggest methods of approach or provide advice on unusually
difficult problems. Typical assignments include:
a. Prepares complete sets of drawings of test equipment to be manufactured from layouts, models, or
sketches. Several cross-sectional and subassembly drawings are required. From information supplied by the

design originator and from technical handbooks and manuals, this operator describes dimensions, tolerances,
fits, fabrication techniques, and standard parts to use in manufacturing the equipment.
b. From electronic schematics, information as to maximum size, and manuals giving dimensions of standard
parts, determines the arrangement and prepares drawing of printed circuit boards.
c. From precedents, drafting standards, and established practices, prepares final construction drawings for
floodgates, navigation locks, dams, bridges, culverts, levees, channel excavations, dikes and berms, prepares
boring profiles, typical cross-sections, and land profiles; and delineates related
topographical details as required.
d. Prepares final drawings for street paving and widening or for water and sewer lines having complex trunk
lines; reduces field notes and calculates true grades. From engineering designs, lays out plan, profile and
detail appur- tenances required; and notifies supervisor of conflicting details in design.
Excludes drafter performing work of similar difficulty to that described at this level but who provides support for a
variety of organizations that have widely differing functions or requirements.
30064 DRAFTER/CAD OPERATOR IV
This operator works closely with design originators, preparing drawings or computer models of unusual, complex, or
original designs that require a high degree of precision, performs unusually difficult assignments requiring considerable
initiative, resourcefulness, and drafting expertise. This incumbent assures that anticipated problems in manufacture,
assembly, installation, and operation are resolved by the drawing produced, exercises independent judgment in
selecting and interpreting data based on knowledge of the design intent. Although working primarily as a drafter, this
worker may occasionally interpret general designs prepared by others to complete minor details, may provide advice
and guidance to lower level drafters or serve as coordinator and planner for large and complex drafting projects.
30080 ENGINEERING TECHNICIAN (Occupational Base)
To be covered by these definitions, employees must meet all of the following criteria: Be able to provide semiprofessional technical support for engineers working in such areas as research, design, development, testing, or
manufacturing process improvement. Work pertains to electrical, electronic, or mechanical components or equipment.
These technicians are required to have some practical knowledge of science or engineering. Some positions may
require a practical knowledge of mathematics or computer science. Included are workers who prepare design drawings
and assist with the design, evaluation, and/or modification of machinery and equipment.
Excluded are:
a. Production and maintenance workers, including workers engaged in calibrating, repairing, or maintaining
electronic equipment (see Maintenance Electronics Technicians);
b. Model Makers and other craft workers;
c. Quality Control Technicians and Testers;
d. Chemical and other non-engineering laboratory technicians;
e. Civil Engineering Technicians and Drafters;
f. Positions (below Level I) which are limited to simple tasks such as: measuring items or regular shapes
with a caliper and computing cross- sectional areas; identifying, weighing, and marking easy-to-identify
items; or recording simple instrument readings at specified intervals; and engineers required to apply a
professional knowledge of engineering theory and principles.
30081 ENGINEERING TECHNICIAN I
This technician performs simple routine tasks under close supervision or from detailed procedures. Work is checked in
progress or on completion. This person performs one or a combination of such typical duties as:

a. Assembling or installing equipment or parts requiring simple wiring,

soldering, or connecting.

b. Performing simple or routine tasks or tests such as tensile or hardness tests; operating and adjusting simple
test equipment; records test data.
c. Gathering and maintaining specified records of engineering data such as tests, drawings, etc.; performing
computations by substituting numbers in specified formulas; plotting data and draws simple curves and
graphs.
30082 ENGINEERING TECHNICIAN II
The Engineering Technician II performs standardized or prescribed assignments involving a sequence of related
operations, follows standard work methods on recurring assignments but receives explicit instructions on unfamiliar
assignments. Technical adequacy of routine work is reviewed on completion; non-routine work may be reviewed in
progress. This technician performs at this level, one or a combination of such typical duties as:
a. Following specific instructions, assembles or constructs simple or standard equipment or parts, servicing
or repairing simple instruments or equipment;
b. Conducting a variety of tests using established methods, preparing test specimens, adjusting and operating
equipment, recording test data, and pointing out deviations resulting from equipment malfunction or
observational errors;
c. Extracting engineering data from various prescribed but non-standardized sources, processing the data
following well-defined methods including elementary algebra and geometry, and presenting the data in
prescribed form.
30083 ENGINEERING TECHNICIAN III
The Engineering Technician III performs assignments that are not completely standardized or prescribed, selects or
adapts standard procedures or equipment, using fully applicable precedents, receives initial instructions, equipment
requirements, and advice from supervisor or engineer as needed, performs recurring work independently. Work is
reviewed for technical adequacy or conformity with instructions. This technician performs at this level one or a
combination of such typical duties as:
a. Constructing components, subunits, or simple models or adapts standard
and correct malfunctions;
b. Following specific layout and scientific diagrams to construct and package
of equipment.

equipment; may troubleshoot
simple devices and subunits

c. Conducting various tests or experiments which may require minor modifications in test setups or
procedures as well as subjective judgments in measurement, selecting, preparing, and operating standard
test equipment and records test data;
d. Extracting and compiling a variety of engineering data from field notes, manuals, lab reports, etc.,
processing data, identifying errors or inconsistencies, selecting methods of data presentation.
e. Assisting in design modification by compiling data related to design, specifications, and materials that are
pertinent to specific items of equipment or component parts; developing information concerning
previous operational failures and modifications, and using judgment and initiative to recognize
inconsistencies or gaps in data and seek sources to clarify information.
30084 ENGINEERING TECHNICIAN IV
The Engineering Technician IV performs non-routine assignments of substantial variety and complexity, using
operational precedents that are not fully applicable, such assignments that are typically parts of broader assignments,
are screened to eliminate unusual design problems. This incumbent may plan such assignments. This technician

receives technical advice from supervisor or engineer. Work is reviewed for technical adequacy (or conformity with
instructions). This position may be assisted by lower level technicians and have frequent contact with professionals
and others within the establishment, and performs one or a combination of such typical duties as:
a. Developing or reviewing designs by extracting and analyzing a variety of engineering data, applying
conventional engineering practices to develop, prepare, or recommend schematics, designs,
specifications, electrical drawings and parts lists. (Examples of designs include: detailed circuit
diagrams; hardware fittings or test equipment involving a variety of mechanisms; conventional piping
systems; and building site layouts).
b. Conducting tests or experiments requiring selection and adaptation or modification of a wide variety of
critical test equipment and test procedures, preparing and operating equipment, recording data,
measuring and recording problems of significant complexity that sometimes require resolution at a
higher level, and analyzes data and prepares test reports.
c. Applying methods outlined by others to limited segments of research and development projects,
constructing experimental or prototype models to meet engineering requirements; conducts tests or
experiments and redesigns as necessary and recording and evaluating data and reports findings.
30085 ENGINEERING TECHNICIAN V
This technician performs non-routine and complex assignments involving responsibility for planning and conducting a
complete project of relatively limited scope or a portion of a larger and more diverse project, selects and adapts plans,
techniques, designs, or layouts, contacts personnel in related activities to resolve problems and coordinate the work,
reviews, analyzes, and integrates the technical work of others. Supervisor or professional engineer outlines objectives,
requirements, and design approaches. Completed work is reviewed for technical adequacy and satisfaction of
requirements. This incumbent may train and be assisted by lower level technicians, and performs one or a combination
of the following:
a. Designs, develops, and constructs major units, devices, or equipment; conducts tests or experiments;
analyzes results and redesigns or modifies equipment to improve performance; and reports results.
b. From general guidelines and specifications (e.g., size or weight requirements), develops designs for
equipment without critical performance requirements that are difficult to satisfy such as engine parts,
research instruments, or special purpose circuitry. Analyzes technical data to determine applicability to
design problems; selects from several possible design layouts; calculates design data; and prepares
layouts, detailed specifications, parts lists, estimates, procedures, etc. May check and analyze drawings
or equipment to determine adequacy of drawings and design.
c. Plans or assists in planning tests to evaluate equipment performance. Determines test requirements,
equipment modification, and test procedures; conducts tests using all types of instruments; analyzes and
evaluates test results, and prepares reports on findings and recommendations.
30086 ENGINEERING TECHNICIAN VI
This technician independently plans and accomplishes complete projects or studies of broad scope and complexity, or
serves as an expert in a narrow aspect of a particular field of engineering, e.g., environmental factors affecting
electronic engineering. Complexity of assignments typically requires considerable creativity and judgment to devise
approaches to accomplish work, resolve design and operational problems, and make decisions in situations where
standard engineering methods, procedures, and techniques may not be applicable. Supervisor or professional engineer
provides advice on unusual or controversial problems or policy matters. Completed work is reviewed for compliance
with overall project objectives. This worker may supervise or train and be assisted by lower level technicians, and
performs, one or a combination of the following:
a. Prepares designs and specifications for various complex equipment or systems (e.g., a heating system in an
office building, or new electronic components such as solid state devices for instrumentation equipment).

b. Plans approach to solve design problems; conceives and recommends new design techniques; resolves
design problems with contract personnel, and assures compatibility of design with other parts of the
system.
c. Designs and coordinates test set-ups and experiments to prove or disprove the feasibility of preliminary
design; uses untried and untested measurement techniques; and improves the performance of the
equipment. May advise equipment users on redesign to solve unique operational deficiencies.
d. Plans approach and conducts various experiments to develop equipment or systems characterized by (a)
difficult performance requirements because of conflicting attributes such as versatility, size, and ease of
operation; or (b) unusual combination of techniques or components. Arranges for fabrication of pilot
models and determines test procedures and design of special test equipment.
30090 ENVIRONMENTAL TECHNICIAN
The Environmental Technician conducts tests and field investigations to obtain data for use by environmental,
engineering and scientific personnel in determining sources and methods of controlling pollutants in air, water, and soil,
utilizing knowledge of agriculture, chemistry, meteorology, and engineering principles and applied technologies. This
worker conducts chemical and physical laboratory and field tests according to prescribed standards to determine
characteristics or composition of solid, liquid, or gaseous materials and substances, using pH meter, chemicals,
autoclaves, centrifuge spectrophotometer, microscope, analytical instrumentation, and chemical laboratory equipment.
This worker collects samples of gases from smokestacks, and collects other air samples and meteorological data to
assist in evaluation of atmospheric pollutants; collects water samples from streams and lakes, or raw, semi-processed or
processed water, industrial waste water, or water from other sources to assess pollution problem, and collects soil, silt,
or mud to determine chemical composition and nature of pollutants. This worker prepares sample for testing, records
data, and prepares summaries and charts for review, sets monitoring equipment to provide flow of information, installs,
operates, and performs routine maintenance on gas and fluid flow systems, chemical reaction systems, mechanical
equipment, and other test instrumentation.
This worker may operate fixed or mobile monitoring or data collection station, may conduct bacteriological or other
tests related to research in environmental or pollution control activity, may collect and analyze engine exhaust
emissions to determine type and amount of pollutants, and may specialize in one phase or type of environmental
pollution or protection and be identified according to specialty.
30210 LABORATORY TECHNICIANS (Laboratory Tester)
The Laboratory Technician (Laboratory Tester) performs laboratory tests according to prescribed standards to
determine chemical and physical characteristics or composition of solid, liquid, or gaseous materials and substances for
purposes such as quality control, process control, product development, or determining conformity to specifications.
This incumbent sets up and adjusts laboratory apparatus, and operates grinders, agitators, centrifuges, ovens,
condensers, and vibrating screens to prepare material for testing according to established laboratory procedure. This
worker performs physical tests on samples of cement or raw materials and controls quality of materials and mix during
manufacturing process.
Work involves running tests of the following: raw materials, such as aggregate, limestone, and sand, for such qualities
as permeability, load-bearing capacity, or cohesiveness; dry and liquid substances used as ingredients in adhesives,
propellants, lubricants, refractories, synthetic rubber, paint, paper, and other compounds for purity, viscosity, density,
absorption or burning rate, melting point, or flash point, using viscometer, torsion balance scale, and pH meter;
solutions used in processes, such as anodizing, waterproofing, cleaning, bleaching, and pickling, for chemical strength,
specific gravity, or other specifications; materials for presence and content of elements or substances, such as
hydrocarbons, manganese, natural grease or impurities, tungsten, sulfur, cyanide, ash or dust, and samples of
manufactured products, such as cellophane or glassware, to verify conformity with heat resistance, tensile strength,
ductibility, and other specifications, and examines materials, using microscope.
The Laboratory Technician (Laboratory Tester) records test results on standard forms, writes test reports describing
procedures used, and prepares graphs and charts, cleans and sterilizes laboratory apparatus, may prepare chemical
solutions according to standard formulae, and may add chemicals or raw materials to process solutions or product
batches to correct deviations from specifications.

30360 PARALEGAL/LEGAL ASSISTANT (Occupational Base)
The Paralegal/Legal Assistant performs a variety of legal assistance duties in an office providing legal assistance to
attorneys or litigation teams. The Paralegal Assistant analyzes the legal impact of legislative developments and
administrative and judicial decisions, opinions, determinations, and rulings, conducts research for the preparation of
legal opinions on matters of interest; performs substantive legal analysis of requests for information under the
provisions of various acts; or other similar legal support functions which require discretion and independent judgment
in the application of specialized knowledge of laws, precedent decisions, regulations, agency policies, and judicial or
administrative proceedings. Such knowledge is less than that represented by graduation from a recognized law school
and may have been gained from formalized, professionally instructed agency, educational institution training, or from
professionally supervised on-the-job training. While the paramount knowledge requirements of this occupational class
are legal, some positions may also require a practical knowledge of subject matter areas related to the agency's
substantive programs.
30361 PARALEGAL/LEGAL ASSISTANT I
The Paralegal/Legal Assistant I works under close supervision with required assistance readily available. Persons in
this position typically perform the following:
a. Consult prescribed sources of information for facts relating to matters of interest to the program;
b. Review documents to extract selected data and information relating to specific items;
c. Review and summarize information in prescribed format on case precedent and decisions;
d. Search and extract legal references in libraries and computer-data banks;
e. Attend hearings or court appearances to become informed on administrative and/or court procedures
and the status of cases, and where necessary, assist in the presentation of charts and other visual
information.
30362 PARALEGAL/LEGAL ASSISTANT II
At this level, the Paralegal/Legal Assistant II exercises more independent judgment than at the level I position. In this
capacity the incumbent:
a. Reviews case materials to become familiar with questions under consideration;
b. Searches for and summarizes relevant articles in trade magazines, law reviews, published studies,
financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs,
and other legal documents;
c. Prepares digests of selected decisions or opinions which incorporate legal references and analyses of
precedents involved in areas of well-defined and settled points of law;
d. Interviews potential witnesses and prepares summary interview reports for the attorney's review;
e. Participates in pre-trial witness conferences, notes possible deficiencies in case materials (e.g.,
missing documents, conflicting statements) and additional issues or other questionable matters, and
requests further investigation by other agency personnel to correct possible deficiencies or
personally conducts limited investigations at the pre-trial stage;
f. Prepares and organizes trial exhibits, as required, such as statistical charts and photographic exhibits;
g. Verifies citations and legal references on prepared legal documents;
h. Prepares summaries of testimony and depositions;

i. Drafts and edits non-legal memoranda, research reports and correspondence relating to cases.
30363 PARALEGAL/LEGAL ASSISTANT III
At this level, the Paralegal/Legal Assistant III participates in the substantive development of cases. In this capacity, the
incumbent performs the following:
a. Analyzes and evaluates case files against litigation worthiness standards;
b. Notes and corrects case file deficiencies (e.g., missing documents, inconsistent material, leads not
investigated) before sending the case on to the concerned trial attorney;
c. Reviews and analyzes available precedents relevant to cases under consideration for use in presenting
case summaries to trial attorneys;
d. Gathers, sorts, classifies, and interprets data to discover patterns of possible discriminatory activity;
e. Interviews relevant personnel and potential witnesses to gather
Information;
f. Reviews and analyzes relevant statistics;
g. Performs statistical evaluations such as standard deviations, analyses of variance, means, modes, and
ranges as supporting data for case litigation;
h. Consults with statistical experts on reliability evaluations;
i. May testify in court concerning relevant data.
30364 PARALEGAL/LEGAL ASSISTANT IV
At this level, the Paralegal/Legal Assistant IV assists in the evaluation, development, and litigation of cases. In this
capacity, the incumbent performs the following duties:
a. Examines and evaluates information in case files, for case litigation worthiness and appropriate titles of
law;
b. Determines the need for additional information, independent surveys, evidence, and witnesses, and plans a
comprehensive approach to obtain this information;
c. Through on-site visits, interviews, and review of records on operations, looks for and evaluates the
relevance and worth of evidence;
d. Selects, summarizes, and compiles comparative data to examine and evaluate respondent's deficiencies in
order to provide evidence of illegal practices or patterns;
e. Reviews economic trends and forecasts at the national and regional level to evaluate the impact of
successful prosecution and potential remedial provisions of ongoing investigations and litigation;
f. Identifies types of record keeping systems and types of records maintained which would be relevant.
Gathers, sorts, and interprets data from various record systems including computer information systems;
g. Interviews potential witnesses for information and prepares witnesses for court appearances;
h. Develops statistics and tabulations, such as standard deviations, regression analyses, and weighting, to
provide leads and supportive data for case litigation. Prepares charts, graphs, and tables to illustrate
results;

i. Analyzes data, develops recommendations and justifications for the attorney(s) who will take the matter to
court. Continues to work with the attorney(s) during the progress of the case, obtaining and developing
further evidence and exhibits, providing administrative assistance, and maintaining custody of exhibits,
documents, and files;
j. May appear in court as a witness to testify concerning exhibits prepared supporting plaintiff's case.

30460 TECHNICAL WRITER (Occupational Base)
Under general supervision, the Technical Writer writes and edits technical reports, brochures, and/or manuals for
internal documentation, customer reference, or publication. This person researches and analyzes available literature
and verifies copy with appropriate departments, and may coordinate production and distribution of materials.
30461 TECHNICAL WRITER I
The Technical Writer I revises or writes standardized material for reports, manuals, briefs, proposals, instruction books,
catalogs, and related technical and administrative publications concerned with work methods and procedures, and
installation, operation, and maintenance of machinery and other equipment. This worker receives technical direction
from supervisor or senior writer, notes or manuals containing operating procedures and details manufacturer's catalogs,
drawings and other data relative to operation, maintenance, and service of equipment. This writer may have access to
blueprints, sketches, drawings, parts lists, specifications, mockups, and product samples to integrate and delineate
technology, operating procedure, and production sequence and detail.
This worker organizes material and completes writing assignment according to set standards regarding order, clarity,
conciseness, style, and terminology, may maintain records and files of work and revisions, select photographs,
drawings, sketches, diagrams, and charts to illustrate material, assist in laying out material for publication arrange for
typing, duplication and distribution of material; may assist in writing speeches, articles, and public or employee
relations releases, and may specialize in writing material regarding work methods and procedures.
30462 TECHNICAL WRITER II
In this capacity, the Technical Writer revises or writes material that is mostly standardized for reports, manuals, briefs,
proposals, instruction books, catalogs, and related technical and administrative publications concerned with work
methods and procedures, and installation, operation, and maintenance of machinery and other equipment. The
incumbent receives assignment and technical information from a supervisor or senior writer, may be provided notes or
manuals containing operating procedures and details, and may observe production, developmental or experimental
activities to expand or verify the provided operating procedures and details.
This worker accesses manufacturers’ catalogs, drawings and other data relative to operation, maintenance, and service
of equipment, may have access to blueprints, sketches, drawings, parts lists, specifications, mockups, and product
samples to integrate and delineate technology, operating procedure, and production sequence and detail. This writer
organizes material and completes writing assignment according to set standards regarding order, clarity, conciseness,
style, and terminology, may maintain records and files of work and revisions, may select photographs, drawings,
sketches, diagrams, and charts to illustrate material, assist in laying out material for publication, and arrange for typing,
duplication and distribution of material. This writer may draft speeches, articles, and public or employee relations
releases, or specialize in writing material regarding work methods and procedures.
30463 TECHNICAL WRITER III
The Technical Writer III develops, writes, and edits material for reports, manuals, briefs, proposals, instruction books,
catalogs, and related technical and administrative publications concerned with work methods and procedures, and
installation, operation, and maintenance of machinery and other equipment, receives assignment from supervisor,
observes production, developmental, and experimental activities to determine operating procedure and detail. This
writer interviews production and engineering personnel and reads journals, reports, and other material to become
familiar with product technologies and production methods, and reviews manufacturer’s and trade catalogs, drawings
and other data relative to operation, maintenance, and service of equipment.

The Technical Writer III studies blueprints, sketches, drawings, parts lists, specifications, mockups, and product
samples to integrate and delineate technology, operating procedure, and production sequence and detail, organizes
material and completes writing assignment according to set standards regarding order, clarity, conciseness, style, and
terminology; and reviews published materials and recommends revisions or changes in scope, format, content, and
methods of reproduction and binding. This worker may perform the following tasks: maintain records and files of
work and revisions, select photographs, drawings, sketches, diagrams, and charts to illustrate material; assist in laying
out material for publication, arrange for typing, duplication and distribution of material, write speeches, articles, and
public or employee relations releases, edit, standardize, or make changes to material prepared by other writers or plant
personnel. This incumbent may specialize in writing material regarding work methods and procedures.
•

CONTRACT SPECIALIST I

A Contract Specialist I, or ‘Buyer’, is the beginner level professional position fulfilling the role of Contract Specialist.
Buyers complete contract activities that pose a low to moderate risk, execute low to mid-dollar contracts, and place
orders against existing contracts. They perform defined, repetitive functions, handling routine purchase order and
occasional standard form contract agreements. They maintain the required documentation in accordance with
established contract policies and procedures. This position requires a minimum amount of independent business
judgement and receives a relatively high level of supervision and management oversight.
Contributions are usually limited to task-related activities and errors do not typically have a major effect on the
organization. Buyers develop solutions to routine problems of limited scope while working closely supervised and
following specific, detailed instructions. Contacts are primarily with immediate supervisors, project leaders and
personnel in Group or Center/Office. Representatives from on-site entities often interact with other contract
professionals and business unit staff, cross-functional project teams, entry to mid-level customers, and supplier
associates.
Buyers need a basic knowledge of laws, regulations, principles, procedures, and practices related to this specific field.
Good analytical and problem-solving skills. Good oral and written communication skills. And the ability to use various
computer software programs.
Buyers must also have a Bachelor of Science degree with business emphasis, or other degree plus 24 semester hours of
business-related courses. Less than 3 years general business or contract-related experience is typical. Equivalent
relevant certification, degree or experience may be substituted for education or years of experience.
•
CONTRACT SPECIALIST II
A Contract Specialist II, or Buyer II, professional is responsible for contract activity that is moderate and occasionally
of high risk to the business unit. They perform contract work that may be non-routine and develop specialized contract
vehicles and techniques to accomplish business goals and objectives. Their work generally involves independent
judgment and analysis of significant issue identification, resolution possibly requiring the development of new contract
policies and processes, and assessment of required deviations from established norm. They prepare and conduct
competitive and sole source solicitations, perform cost/price analysis, negotiate and administer fixed price contracts
including award fee and incentives from award to completion.
A Contract Specialist II professional reviews solicitations and assists technical staff with the development of contract
specifications and work statements. They prepare requests for quotes, prices, and/or proposals determining the
appropriate terms and conditions for the procurement. This position purchases and contracts for specialized materials,
equipment, and services by analyzing the requirements of the acquisition and ensuring compliance with appropriate
policies and procedures. These professionals conduct bidders' conferences, develop evaluation criteria, analyze and
evaluate proposals, negotiate contract provisions, recommend contractors, prepare contract packages for review,
prepare awards, and administers resulting contracts commensurate with their experience and skill set. A Contract
Specialist II negotiates and coordinates additions, deletions, or modifications and drafts and negotiates simple
acquisitions, commensurate with skills and grade level. Communicating policy and practice to internal business
guidance, preparing, organizing, and maintaining acquisition records and files, documenting contract performance and
compliance, performing closeout activities for any assigned contracts and, assisting mid- to high-level contract
professionals in working with internal or external business teams on issues and developments relative to assignments
are all included in a Contract Specialist II’s scope of work.

A Contract Specialist II performs contract administration duties including pre-award, post-award and closeout of
contractual instruments for the acquisition of research and development, technical services, supplies and equipment, in
accordance Federal Acquisition Regulations and best business practices.
They prepare and conduct sole source solicitations, doing cost/price analysis, negotiating and administering fixed price
and cost type research and development, consultant, and technical service contracts with foreign entities, universities,
non-profit organizations, and commercial concerns. Resolving issues related to intellectual property, contractor
equipment purchases, and organizational conflicts of interest as they arise.
Demonstrating contract administration experience with research and development, non-research and development
procurements, as well as knowledge of Federal Acquisition Regulations and knowledge of applying governing contract
terms and conditions, a Contract Specialist II will, with assistance, develop strategies to deal with project and program
contractual issues. Financial analysis and business math skills, strong communication, interpersonal and organizational
skills, attention to detail and planning, ability to work in a changing and fast pace team-oriented environment,
interpreting and discussing technical information with others, analyzing and providing solutions to less complex
contractual issues, as well as strong computer skills, including Microsoft Office Suite, all contribute to success in this
position.
General knowledge and application of technical standards, principles, theories, and techniques as well as frequent
application of industry concepts and principles will contribute to the completion of organizational projects and goals.
However, errors in judgment or failure to achieve results may require expenditures of resources to rectify. This role
provides solutions to a variety of problems of moderate scope and complexity while working under general supervision
and following established procedures. Work is reviewed for soundness of technical judgment, overall adequacy and
accuracy. Contacts are typically with immediate Group or Center/Office with external contacts. General knowledge of
laws, regulations, principles, procedures, and practices related to specific field as well as skills in problem solving, oral
and written communication, the ability to use various computer software programs, are all highly beneficial. 2 years
with BS Degree. Bachelor’s degree with business emphasis or other degree plus 24 semester hours of business-related
courses with 2 years general business or contract-related experience is typical are also required. Equivalent relevant
experience may be substituted for education.

•

CONTRACT SPECIALIST III

A Contract Specialist III professional reviews complex solicitations and prepares specialized and/or non-routine
response for proposals, bids, and contract modifications. They may also prepare complex requests for proposals,
analyze significant, and/or unique contract requirements, special provisions, terms and conditions to ensure compliance
with appropriate laws and regulations, as well as corporate policies and business unit procedures. A Contract Specialist
III will provide contractual guidance to business team members for appropriate Statements of Work, review
solicitations, and assist technical staff with the development of contract specifications and work statements. They
prepare requests for quotes, prices and/or proposals and determine the appropriate terms and conditions for
procurement. This position purchases and contracts for specialized materials, equipment, and services by analyzing the
requirements of the acquisition and ensuring compliance with appropriate policies and procedures. These professionals
conduct bidders' conferences, develop evaluation criteria, analyze and evaluate proposals, negotiate contract provisions,
recommend contractors, prepare contract packages for review, prepare awards and administer resulting contracts
commensurate with their experience and skill set. They negotiate and coordinates additions, deletions, or modifications,
draft and negotiate acquisitions commensurate with skills and grade level, communicate policy and practice to internal
business guidance, and prepare, organize and maintain acquisition records and files documenting contract performance
and compliance. A Contract Specialist III will also perform closeout activities for any of their assigned contracts and
may assist mid- to high-level contract professionals in working with internal or external business teams on issues and
developments relative to assignments. Analyzing new law, regulation and contract trends for potential impact on
business unit goals and objectives as well as functioning as domain expert on selected areas and issues are all included
in the scope of work.
They provide authoritative guidance to internal business teams on corporate goals and objectives relating to contract
activity and are the focal point for all communication with law, finance and business team disciplines for resolution of
contract issues and disputes. They may assist in new business pursuit and associated contract strategy, identification,
development and implementation of new contract policy and processes, and mentor and train less experienced
professionals.
Contract Specialist III works independently to plan, coordinate, and provide a variety of services for involved and
complex functional activities, deliverables, and issues. This position is the third level for this professional field of

contract administration and will handle moderately complex procurement actions. They will prepare and conduct
competitive and sole source solicitations, perform cost/price analysis, negotiate and administer fixed price and cost type
R&D, consultant, IT and technical service contracts with foreign entities, universities, non-profit organizations, and
commercial concerns. Other duties include resolving issues related to contract audits, intellectual property, contractor
equipment purchases, and organizational conflicts of interest.
Necessary skills and experience includes working knowledge of Federal/Agency acquisition regulations and
procurement and contract knowledge in applying governing terms and conditions, strong negotiation skills for cost-type,
fixed price, and commodities-type blanket order contracts, the ability to develop strategies to effectively deal with
project and program contractual issues, strong cost/price analytical skills and business math skills, and strong
interpersonal skills and written and verbal communication skills, with previous exposure to diverse assignments. This
position requires attention to detail, planning and organizational abilities, as well as the developed ability to work in a
changing and fast-paced, team-oriented environment, interpret and discuss technical information with others, and
analyze and provide solutions to complex contractual issues. Strong computer skills, including Microsoft Office Suite.
Complete understanding and wide application of technical principles, theories, and concepts in the field along with
general knowledge of other related disciplines and the ability to draft moderate to complex, non-routine contractual
instruments are instrumental to success. Working to excellent knowledge of corporate policies and procedures
contracting concepts, Uniform Commercial Code, applicable public contract acquisition law and regulations, and
applicable international contract law, coupled with ability to identify required improvement to established policies.
Strong to excellent analytical and communication skills, good presentation, leadership and team-building skills, and use
of independent judgment and creativity applied to resolution of contract issues combined with excellent internal and
external negotiation skills are a must.
This position exerts some influence on the overall objectives and long-range goals of the organization. Erroneous
decisions or failure to achieve objectives normally have a serious effect upon the administration of the organization.
They provide solutions to a wide range of difficult problems and solutions are imaginative, thorough, practicable, and
consistent with organization objectives. Work is done under only general direction and they independently determine
and develops approach to solutions. Work is reviewed upon completion for adequacy in meeting objectives. May
represent Center/Office on functional deliverables. A Contract Specialist III provides solutions to difficult issues
associated with specific projects and needs a considerable knowledge of laws, regulations, principles, procedures, and
practices related to specific field. Strong leadership, project management and problem-solving skills and the ability to
use various computer software programs are necessary
5 years with BS Degree.
3 years with MS Degree.
Equivalent relevant experience may be substituted for education.
•
CONTRACT SPECIAIST IV
A Contract Specialist IV or Subject Matter Expert performs complete pre-award, post-award, and closeout
administration of contractual instruments for the acquisition of research and development, technical services, supplies,
and equipment, in accordance with applicable procurement procedures and guidelines, including Federal Acquisition
Regulations, Agency specific Acquisition Regulations, and best business practices. They have a very high strategic
impact to Agencies and business unit and are responsible for managing critical contractual formation and management,
obligations of high risk and visibility. This role requires high degree of independent and creative judgment applied to
highest-level goals and objectives of the corporation.
Contract Specialist IV professionals establish highest-level contract strategy and drive implementation of strategic
contract opportunities with the most significant impact to the corporation. Providing contractual domain expertise in
implementation, execution and administration while also participating in development of business partnerships,
acquisitions and divestitures, as well as source selection research and recommendations as necessary is part of their
duties. When required, they perform in a cross-functional role for other business elements, e.g. finance, law, operations
and provide guidance and leadership to cross-functional business team members. A Subject Matter Expert may mentor
less-experienced contract professionals and provide formal training in contract domain expertise. They champion
policy and procedure revision and improvement. Leading negotiation responsibilitie they understand the business case
and have an appreciation of financial/analytical issues. Additional responsibilities include, preparing and conducting
competitive and sole source solicitations, performing cost/price analysis, negotiating and administering fixed price and
cost type R&D, consultant, and technical service contracts with foreign entities, universities, non-profit organizations,
and commercial concerns. They resolve issues related to contract audits, intellectual property, contractor equipment
purchases, and organizational conflicts of interest are.

A Contract Specialist IV performs contract administration duties within the Acquisition Services Group. Performing
complete pre-award and post award procurement functions for various agreements including basic ordering agreements
(BOAs), M&O agreements, ICPT agreements, blanket purchase orders, and purchase orders for purchase of
commercial items/services, technical services, labor hour agreements for IT services, and equipment leases in
accordance with applicable procurement procedures and guidelines, including Federal Acquisition Regulations (FAR),
Agency Acquisition Regulations, and best business practices is typical.
This position requires demonstrated contract administration experience with commercial item procurements, extensive
knowledge of Federal acquisition regulations and procurement and contract knowledge in applying governing terms
and conditions, advanced negotiation skills for cost-type, fixed price, and commodities-type blanket order contracts, the
ability to develop strategies to effectively deal with project and program contractual issues, strong cost/price analytical
skills and business math skills, and strong interpersonal skills and written and verbal communication skills, with
previous exposure to diverse assignments. It also requires attention to detail, planning and organizational abilities, as
well as the developed ability to work in a changing and fast paced team-oriented environment, interpret and discuss
technical information with others and analyze and provide solutions to complex contractual issues. Strong computer
skills, including Microsoft Office Suite are also necessary.
Preparing and conducting best value competitive and sole source solicitations, perform cost/price analysis, negotiating
and administering agreements and purchase orders with foreign entities, universities, non –profit organizations, and
commercial concerns are responsibilities in this role. They also include resolving issues related to vendor performance,
audits, intellectual property, vendor equipment purchases, small business contracting goals, and organizational conflicts
of interest. A Subject Matter Expert must be able to effectively work with multiple funding stakeholders from federal
and state agencies, major industry corporations, and highly technical subject matter experts. This position is the fourth
level for this professional field of contract administration and will handle the more complex procurement actions.
Contract Special IV Responsibilities include working with stakeholders at all levels to include executives, managers,
and project managers to develop and execute an acquisition strategy using a variety of acquisition tools and techniques
to ensure the timely and acceptable delivery of products and services across the organization. This role requires
attention to detail, planning and organizational abilities, as well as the developed ability to work in a changing and fast
paced team-oriented environment, interpret and discuss technical information with others and analyze and provide
solutions to complex contractual issues.
The principal duties and responsibilities of the Contract Specialist IV include, but are not limited to the following:
•
In partnership with the customer, develop acquisition strategies to ensure goods and services are acquired in a
timely and cost-efficient manner
•
Develop strategic partnerships with key vendors for cost and service advantage through negotiating favorable
pricing and contract terms and conditions
•
Assist in the development of performance improvement initiatives to consistently improve the level of service
and capture operational savings
•
Report and update key data inputs to functional metrics to reduce expenses and improve effectiveness
•
Perform risk management for supply contracts and agreements
•
Prepare, conduct, and oversee best value, competitive and sole source solicitations
•
Perform and draft cost/price analyses and decision support documentation
•
Source, negotiate and administer contracts and purchase orders with a diverse portfolio of business
concerns/entities
•
Resolve issues related to vendor performance, audits, intellectual property, vendor equipment purchases,
small business contracting goals, and organizational conflicts of interest
•
Must be able to effectively work with multiple funding stakeholders from federal and state agencies, major
industry corporations, and highly technical subject matter experts
•
Demonstrated contract administration experience with commercial item procurements
•
Extensive knowledge of Federal/Agency acquisition regulations and procurement and contract knowledge in
applying governing terms and conditions
Effects of decisions are long-lasting and heavily influence the future course of the organization. Errors in judgment or
failure to achieve results cause the expenditure of large amounts of company resources.
Develops solutions to complex problems which require the regular use of ingenuity and creativity.
Work is performed without appreciable direction. Exercises considerable latitude in determining objectives of
assignment. Completed work is reviewed from a relatively long- term perspective, for desired results.

Interacts with senior and/or executive management as well as contractor executives/legal representation as necessary.
Represents the organization as the primary contact on functional deliverables and projects. Interacts with senior
external personnel on significant matters often requiring coordination between organizations. Extensive knowledge of
laws, regulations, principles, procedures, and practices related to specific field. Excellent leadership, project
management and problem-solving skills. Ability to use various computer software programs.
9 years with BS Degree.
7 years with MS Degree.
4 years with PhD
4 years with JD
Equivalent relevant experience may be substituted for education.
•

Project Manager I

The Project Manager I provide leadership on all projects assigned to them, and support to projects for which they are a
team member. At the outset of projects, the Project Manager I is responsible for creating a resource loaded project
schedule, completing stakeholder and change management analysis, requirements development, business process
mapping (if necessary), risk identification and analysis, and creation of reporting structures. Throughout a project they
are responsible for management of tasks and resources, completion or review of deliverables to ensure they meet
requirements, communicating status updates to all necessary stakeholders, as well as updating all relevant
documentation. As the project comes to a close, the Project Manager I will be responsible to confirm all deliverables
and tasks have been completed, final communications are crafted and sent, lessons learned are documented and
confirmed with the project team, and the final status reports are delivered.
On projects that the Project Manager I is acting as a team member, they should consult on all the above activities and
responsibilities and complete any tasks that are directly assigned to them within the above responsibilities.
BS Degree. Bachelor’s degree with management and business emphasis or other degree plus 24 semester hours of
business-related courses and less than 5 years general project management experience is acceptable. Equivalent
relevant certification, degree or experience may be substituted for education or years of experience.
•

Project Manager II

The Project Manager II provides leadership on all projects assigned to them, and support to projects for which they are
a team member. At the outset of projects, the Project Manager II is responsible for creating a resource loaded project
schedule, completing stakeholder and change management analysis, requirements development, business process
mapping (if necessary), risk identification and analysis, and creation of reporting structures. Throughout a project they
are responsible for management of tasks and resources, completion or review of deliverables to ensure they meet
requirements, communicating status updates to all necessary stakeholders, as well as updating all relevant
documentation. As the project comes to a close, the Project Manager II will be responsible to confirm all deliverables
and tasks have been completed, final communications are crafted and sent, lessons learned are documented and
confirmed with the project team, and the final status reports are delivered.
On projects that the Project Manager II is acting as a team member, they should consult on all the above activities and
responsibilities and complete any tasks that are directly assigned to them within the above responsibilities. In addition,
Project Manager II will also be asked to perform some programmatic tasks related to organization and execution of
projects within one team. They will also support development of project management procedure and process documents
to support the scaling and growth of the Project Management capability.
BS Degree. Bachelor’s degree with management and business emphasis or other degree plus 24 semester hours of
business-related courses and less than 7 years general project management experience is acceptable. Equivalent
relevant certification, degree or experience may be substituted for education or years of experience.

