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GENERAL SERVICES ADMINISTRATION

Federal Supply Service 
Authorized Federal Supply Schedule Price List

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

Office, Imaging and Document Solutions
FSC Group 36

Contract Number: GS-03F-0158X
Contract period: August 1, 2011 through July 31, 2016

Novitex Government Solutions, LLC
8401 Corporate Drive
Suite 420
Landover, Maryland  20785
Attention: Glen McDonald

Office Phone: 240-770-0227
Fax: 301-731-7985

www.novitex.com
Business Size: Large

Prices Shown Herein are net (discount deducted)
For more information on ordering from the Federal Supply Schedules click on the FSS Schedule button at www.fss.gsa.gov
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51 504 Records Management Services - Records Management Services include on-site services but are not limited to organizing paper or electronic files in any work area and tracking them electronically, information and document indexing, scanning, labeling, bar coding, and filing.

51 505 Document Production On-site and Off-site Services - Document production on-site and off-site services provide customers a practical turn-key solution to a customer's requirements for production of documents. A typical document production service would include the required equipment (e.g., high-volume digital color copiers, scanners) and contractor provided operational and management personnel required for effective on-site/off-site document production.

51 506 Document Conversion Services - The process of document conversion involves state-of-the-art scanning of the original document's text and graphic image into digital data, which is then transferred to a new media and formatted for use in a document imaging and storage system. Comprehensive DCS are used to transfer text and graphic images in existing documents (e.g., correspondence, files, technical manuals, land records, charts, engineering drawings, legal instruments, etc.) in whatever media they currently exist (e.g., paper, aperture cards, microfiche, microfilm, roll film, etc.) onto a new delivery/ storage media (e.g., CD-ROM disks, 4mm/8mm magnetic tape, magnetic storage disks, aperture cards, microfiche, microfilm, roll film, etc.) in any required format (e.g., raster images, ASCII text, SGML tagged for electronic distribution or publishing, PDF image files, etc.) required for use in a document imaging and storage system. Customized coding and indexing options are also available as part of the document conversion process.

51 508 Litigation Support Services - Provides professional and nonprofessional services support in the area of managing legal documents. These types of Support Services include but are not limited to document preparations, organizing, copying materials, files, coding and, scanning. Indexing, database development, document analysis, software and systems support. NOTE: Paralegal services, attorneys, accountants, or other professional labor categories that may be construed as legal services or professional support for legal services are not included.

733 1 Mail Room Administrative Support Services - Includes daily mailroom administrative services consisting of, but not limited to, accepting incoming mail from USPS and courier services such as UPS and FEDEX; accepts and signs for certified mail, registered mail & overnight mail. Makes distribution of all mail using an Office Roster. Processes outgoing mail, metering flats, letters, packages, etc.

733 3 Miscellaneous Mail Services - Includes management, supervision, labor, and equipment; plans, schedules, coordinates, and assures effective performance of all services described. Consists of preparing/packaging mail, addressing, labeling, folding, inserting, bursting, collating, mail match, wrapping, software services, metering, and stamping mail.

733 6 Mail Screening and Inspection Services - Involves on-site and off-site examination of incoming mail, packages, etc. to detect any form of contamination (e.g., hazardous materials, chemicals, or explosives). This service includes personnel, materials, equipment, and facility to properly screen and inspect all incoming mail.



1b.
Identification of the lowest priced model number and lowest unit price for that model for each special item number awarded in the contract.  This price is the Government price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other concession affecting price.  Those contracts that have unit prices based on the geographic location of the customer, should show the range of the lowest price, and cite the areas to which the prices apply. Prices shown herein are net (discount deducted)


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. The qualifications of each labor category are described in detailed within each SIN pricing section of this document.


2.
Maximum order. $1,000,000


3.
Minimum order.$100,000


4.
Geographic coverage (delivery area). Domestic only


5.
Point(s) of production (city, county, and State or foreign country).  N/A


6.
Discount from list prices or statement of net price. Prices shown herein are net (discount deducted)



7.
Quantity discounts. None


8.
Prompt payment terms. Net 30 days


9a.
Government credit cards are accepted below the micro-purchase threshold


9b.
 Government credit cards are accepted above the micro-purchase threshold



10.
Foreign items (list items by country of origin). Not applicable


11a.
Time of delivery.  (Contractor insert number of days.) 30 days ARO


11b.
Expedited Delivery.  Delivery is negotiable on a case by case basis


11c.
Overnight and 2‑day delivery.  The Contractor will indicate whether overnight and 2‑day delivery are available.  Also, the Contractor will indicate that the schedule customer may contact the Contractor for rates for overnight and 2‑day delivery. Not applicable


11d.
Urgent Requirements.  the Federal Supply Schedule Contract delivery period does not meet the bona fide urgent delivery requirements of an ordering agency, agencies are encouraged, if time permits, to contact the contractor for the purpose of obtaining accelerated delivery.  The contractor shall reply to the inquiry within  3 workdays after receipt.  (Telephonic replies shall be confirmed by the contractor in writing). If the contractor offers an accelerated delivery acceptable to the ordering agency, any order(s) place pursuant to the agreed upon accelerated delivery time frame shall be delivered within the shorter delivery time and in accordance with all other terms and conditions of the contract.  Agencies may contact the PBGS representative to affect a faster delivery.


12.
F.O.B. point(s).  FOB point of origin


13a.
Ordering address(es). 



Novitex Government Solutions, LLC
8401 Corporate drive
Suite 420
Landover, MD 20785


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(es).




Novitex Government Solutions, LLC
PO Box 845801

Dallas, TX 75284



15.
Warranty provision. Not applicable


16.
Export packing charges, if applicable. Not applicable


17.
Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase level). Pitney Bowes Government Solutions will accept government credit cards up to the agency’s limit of the micro threshold amount whichever is greater.


18.
Terms and conditions of rental, maintenance, and repair (if applicable). Not applicable


19.
Terms and conditions of installation (if applicable). Not applicable


20.
Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices (if applicable). Not applicable


20a.
Terms and conditions for any other services (if applicable). Not applicable


21.
List of service and distribution points (if applicable).



22.
List of participating dealers (if applicable). Not applicable


23.
Preventive maintenance (if applicable).Not Applicable


24a.
Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced pollutants). Not applicable


24b.
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/. Not applicable


25.
Data Universal Number System (DUNS) number. 04-961-0942
26. Notification regarding registration in Central Contractor Registration (CCR) database. Pitney Bowes Government Solutions maintains an active registration in the CCR database.
27. Uncompensated Overtime. (Indicate if used). Not applicable
Labor category descriptions – 51-504 

Records and File Management Services

Project Manager

Duties and Responsibilities: The Project Manager shall be responsible for the overall management supervision, and coordination of this contract to include, but not limited to, personnel selection, training, and quality assurance. 

Education and Experience: The Project Manager shall have 3 years experience as a Project Manager on government contracts; OR 5 years experience as a Project Manager on a commercial contract providing like services; OR 5 years experience directly related to contract requirement, including 2 years of supervisory experience.

Data Analyst 

Duties and Responsibilities: Supports the analysis of organizational and computer database system(s). Performs simple analyses of organizational and computer database system(s). Supports the designs and implementation of computer database systems in both stand-alone and network configurations using commercially available and custom database software platforms. Requires direct supervision.

Education and Experience:
· 6 months of related experience

· Associate’s Degree 

· Experience with both COTS and custom database software platforms

General Clerk I 

Duties and Responsibilities: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., mimeograph, photocopy, addressograph or mailing machine. 

Education and Experience:
· 1 year of clerical experience 

· High School Diploma or equivalent 

General Clerk II 

Duties and Responsibilities: Follows a number of 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, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. 

Education and Experience:
· 1-3 years of clerical experience 

· High School Diploma or equivalent 

General Clerk III 

Duties and Responsibilities: Work requires a familiarity with the terminology of the office unit. 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 

Education and Experience:
· 3-5 years of clerical experience 

· High School Diploma or equivalent 

Document Preparation Clerk 

Duties and Responsibilities: Prepares documents such as brochures, books, periodicals, catalogs, and pamphlets for copying or photocopying, photographic, and other reproducing office machine. Cuts documents into individual pages of standard size and format when allowed by margin space, using paper cutter or razor knife. Reproduces document pages as necessary to improve clarity or to reduce one or more pages into single page of standard size for copying machine being used, using photocopying machine. Stamps standard symbols on pages or inserts instruction cards between pages of material to notify Duplicating Machine Operator of special handling, such as manual repositioning during copying procedure. Prepares cover sheet and document folder for material, and index card for organizations' files indicating information, such as organization's name and address, subject or product category, and index code to identify material. Inserts material to be copied in document folder, and files folder for processing according to index code and copying priority schedule. 

Education and Experience:
· A combination of up to one year of directly related training and/or experience

· High School Diploma or equivalent 

Duplicating Machine Operator 

Duties and Responsibilities: 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. Operates small binding machines. Performs clerical duties associated with the request for printing and photographic services. Prepares assembly sheets and printing requisitions with specifications for printing and binding. Keeps record of work, and delivers and picks up work. Performs minor repairs and preventive maintenance. Maintains an inventory of supplies and parts needed for reproduction equipment. Important variables may be indicated by trade name of machine operated. 

Education and Experience:
· A combination of up to one year of directly related training and/or experience

· High School Diploma or equivalent 

51-504 

Records and File Management Services Rates

	Labor Category
	DOL
	YR 1
	YR 2
	YR 3
	YR 4
	YR 5

	Current SIN Categories
	REF#
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate

	Project Manager
	EXEMPT
	$98.74
	$101.47
	$104.27
	$107.16
	$110.12

	Data Analyst 
	
	$41.84
	$41.84
	$41.84
	$41.84
	$41.84

	General Clerk I 
	1111
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	General Clerk II 
	1112
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	General Clerk III 
	1113
	$47.34
	$47.34
	$47.34
	$47.34
	$47.34

	Document Preparation Clerk 
	1070
	$55.44
	$55.44
	$55.44
	$55.44
	$55.44

	Duplicating Machine Operator 
	1111
	$26.25
	$26.25
	$26.25
	$26.25
	$26.25


51-505 Document Production On-Site and Off-Site Services

Project Manager

Duties and Responsibilities: The Project Manager shall be responsible for the overall management supervision, and coordination of this contract to include, but not limited to, personnel selection, training, and quality assurance. 

Education and Experience: The Project Manager shall have 3 years experience as a Project Manager on government contracts; OR 5 years experience as a Project Manager on a commercial contract providing like services; OR 5 years experience directly related to contract requirement, including 2 years of supervisory experience.

Data Analyst 

Duties and Responsibilities: Supports the analysis of organizational and computer database system(s). Performs simple analyses of organizational and computer database system(s). Supports the designs and implementation of computer database systems in both stand-alone and network configurations using commercially available and custom database software platforms. Requires direct supervision.

Education and Experience:
· 6 months of related experience

· Associate’s Degree 

· Experience with both COTS and custom database software platforms

General Clerk I 

Duties and Responsibilities: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., mimeograph, photocopy, addressograph or mailing machine. 

Education and Experience:
· 1 year of clerical experience 

· High School Diploma or equivalent 

General Clerk II 

Duties and Responsibilities: Follows a number of 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, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. 

Education and Experience:
· 1-3 years of clerical experience 

· High School Diploma or equivalent 

General Clerk III 

Duties and Responsibilities: Work requires a familiarity with the terminology of the office unit. 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 

Education and Experience:
· 3-5 years of clerical experience 

· High School Diploma or equivalent 

Document Preparation Clerk 

Duties and Responsibilities: Prepares documents such as brochures, books, periodicals, catalogs, and pamphlets for copying or photocopying, photographic, and other reproducing office machine. Cuts documents into individual pages of standard size and format when allowed by margin space, using paper cutter or razor knife. Reproduces document pages as necessary to improve clarity or to reduce one or more pages into single page of standard size for copying machine being used, using photocopying machine. Stamps standard symbols on pages or inserts instruction cards between pages of material to notify Duplicating Machine Operator of special handling, such as manual repositioning during copying procedure. Prepares cover sheet and document folder for material, and index card for organizations' files indicating information, such as organization's name and address, subject or product category, and index code to identify material. Inserts material to be copied in document folder, and files folder for processing according to index code and copying priority schedule. 

Education and Experience:
· A combination of up to one year of directly related training and/or experience

· High School Diploma or equivalent 

Duplicating Machine Operator 

Duties and Responsibilities: 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. Operates small binding machines. Performs clerical duties associated with the request for printing and photographic services. Prepares assembly sheets and printing requisitions with specifications for printing and binding. Keeps record of work, and delivers and picks up work. Performs minor repairs and preventive maintenance. Maintains an inventory of supplies and parts needed for reproduction equipment. Important variables may be indicated by trade name of machine operated. 

Education and Experience:
· A combination of up to one year of directly related training and/or experience

· High School Diploma or equivalent 

51-505 Document Production On-Site and Off-Site Services Rates 

	Labor Category
	DOL
	YR 1
	YR 2
	YR 3
	YR 4
	YR 5

	Current SIN Categories
	REF#
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate

	Project Manager
	EXEMPT
	$98.74
	$101.47
	$104.27
	$107.16
	$110.12

	Data Analyst 
	
	$41.84
	$41.84
	$41.84
	$41.84
	$41.84

	General Clerk I 
	1111
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	General Clerk II 
	1112
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	General Clerk III 
	1113
	$47.34
	$47.34
	$47.34
	$47.34
	$47.34

	Document Preparation Clerk 
	1070
	$55.44
	$55.44
	$55.44
	$55.44
	$55.44


Labor Category Descriptions – 51-506 Document Conversion Services

Project Manager

Duties and Responsibilities: The Project Manager shall be responsible for the overall management supervision, and coordination of this contract to include, but not limited to, personnel selection, training, and quality assurance..

Education and Experience: the Project Manager shall have 3 years experience as a Project Manager on government contracts; OR 5 years experience as a Project Manager on a commercial contract providing like services; OR 5 years experience directly related to contract requirement, including 2 years of supervisory experience.

Data Entry Clerk

Duties and Responsibilities: This position works under close supervision and follows specific procedures or detailed instructions.  The Data Entry Operator 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.

Education and Experience:
· 6 months of related experience with both COTS and custom database software platforms

· High school diploma/GED Experience
General Clerk I 

Duties and Responsibilities: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., mimeograph, photocopy, addressograph or mailing machine. 

Education and Experience:
· 1 year of clerical experience 

· High School Diploma or equivalent 

General Clerk II 

Duties and Responsibilities: Follows a number of 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, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. 

Education and Experience:
· 1-3 years of clerical experience 

· High School Diploma or equivalent 

General Clerk III 

Duties and Responsibilities: Work requires a familiarity with the terminology of the office unit. 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 

Education and Experience:
· 3-5 years of clerical experience 

· High School Diploma or equivalent 

Document Preparation Clerk 

Duties and Responsibilities: Prepares documents such as brochures, books, periodicals, catalogs, and pamphlets for copying or photocopying, photographic, and other reproducing office machine. Cuts documents into individual pages of standard size and format when allowed by margin space, using paper cutter or razor knife. Reproduces document pages as necessary to improve clarity or to reduce one or more pages into single page of standard size for copying machine being used, using photocopying machine. Stamps standard symbols on pages or inserts instruction cards between pages of material to notify Duplicating Machine Operator of special handling, such as manual repositioning during copying procedure. Prepares cover sheet and document folder for material, and index card for organizations' files indicating information, such as organization's name and address, subject or product category, and index code to identify material. Inserts material to be copied in document folder, and files folder for processing according to index code and copying priority schedule. 

Education and Experience:
· A combination of up to one year of directly related training and/or experience

· High School Diploma or equivalent 

Duplicating Machine Operator 

Duties and Responsibilities: 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. Operates small binding machines. Performs clerical duties associated with the request for printing and photographic services. Prepares assembly sheets and printing requisitions with specifications for printing and binding. Keeps record of work, and delivers and picks up work. Performs minor repairs and preventive maintenance. Maintains an inventory of supplies and parts needed for reproduction equipment. Important variables may be indicated by trade name of machine operated. 

Education and Experience:
· A combination of up to one year of directly related training and/or experience

· High School Diploma or equivalent 

Media Specialist 

Duties and Responsibilities: This Specialist maintains a range of media (tapes, cassettes and microfiche). In addition to maintaining the media library and resolving common data processing problems, the incumbent diagnoses and acts on media errors not fully covered by existing procedures and guidelines (e.g., tape, disposition or making mechanical adjustments to maintain or restore media equipment).

Education and Experience:
· A combination of over three years of directly related training and/or experience

· Associates degree in appropriate field

Labor Category Descriptions – 51-506 Document Conversion Services Rates 

	Labor Category
	DOL
	 
	YR. 1
	YR. 2
	YR. 3
	YR. 4
	YR. 5

	Current SIN Categories
	REF#
	 
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate

	Project Manager
	EXEMPT
	 
	$98.00
	$99.96
	$101.96
	$104.00
	$106.08

	General Clerk I 
	1111
	 
	$33.22
	$33.22
	$33.22
	$33.22
	$33.22

	General Clerk II 
	1112
	 
	$44.68
	$44.68
	$44.68
	$44.68
	$44.68

	General Clerk III 
	1113
	 
	$46.99
	$46.99
	$46.99
	$46.99
	$46.99

	Document Preparation Clerk 
	1070
	 
	$55.03
	$55.03
	$55.03
	$55.03
	$55.03

	Duplicating Machine Operator 
	1111
	 
	$26.05
	$26.05
	$26.05
	$26.05
	$26.05

	Data Entry Operator I
	1151
	 
	$24.47
	$24.47
	$24.47
	$24.47
	$24.47


51-508 Litigation Support Services Pricing
	01-1101
	Organize, Prepare, Index Document Collection
	Page
	$0.060 

	01-1102
	Number  Documents
	Page
	$0.071 

	01-1103
	Prep, Unitize for Scanning
	Page
	$0.060 

	1200
	Scan to Digital Image / OCR
	 
	 

	01-1201
	Scan to Digital Image - Contractor Site
	Image
	$0.121 

	01-1202
	Scan to Digital Image - Contractor Site - Document Determination
	Image
	$0.171 

	01-1203
	Scan to Digital Image - Contractor Site - Document Determination and Date
	Image
	$0.222 

	01-1204
	Scan to Digital Image - Contractor Site - Commercial Product - Light/Moderate
	Image
	$0.121 

	01-1205
	Scan to Digital Image - Contr. Site - Commercial Product - Doc. Determination
	Image
	$0.171 

	01-1206
	Scan to Digital Image - Contr. Site - Comm. Product - Doc. Determ. and Date
	Image
	$0.222 

	01-1207
	Scan to Digital Image - Contr. Site - Color Images Surcharge - Whole Container
	Image
	$0.060 

	01-1208
	Scan to Digital Image - Contr. Site - Color Images Surcharge - Selected Pages
	Image
	$0.081 

	01-1209
	Scan to Digital Image - Not Contractor Site
	Image
	$0.332 

	01-1210
	OCR to ASCII Text - From Digital Image / Separate Pass
	Image
	$0.030 

	01-1211
	OCR Surcharge
	Image
	$0.025 

	1300
	Blowback
	 
	 

	01-1301
	Blowback from Digital Image - Whole Media
	Page
	$0.071 

	01-1302
	Blowback from Digital Image - Selected Images
	Page
	$0.071 

	01-1303
	Blowback from Digital Image - Color Surcharge - Whole Media
	Page
	$0.554 

	01-1304
	Blowback from Digital Image - Color Surcharge - Selected Images
	Page
	$0.655 

	1400
	Photocopying
	 
	 

	01-1401
	Photocopy - 1st Copy
	Copy
	$0.101 

	01-1402
	Photocopy -2nd & Subsequent Copies
	Copy
	$0.081 

	01-1403
	Photocopy - Color Surcharge
	Copy
	$0.222 

	1500
	Document Coding
	 
	$0.000 

	01-1501
	Coding - Document Determination
	DCF
	$0.222 

	01-1502
	Coding - Doc. Determination & Date
	DCF
	$0.504 

	01-1503
	Coding - Mini-Coding
	DCF
	$1.511 

	01-1504
	Coding - Header Coding 
	DCF
	$2.116 

	01-1505
	Coding - Bibliographic
	DCF
	$2.267 

	01-1506
	Coding - Bibliographic with Mentioned Names
	DCF
	$3.023 

	01-1507
	Coding - Commercial Product - Document Determination
	DCF
	$0.181 

	01-1508
	Coding - Commercial Product - Doc. Determination & Date
	DCF
	$0.383 

	01-1509
	Coding - Commercial Product - Mini-Coding
	DCF
	$1.038 

	01-1510
	Coding - Commercial Product - Header Coding 
	DCF
	$2.015 

	01-1511
	Coding - Commercial Product - Bibliographic
	DCF
	$2.267 

	01-1512
	Coding - Commercial Product - Bibliographic with Mentioned Names
	DCF
	$3.023 

	01-1513
	AutoCoding - Machine Only
	DCF
	$0.705 

	01-1514
	Document Coding - OCR Surcharge
	DCF
	$0.101 

	1600
	Electronic Files Processing
	 
	 

	01-1601
	EFP - Intake and Process to Load Files
	Gigbyte
	$377.813 

	01-1602
	EFP - Intake and Process to On-Line Review
	Gigbyte
	$629.688 

	01-1603
	EFP - On-Line Review Hosting
	GB Stored/Month
	$50.375 

	01-1604
	EFP - Output from On-Line Review Hosting to Load Files
	Gigbyte
	$151.125 

	01-1605
	EFP - Image Files Creation
	Image
	$0.030 

	01-1606
	Image File Conversion 
	Image
	$0.030 

	01-1607
	Image File Conversion - OCR Surcharge
	Image
	$0.030 

	01-1608
	Audiotape Digitization
	Tape Hour
	$40.300 

	01-1609
	Videotape Digitization
	Tape Hour
	$40.300 

	CLIN
	ITEM DESCRIPTION
	 
	 

	1700
	Standard Databases
	 
	$0.000 

	01-1701
	Standard Document Database
	Database
	$1,763.125 

	01-1702
	Load Image and Data Files 
	Image + Data File
	$151.125 

	01-1703
	Standard Page Level Database
	Database
	$1,763.125 

	01-1704
	Load Image and Data Files
	Image + Data File
	$151.125 

	 
	 
	 
	 

	01-1801
	Managed Web Hosting    
	GB Stored / Month
	$125.938 

	TABLE B2 - SUPPORT SERVICES, CONTRACTOR SITE, WASHINGTON DC
	 

	 
	 
	 
	$0.000 

	 
	 
	 
	$0.000 

	CLIN
	ITEM DESCRIPTION
	 
	 

	1100
	 
	 
	 

	02-1101
	Lead Project Manager
	Hour
	$136.013 

	02-1102
	Project Manager
	Hour
	$110.825 

	02-1103
	Project Supervisor
	Hour
	$80.600 

	02-1104
	Task Supervisor
	Hour
	$80.600 

	02-1105
	Document Management Analyst
	Hour
	$75.563 

	02-1106
	Document Management Technician
	Hour
	 

	1200
	 
	 
	 

	02-1202
	Document Coder
	Hour
	 

	02-1203
	Data Entry Technician
	Hour
	 

	02-1204
	Scanner Operator - CFE
	Hour
	$27.203 


Labor Category Descriptions – 733-1 Mail Room Management Services
Mailroom Supervisor

Duties and Responsibilities: Supervise all mail and correspondence activities and personnel to ensure proper task completion. Schedule mail runs to deliver and collect mail effectively. Ensure proper handling of classified materials and sensitive documents, as well as all other incoming and outgoing mail. Interpret and incorporate new agency guidelines and regulations. Conduct periodic and arbitrary quality control surveys and compare results against established AQLs. Report daily operations and problems encountered on a regular basis. Handle administrative functions such as time keeping, performance appraisals, leave approval, maintain financial or other records, and resolve other employee-related issues. Develop training programs for both new and current employees. Make sure all equipment is in good working order. Monitor any supply shortage and the orderliness of the work areas.

Education and Experience: High school diploma or equivalent (GED), 10-15 years of mail and correspondence center experience and/or proper clearance. Associates or Bachelors degree may be substituted for years of experience.

Mail Clerk I

Duties and Responsibilities: Perform and expedite all mail and correspondence activities, including opening, logging, sorting, metering, and distributing all incoming mail from the Post Office. Label and bag all bulk mail, and ensure proper mail pickup and delivery to designated locations. Report any problem to the Mailroom Supervisor immediately. Maintain all equipment and work areas. Notify the Mailroom Supervisor of any supply shortage.

Education and Experience: High school diploma or equivalent (GED), 0-3 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk II

Duties and Responsibilities: In addition to the Mail Clerk I job requirements, the Mail Clerk II will perform the following tasks: verify invoices and the receipt of all mail deliveries, and enter data into automated systems to generate mail labels and periodic reports.

Education and Experience: High school diploma or equivalent (GED), 3-5 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk III

Duties and Responsibilities: In addition to the Mail Clerk II job requirements, the Mail Clerk III will perform the following tasks: receive and process classified and other sensitive documents and correspondences, and destroy classified material using established procedures as directed.

Education and Experience: High school diploma or equivalent (GED), 5-7 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk IV

Duties and Responsibilities: In addition to the Mail Clerk III job requirements, the Mail Clerk IV will assist the Mailroom Supervisor in the following capacity: schedule mail runs, control classified and sensitive documents and mail, maintain quality control, handle various administrative duties, and train new employees.

Education and Experience: High school diploma or equivalent (GED), 7-10 years of mail and correspondence center experience and/or proper clearance.

Project Manager

Duties and Responsibilities: The Project Manager shall be responsible for the overall management supervision, and coordination of this contract to include, but not limited to, personnel selection, training, and quality assurance. 

Education and Experience: The Project Manager shall have 3 years experience as a Project Manager on government contracts; OR 5 years experience as a Project Manager on a commercial contract providing like services; OR 5 years experience directly related to contract requirement, including 2 years of supervisory experience.

Word Processor I

Duties and Responsibilities: Provide word processing, data entry, and clerical duties to include, but not limited to, filing, photocopying, and receptionist duties. Type, revise, and print a large assortment of technical and non-technical documents. Type notes from meetings into meeting minutes. Format documents in accordance with applicable regulations and guidelines. Proofread documents to ensure there are no formatting, typographical, grammatical, or spelling errors. Ensure all final documents are of the highest quality for purposes of reproduction and distribution. Use optical scanner for data and graphics whenever possible. Copy and distribute approved documents as directed. First point of contact for a specific directorate guiding visitors to their appropriate destination. 

Education and Experience:
· High school diploma/equivalency

· Proficiency with computer, printer, scanner, copier, facsimile and telephone

· Two (2) years’ experience as a word processor operator

· Extensive knowledge of Microsoft Word

· Proven ability to take notes at meetings

· Ability to comprehend, interpret, and apply guidance material, operating manuals, regulations, and editorial markings

· Proven ability to work independently or under only general direction

Word Processor II

Duties and Responsibilities: Provide advanced forms of word processing of technical and non-technical reports and documents, design and create spreadsheets. Also may include knowledge and use of the following programs: ETS, DTS, ACTEDS, TMS, CIMS and desktop publishing support to include design and layout of newsletters and brochures.

Education and Experience:

· High school diploma/equivalency

· Two (2) years’ experience as a word processor operator

· One (1) year’s experience as a desktop publisher which required design and layout skills

· Extensive knowledge of Microsoft Word

· Proven ability to take notes at meetings

· Ability to comprehend, interpret, and apply guidance material, operating manuals, regulations, and editorial markings

· Proven ability to work independently or under only general direction

Word Processor III

Duties and Responsibilities: In addition to the tasks identified for Word Processor II, Word Processor III shall be required to develop, maintain, and multi-plate databases/spreadsheets, graphs/charts, and statistical data using a variety of Microsoft office products.

Education and Experience:

· High school diploma/equivalency

· Two (2) years’ experience as a word processor operator 

· One (1) year’s experience as a desktop publisher which demonstrated design and layout skills

· Intricate knowledge of Microsoft Office Products (Word, Excel, Access, PowerPoint)

· Familiarity with government terminology and practices

· Strong organizational skills

· Proven ability to take notes at meetings

· Ability to comprehend, interpret, and apply guidance material, operating manuals, regulations, and editorial markings

· Strong communication skills both verbal and written

· Proven ability to work independently

Word Processor IV

Duties and Responsibilities: In addition to tasks described for a Word Processor III, the Word Processor IV will require the contractor to develop complex high-level technical documents by consolidating, editing, and formatting data from a variety of electronic sources. Design executive level presentations, brochures and displays. Administer/manage a variety of CHPPM automated databases and generate periodic reports.

Education and Experience:

· High school diploma/equivalency

· Two years’ experience as a word processor operator

· One (1) year government experience

· One (1) year’s experience as a desktop publisher which demonstrated design and layout skills

· Intricate knowledge of Microsoft Office Products (Word, Excel, Access, PowerPoint)

· Knowledge of specialized, technical and scientific terminology

· Familiarity with government terminology and practices

· Strong organizational skills

· Proven ability to take notes at high-level meetings

· Ability to comprehend, interpret, and apply guidance material, operating manuals, regulations, and editorial markings

· Strong communication skills both verbal and written

· Proven ability to work independently

Light Truck Driver I

Duties and Responsibilities: Serves as a distribution and mail assistant responsible for the operations of the mailroom to include mail processing, mail directory services and mail redirect to provide service equal to that provided by the U.S. Postal Service in the private sector. Directs the mail operations of incoming materials, routing materials, and processing outgoing materials. Receives and sorts communications into such categories as mail to be opened, mail to be sorted unopened, mail to be recorded or given special handling. Maintains control system for the accountability of special communications. Routes unopened mail to organizational segments or individuals. Opens, reads, and analyzes all official incoming mail for the purpose of determining subject matter, the appropriate action office, the need for multiple routings, etc. Assigns suspense dates when required. Receives and distributes electronic messages to appropriate offices. Sorts and distributes communication and correspondence generated within the agency. Prepares control records for accountability for certain security classified documents or registered mail. Prepares mail for dispatching including bundling and bagging mail according to USPS regulations. Segregates material that requires special handling, such as airmail, special delivery, registered, express, and foreign mail. Assists personnel in locating material, resolving mail problems, and preparing outgoing communications in accordance with pertinent regulations. Prepares and delivers boxes of printing, samples, and mail as required. Drives automobiles and trucks (up to and including 1-ton capacity) to transport mail, distributions, articles, and materials throughout the installation and on public roads for long and short hauls. Loads and unloads to ensure that vehicle is not loaded beyond the rated capacity. Completes trip tickets and preventive maintenance service records. Fills out driver’s accident report in case of an accident. Perform driver’s maintenance in accordance with established rules and regulations.

Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

Medium Truck Driver

Duties and Responsibilities: In addition to the requirements identified above for Light Truck Driver I, Medium Truck Driver shall perform the following tasks:

· Operate an electronic typewriter, word processor, or computer terminal to perform a limited range of functions and procedures to store and retrieve electronic files and enter data into predefined databases

· Review and update a variety of publications concerning mail delivery, distribution, postal operations, and professional associate’s mail

· Possess knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in postal operations

· Ensure that regulations are current and posted.

· Operate Straight truck, 1 1/2 to 4 tons inclusive, usually 6 wheels
Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

Heavy Truck Driver

Duties and Responsibilities: In addition to the requirements identified above for Light Truck Driver I, and Medium Truck Driver the Heavy Truck Driver shall perform the following tasks:

· Operate an electronic typewriter, word processor, or computer terminal to perform a limited range of functions and procedures to store and retrieve electronic files and enter data into predefined databases

· Review and update a variety of publications concerning mail delivery, distribution, postal operations, and professional associate’s mail

· Possess knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in postal operations

· Ensure that regulations are current and posted.

Operate Straight truck, 1 Straight truck, over 4 tons, usually 10 wheels
Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

MESSENGER COURIER

Duties and Responsibilities: Deliver messages, documents, packages and mail to various business concerns or governmental agencies on foot or bicycle.  May perform miscellaneous errands, such as carrying mail to and from the post office and sorting or opening incoming and outgoing mail.  May obtain receipts for articles delivered and keep a log of items received and delivered.  May deliver items to offices and departments within establishments.

General Clerk I 

Duties and Responsibilities: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., mimeograph, photocopy, addressograph or mailing machine. 

Education and Experience:
· 1 year of clerical experience 

· High School Diploma or equivalent 

General Clerk II 

Duties and Responsibilities: Follows a number of 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, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. 

Education and Experience:
· 1-3 years of clerical experience 

· High School Diploma or equivalent 

General Clerk III 

Duties and Responsibilities: Work requires a familiarity with the terminology of the office unit. 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 

Education and Experience:
· 3-5 years of clerical experience

· High School Diploma or equivalent 

Data Entry Operator I

Duties and Responsibilities: 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. 

Education and Experience:
· 1 years of  experience

· High School Diploma or equivalent 

Data Entry Operator II

Duties and Responsibilities: 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.  

Education and Experience:
· 3-5 years of clerical experience

· High School Diploma or equivalent 

Contract Director (CD). 

Duties and Responsibilities The CD has overall responsibility for managing Contractor performance of all work required and functions set forth in this Statement of Work, and serves as the principal contact point for the Contractor with the Government. The CD shall have a comprehensive knowledge of general support services functions provided under this contract; a comprehensive knowledge of the operation and use of personal computers; and a minimum of five years of supervisory experience in handling time-sensitive, service-oriented functions.  The five years must include at least three years in the successful management of a general support service activity equivalent in scope and complexity to the requirement in this contract.  The CD is a senior manager responsible for coordinating the management of all work performed under the contract. The CD shall have the full authority to act for the Contractor in the performance of the required work and services under all task orders. The CD works independently or under the general direction of senior level Contractor business management on all phases of performance, including contract management, project/task management, coordination of workloads and resource needs, and coordination with corporate resources and management, and has direct accountability for the technical correctness, timeliness, and quality of work performed under the contract. The CD (and all Deputy Contract Directors) shall have broad and deep knowledge of general administrative support services, business administration, and human resources management, and shall have excellent oral and written communications skills, thus ensuring that the Contractor has the capability of performing all the work. Periodic meetings may also be required; for example, joint meetings with the COTR and/or his/her designee to review scheduling, priorities, funding, performance issues, etc.

The CD's responsibilities shall include the following: 

(a) Direct and review the work of all Contractor personnel each workday to ensure compliance with standards and operating procedures and the requirements of this contract. 

(b) Direct the various support services required under this contract. 

(c) Recommend to the COTR new or proposed revisions, as appropriate, to 

guidelines and instructions to ensure efficient and effective operations. 

(d) Provide on-the-job training in methods and procedures to newly assigned staff, and develop visual aids, as required, to promote operational efficiency. 

(e) Direct data gathering for various productivity reports, and conduct internal surveys as required. 

(f) Resolve working level complaints and/or problems, resolve all other operational problems within the scope of this contract, and prepare responses within established timeframes to all written service complaints received by the COTR. 

(g) Ensure that routine maintenance on equipment is performed, and institute system changes to accommodate increased workload and DOJ organizational changes. 

(h) Ensure that adequate personnel are available to accomplish required work, and initiate replenishment actions for expendable supplies furnished by the Government. 

(i) Develop and implement quality control procedures, monitor the work produced under this contract, and initiate corrective actions to ensure conformance with established standards and procedures. 

(j) Review and update, on a semiannual basis, individual task orders issued under this contract to reflect changes in work methods, standards, and operating procedures. 

Deputy Contract Directors (DCDs). 

Duties and Responsibilities The DCDs report to the CD and have responsibility for assisting with the management of Contractor performance of all work required and functions set forth in this Statement of Work. The DCDs shall have a comprehensive knowledge of general support services functions provided under this contract; a working knowledge of the operation and use of personal computers; and a minimum of two years of supervisory experience handling time-sensitive, service-oriented functions.  DCDs assist the CD in managing high volumes of work for particular organizations. DCDs may be delegated authority over a functional area, e.g., warehouse work or data entry support, or over a particularly large project, or group of projects, should the volume of work warrant it. DCDs must be capable of performing all management and coordinating functions as assigned by the CD, and will be required to attend numerous periodic and ad hoc face-to-face meetings with the COTR and program managers. 

The DCDs' responsibilities shall include the following: 

(a) Act as a team leader in the work of all Contractor personnel to ensure compliance with standards and operating procedures and the requirements of this contract. The DCD shall confer with the CD to address problems related to the personnel employed under this contract, and assist in the resolution of all personnel problems. 

(b) Assist in providing on-the-job training in methods and procedures to newly assigned staff, and develop visual aids, as required, to promote operational efficiency. 

(c) Assist in data gathering for various productivity reports, and conduct internal surveys as directed. 

(d) Resolve working level complaints and/or problems, and resolve other operational problems within the scope of this contract. 

(e) Ensure that routine maintenance on equipment is performed, and participate in system changes to accommodate increased workload and DOJ organizational changes. 

(f) Ensure that adequate personnel are available to accomplish required work, and initiate replenishment actions for expendable supplies furnished by the Government. 

Support Services Supervisor I

 Duties and Responsibilities: Supervises from one to five contract employees. Directs and reviews the work of Contractor personnel assigned to a facility to ensure compliance with internal standards and operating procedures. Assists newly assigned Contractor personnel by providing on-the-job training in processing methods and procedures. Resolves working level complaints and/or problems which may arise concerning services.  Performs routine maintenance on equipment, adjusts equipment to accommodate increased workload and organizational changes, and maintains the facility in a neat and orderly manner. Performs various routine duties such as running errands, making copies, and using a vehicle to pick up and deliver time-sensitive items within the Washington metropolitan area. Performs other related duties as required. Must have at least four years of experience supervising a general support services activity of the type to which assigned; the ability to exercise independent, competent judgment in dealing with day-to-day matters affecting the operation to which assigned; knowledge of files maintenance, methods, and procedures; a working knowledge of operation and use of personal computers; the skills required to perform data collection so that the information gathered can be used in statistical and workload reports; a neat personal appearance; good communications skills; and a current license to operate Contractor-owned or Government-furnished vehicles on occasion. 

Support Services Supervisor II 

Duties and Responsibilities:Supervises from six to ten contract employees. Reports to the Contract Director. Duties, responsibilities, and qualifications are the same as described in Section C.4.3 above. 

Support Services Supervisor III 

Duties and Responsibilities: Supervises eleven to twenty contract employees. Reports to the Contract Director. Duties, responsibilities, and qualifications are the same as described in Section C.4.4 above. 

Support Services Supervisor IV 

Duties and Responsibilities: Supervises twenty-one or more contract employees. Reports to the Contract Director. Duties, responsibilities, and qualifications are the same as described in Section 

 Supervisory Supply Technician 

Duties and Responsibilities: Performs limited aspects of technical supply management work (e.g., inventory management, storage management, cataloging, etc.) related to depot, local, or other supply activities. Work is usually divided by commodity area or function, and controlled in terms of difficulty, complexity, or responsibility. Supervises work performed by Warehousemen, Laborers, and Inventory and Supply Clerks. Assignments require a good working knowledge of the governing supply systems, programs, policies, nomenclature, work methods, manuals, or other established guidelines; an understanding of the needs of the organization serviced; and analytical ability to define or recognize the dimension of the problems involved, to collect the necessary data, to establish facts, and to take or recommend action based upon application or interpretation of established guidelines. 

Management Analyst I 

Duties and Responsibilities: Conducts initial fact-gathering, individually or in conjunction with senior management analyst(s). Reviews routine and repetitive processes and conducts surveys and limited studies to resolve issues or operational problems in the functional areas under the contract. Assists in conducting operations cost-versus- benefit analysis projects. As assigned, conducts quality control reviews of services as needed, and prepares various reports pertaining to such subjects as productivity trends, mail volumes, and operating costs. Must have excellent knowledge of basic fact-gathering, interview, and research methodology, and the ability to accurately interpret facts and make viable recommendations to resolve issues or operational problems. Also required are excellent written and interpersonal communications skills, and the ability to work independently and as a team member. Experience with various software is essential, i.e., Windows XP, WordPerfect, MS Word, Lotus 1-2-3, Excel, and Quattro Pro. 

Management Analyst II 

Duties and Responsibilities: Conducts initial fact-gathering, individually or in conjunction with senior management analyst(s). Reviews routine and repetitive processes and conducts surveys and limited studies to resolve issues or operational problems in the functional areas under the contract. Assists in conducting operations cost-versus- benefit analysis projects. As assigned, conducts quality control reviews of services provided. Develops and implements administrative controls as needed, and prepares various reports pertaining to such subjects as productivity trends, mail volumes, and operating costs. Must have supervisory experience, and excellent knowledge of basic fact-gathering, interview, and research methodology. Also required are excellent written and interpersonal communications skills, and the ability to work independently and as a team member. Experience with various software is essential, i.e., Windows XP, WordPerfect, MS Word, Lotus 1-2-3, Excel, and Quattro Pro. 

Management Analyst III 

Duties and Responsibilities: Performs non-routine assignments of substantial variety and complexity, using operational precedents which are not fully applicable. Such assignments, which are typically parts of broader assignments, are screened to eliminate unusual design problems. May also plan such assignments. Receives technical advice from supervisor or engineer; work is reviewed for technical adequacy (or conformity with instructions). May be assisted by lower level technicians and have frequent contact with professionals and others within the establishment. Performs at this level one or a combination of such typical duties as: 

Develops or reviews designs by extracting and analyzing a variety of engineering data. Applies 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. 

Conducts tests or experiments requiring selection and adaptation or modification of a wide variety of critical test equipment and test procedures; sets up and operates equipment; records data, measures and records problems of significant complexity that sometimes require resolution at a higher level; and analyzes data and prepares test reports. 

Applies methods outlined by others to limited segments of research and development projects; constructs experimental or prototype models to meet engineering requirements; conducts tests or experiments and redesigns as necessary; and records and evaluates data and reports findings. 

Management Analyst  IV. 

Duties and Responsibilities: 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. May train and be assisted by lower level technicians. Performs at this level one or a combination of such typical duties as: 

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. From general guidelines and specifications (e.g., size or weight requirements), develops designs for equipment without critical performance requirements which 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. 

Computer Operator. 

Duties and Responsibilities: Performs computer functions such as booting, electronic data transfers, and data input, and generates printouts in various forms. Ensures integrity and security of database. Performs established maintenance and recovery procedures, reviews abnormal terminations, and maintains a backup library. Ensures that all necessary data files maintained on disk, tape, and paper are accounted for and available to ensure efficient flow of work. Verifies that all desired end products have been produced at the completion of each task, and checks the quality of the end product against appropriate quality control standards. Carries out distribution of reports as specified. Responsible for solving various system software problems and monitoring hardware performance to ensure the most effective and efficient use of the equipment and software. Must have knowledge of standard computer operations obtained through experience and training related to DOS, American Standard Code for Information Interchange, Novell Operating System, WordPerfect, Windows 2003, Lotus 1-2-3, Excel, and Quattro Pro. Must also have knowledge of operating procedures for NEC CD-ROM, magnetic tape backup, telecommunications processors, switching devices, various disk drives, and electronic data transfer systems. Required skills include the ability to carry out approved error recovery procedures; excellent written and interpersonal communications skills; and the ability to work independently. 

Computer Specialist. 

Duties and Responsibilities: Performs computer functions such as booting, electronic data transfers, and data input, and generates printouts in various forms. Ensures integrity and security of database. Provides hands-on support to Computer Operator(s) in resolving hardware and software problems, installation and maintenance of equipment, and general training in use of systems. Works with Computer Operator(s) in resolving complicated problems, and pursuing problem resolution by either researching answers or requesting technical assistance. Ensures that all reports are generated and distributed in a timely manner. 

Trains Computer Operator(s) on common problem resolution and special functions in troubleshooting. Maintains operational documentation, inventories, logs, and appropriate backup library. Must have experience in assigning work and supervising Computer Operator(s), and thorough knowledge of computer technology, office automation, personal computers, and telecommunications principles and standards. Must have knowledge of networking principles, DOS, American Standard Code for Information Interchange, Novell Operating System, WordPerfect, Windows, MultiMate, Lotus 1-2-3, Excel, and Quattro Pro. Must also have knowledge of operating procedures for NEC CD-ROM, magnetic tape backup, telecommunications processors, switching devices, various disk drives, and electronic data transfer systems. Required skills include the ability to carry out approved error recovery procedures; excellent written and interpersonal communications skills; and the ability to work independently. 

Supervisory Duplicating/Photocopy Operator. 

Duties and Responsibilities: Directs the operation of photocopying operators in order to assure that printed material produced is of acceptable quality, is done in a cost-effective manner, and accomplished within the established time frame. 

Responsible for the development of operators. This includes assigning individuals to their post of duty, evaluating their performance, and counseling on their performance. Responsible for assuring that equipment, supplies, and other associated materials are available so that the operation is ready to meet requests for publishing services. Must have the ability to operate and perform adjustments and minor repairs on a wide assortment of printing and binding equipment. 

This includes but is not limited to the following machines: Xerox 5390, 5100, 1090; Kodak 92P, 3100, 2085; Canon 6650, 6050, 6030, 2120; Risograph; Hamada Duetto press; Seybold paper cutter; multi-head drills; stitchers; and various tabletop binding equipment. Must have at least 10 years of experience in the printing industry; 3 years supervising printing work; good writing skills; excellent interpersonal communications skills; and the ability to work independently. 

Correspondence Management Specialist. 

Duties and Responsibilities: Receives, reviews, analyzes, and routes categories of incoming correspondence defined by the agency served, such as correspondence addressed to the agency in general, addressed to the agency head with no personal marking or attention line, and referred by the White House in bulk. Analyzes and routes correspondence to the correct agency component or to another Federal agency as appropriate based on knowledge of inter- and intra-agency programs and organizations. Handles sensitive documents in accordance with agency policies and procedures. Establishes and maintains records in accordance with agency policy and manuals, and the General Records Schedules. Keeps informed of priority issues and Governmental activities in general to ensure that official correspondence is assigned in conformance with established policies. Must be a high school graduate or equivalent. Must have good reading and communications skills, and the ability to print clearly, pay attention to detail, and work with others in a team situation. Knowledge of the agency, other Federal agencies, and USPS is required to process incoming and outgoing mail, including USPS Express Mail, established distribution patterns, codes, and time standards. Must have the ability to operate a variety of office equipment, e.g., personal computers, photocopiers, telephone systems, facsimile machines, calculators, and autopen. A CONFIDENTIAL, SECRET, or TOP SECRET clearance may be required for the handling of highly sensitive documents. 

Correspondence Management Analyst I 

Duties and Responsibilities: Receives, reviews, analyzes, and routes categories of incoming correspondence defined by the agency served, such as correspondence addressed to the agency in general, addressed to the agency head with no personal marking or attention line, and referred by the White House in bulk. Prepares written responses to citizen letters. Analyzes and routes correspondence to the correct agency component or another Federal agency as appropriate based on knowledge of inter- and intra-agency programs and organizations. Handles sensitive documents in accordance with agency policies and procedures. Establishes, maintains, retires, and destroys records in accordance with agency policy and manuals, and the General Records Schedules. Performs data entry and verification using contemporary ADP entry devices. The data consist of categories of correspondence specified by the agency served, such as correspondence addressed to the agency in general or referred by the White House in bulk. Creates correspondence records in the automated tracking system and updates with appropriate information. Assures that the database is current and accurate for those items entered. Keeps informed of priority issues and Governmental activities in general to ensure that official correspondence is assigned in conformance with established policies. Must have excellent reading, writing, and communications skills, and the ability to pay attention to detail, and work with others in a team situation. Experience in the data processing field is essential. Knowledge of the agency, other Federal agencies, and USPS is required to process incoming and outgoing mail, including USPS Express Mail, established distribution patterns, codes, and time standards. Must have the ability to operate a variety of office equipment, e.g., personal computers, photocopiers, telephone systems, facsimile machines, calculators, and autopen. A CONFIDENTIAL, SECRET, or TOP SECRET clearance may be required for the handling of highly sensitive documents. 

Correspondence Management Analyst II 

Duties and Responsibilities: Coordinates and designates work assignments and distributes to appropriate sources for processing. Receives, reviews, analyzes, and routes categories of incoming correspondence defined by the agency served, such as correspondence addressed to the agency in general, addressed to the agency head with no personal marking or attention line, and referred by the White House in bulk. Prepares and edits written responses to citizen letters. Analyzes and routes correspondence to the correct agency component or another Federal agency as appropriate based on knowledge of inter- and intra-agency programs and organizations. Handles sensitive documents in accordance with agency policies and procedures. Establishes, maintains, retires, and destroys records in accordance with agency policy and manuals, and the General Records Schedules. Performs data entry and verification using contemporary ADP entry devices. The data consist of categories of correspondence specified by the agency served, such as correspondence addressed to the agency in general or referred by the White House in bulk. Creates correspondence records in the automated tracking system and updates with appropriate information. Assures that the database is current and accurate for those items entered. Keeps informed of priority issues and Governmental activities in general to ensure that official correspondence is assigned in conformance with established policies. Gathers and compiles data for recurring reports. Must be able to prioritize work for a number of people, pay attention to detail, and work with others in a team situation. Experience in the data processing field is essential. Knowledge of the agency, other Federal agencies, and USPS is required to process incoming and outgoing mail, including USPS Express Mail, established distribution patterns, codes, and time standards. Must have the ability to operate a variety of office equipment, e.g., personal computers, photocopiers, telephone systems, facsimile machines, calculators, and autopen. A CONFIDENTIAL, SECRET, or TOP SECRET clearance may be required for the handling of highly sensitive documents. 

Budget Analyst 

Duties and Responsibilities: Implements new and revised standards and procedures, including the design and implementation of manual and automated systems that track and monitor expenditures. Develops and prepares recurring and special reports, allocation tables, and allotments for various costs. Prepares and/or analyzes Reimbursement Agreements, contract services, and other expenditures, utilizing an automated accounting system.  Analyzes anticipated and actual reimbursable earnings and supporting documentation, and initiates accounting recognition of earnings and billing actions, where appropriate. Certifies accuracy and/or prorates selected billings for reimbursable services. Maintains obligation and document control registers to monitor, reconcile, and control obligations. Participates in developing methods for distributing common services billed centrally; utilizes the principles of budget analysis to determine the adequacy of internal controls, and takes corrective actions as needed. Must have a thorough knowledge and experience of the principles, concepts, and processes of budget preparation and analysis, and the ability to implement them in a practical manner in a complex organization. Must have a thorough knowledge of financial management principles and experience related to organizing work, establishing priorities for diverse functions, and evaluating programs from a budgetary standpoint, within the delegated area of responsibility. Also required are excellent written and interpersonal communications skills, and the ability to work independently. Experience with various software is essential, i.e., Windows 2003, WordPerfect, Quicken, Lotus 1-2-3, Excel, and Quattro Pro. 

Financial Management Specialist

Duties and Responsibilities: Formulates and conducts policy, and analyzes and assists senior level officials in identifying available policy options, with a full appreciation of the expected social impacts, costs, and the probability for successful implementation. Promotes, plans, and conducts program evaluation efforts, and coordinates with senior staff in establishing and assessing program objectives, performance, effectiveness, and efficiency. Develops for review and execution by senior staff, financial management policies, programs, and systems in the areas of policy and program analysis, program authorization, program and financial planning, budget formulation, and management reporting. Must have a thorough knowledge of financial management principles, and experience related to organizing work, establishing priorities for diverse functions, and evaluating programs within the delegated area of responsibility. Must also possess knowledge and experience in areas related to operating plans, procurement and accounting practices, and systems development and implementation. Effective oral communications skills is essential for required briefings to senior management officials, as well as the ability to generate concise written communications such as technical and administrative reports and directives.  Experience with various software is essential, i.e., Windows 2003, WordPerfect, Lotus 1-2-3, Quicken, Excel, and Quattro Pro. 

Financial Specialist I 

Duties and Responsibilities: Maintains an accounting system for services provided and items purchased. Issues Document Control Numbers for funds expenditures, inputs data, and maintains control books for all funds obligated and expended. As required, enters and retrieves data from spreadsheets and prepares recurring and special reports on the status of funds. Reviews financial source documents including requisitions for goods and services, travel authorizations, and invoices for proper cost center codes, other necessary information, and approvals. Composes for review narrative material, tables, graphs, and charts relating to the status of funds. Coordinates with staff to resolve conflicting issues relating to the status of funds. Must have familiarity with the facets of financial management, the Federal budget process, budget analyses, and accounting systems. Must possess the ability to readily enter, manipulate, and retrieve data, and have a general familiarity with various automated systems, i.e., Excel, Lotus 1-2-3, Quicken, and Quattro Pro. Skill in communications, both oral and written, is essential. 

Financial Specialist II 

Duties and Responsibilities: Establishes and maintains an accounting system for services provided and items purchased. Inputs data and maintains control books for all funds obligated and expended. Reviews for correctness and completeness financial source documents such as requisitions for goods and services, travel authorizations, and invoices. Composes narrative material, tables, graphs, and charts relating to the status of funds. Coordinates with staff to resolve conflicting issues relating to the status of funds. Must have thorough knowledge and broad experience of financial management principles, the Federal budget process, budget analyses, and accounting systems. Must demonstrate a thorough knowledge of various automated systems, i.e., Excel, Lotus 1-2-3, Quicken, and Quattro Pro.  Also required are excellent written and interpersonal communications skills. 

Messenger/Courier 

Duties and Responsibilities: Using an appropriately sized Contractor-supplied vehicle, picks up and delivers time-sensitive packages within the Washington metropolitan area. Must have a valid driver's license for the type of vehicle being operated and a proven safe driving record as established by the National Driver Register or equivalent check. The Contractor shall equip each Messenger/Courier with maps of the Washington metropolitan area, a communications "beeper", and a hand truck to move boxes of materials.

Duplicating/Photocopy Operator 

Duties and Responsibilities: Operates high speed xerographic duplicators. Adjusts and operates stitchers, multi-head drills, Seybold paper cutter, and various binding equipment. Responsible for set-up, make-ready, operations, and operational maintenance of equipment. Maintains job production records specifying quantity, production times, and material used. Completes requisition forms when supplies are needed. Maintains records related to machine maintenance and down-time. Responsible for assuring that equipment, supplies, and other associated materials are available so that the operation is ready to meet requests for publishing services. Must have the ability to operate and perform adjustments and minor repairs on a wide assortment of printing and binding equipment. 

This includes but is not limited to the following machines: Xerox 5390, 5100, 1090; Kodak 92P, 3100, 2085; Canon 6650, 6050, 2120; Risograph; Hamada Duetto press; Seybold paper cutter; multi-head drills; stitchers; and various tabletop binding equipment. Must have at least 3 years of experience in performing work on the referenced equipment; good writing skills; excellent interpersonal communications skills; and the ability to work independently. 

Secretary 

Duties and Responsibilities:This position provides principal 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.  Computers may exist in the environment, requiring working knowledge of certain office software programs. 
Classification by Level  
Secretary jobs that meet the required characteristics are matched at one of three levels according to two factors:  (a) level of the secretary's supervisor within the overall organizational structure, and (b) level of the secretary's responsibility.  The table following the explanations of these factors indicates the level of the secretary for each combination of factors
Level of Secretary's Supervisor (LS)  

Secretaries should be matched with one of the three LS levels below that best describes the organization of the secretary's supervisor.  

LS-1  Organizational structure is not complex and internal procedures and administrative controls are simple and informal; supervisor directs staff through face-to-face meetings. 

LS-2  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. 

The presence of subordinate supervisors does not by itself, mean LS-2 applies.  For example, a clerical processing organization divided into several units, each performing very similar work, is placed in LS-1. 

In smaller organizations or industries such as retail trades, with relatively few organizational levels, the supervisor may have an impact on the policies and major programs of the entire organization, and may deal with important outside contacts as described in LS-3. 

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.  
Level of Secretary's Responsibility (LR)  

This factor evaluates the nature of the work relationship between the secretary and the supervisor or staff, and the extent to which the secretary is expected to exercise initiative and judgment.  Secretaries should be matched at the level best describing their level of responsibility.  When a position's duties span more than one LR level, the introductory paragraph at the beginning of each LR level should be used to determine which of the levels best matches the position.  (Typically, secretaries performing at the higher levels of responsibility also perform duties described at the lower levels.) 

LR-1 Carries out recurring office procedures independently, and selects the guideline or reference that fits the specific case.  The supervisor provides specific instructions on new assignments and checks completed work for accuracy.  The LR-1 performs varied duties including or comparable to the following:
a. Respond to routine telephone requests that have standard answers; refer calls and visitors to appropriate staff. Control mail and assure timely staff response, and send form letters

b. As instructed, maintain supervisor's calendar, make appointments, and arrange for meeting rooms:

c. Review materials prepared for supervisor's approval for typographical accuracy and proper format

d. Maintain recurring internal reports, such as time and leave records, office equipment listings, correspondence controls, and training plans
e. Requisition supplies, printing, maintenance or other services, type, take and transcribe dictation, create and maintain office files.
LR-2 handles differing situations, problems, and deviations in the work of the office according to the supervisor's general instructions, priorities, duties, policies, and program goals.  Supervisor may assist secretary with special assignments.  Duties include or are comparable to the following

a. screen telephone calls, visitors, and incoming correspondence; personally respond to requests for information concerning office procedures; determine which requests should be handled by the supervisor, appropriate staff member or other offices, prepare and sign routine non-technical correspondence in own supervisor’s name.

b. Schedule tentative appointments without prior clearance Make arrangements for conferences and meetings and assemble established background materials as directed May attend meetings and record and report on the proceedings.
c. Review outgoing materials and correspondence for internal consistency and conformance with supervisor’s procedures; assure that proper clearances have been obtained, when needed;

d. Collect information from the files or staff for routine inquiries on office program(s) or periodic reports, land refer non-routine requests to supervisor or staff;

e. Explain to subordinate staff supervisor’s requirements concerning office procedures, coordinate personnel and administrative forms for the office of forwards for processing

LR-3 uses greater judgment and initiative to determine the approach or action to take in non-routine situations, interprets and adapts guidelines, including unwritten policies, precedents, and practices, which are not always completely applicable to changing situations.  Duties include or are comparable to the following:

a. Based on knowledge of the supervisor’s views, compose correspondence  on own initiative about administrative matters and general office policies for supervisor’s approval:

b. Anticipate and prepare materials needed by the supervisor for conferences, correspondence, appointments, meetings, telephone calls, etc., and informs supervisor on matters to be considered;

c. Read publications, regulations, and directives and take action or refer those that are important to the supervisor and staff;

d. Prepare special or one-time reports, summaries, or replies to inquiries, selecting relevant information from a variety of sources such as reports, documents, correspondence, other offices, etc., under general directions;

e. Advise secretaries in subordinate offices on new procedures; request information needed from the subordinate office(s) for periodic or special conferences, reports, inquiries, etc., and shifts clerical staff to accommodate workload needs.

CRITERIA FOR MATCHING SECRETARIES BY LEVEL

Secretary 1 (01311), Secretary II (01312), Secretary III (01313),

	
	LR-1
	LR-2
	LR-3

	LS-1
	SEC 1 01311
	SEC 22 01312
	SEC IV 01313

	LS-2
	SEC 1 01311
	SEC III 01313
	SEC IV 01313

	LS-3
	SEC I 01311
	SEC IV
	SEC IV 01313


SEC I:

EDUCATION

HIGH SCHOOL DIPLOMA/GED

EXPERIENCE
1 YEAR WORK EXPERIENCE

SEC II:

EDUCATION

HIGH SCHOOL DIPLOMA/GED

EXPERIENCE
1 YEAR RELATED WORK EXPERIENCE

SEC III:

EDUCATION

HIGH SCHOOL DIPLOMA/GED

EXPERIENCE
2 YEAR RELATED WORK EXPERIENCE

SEC IV:

EDUCATION

HIGH SCHOOL DIPLOMA/GED

EXPERIENCE
3-5 YEARs RELATED WORK EXPERIENCE

Forklift Operator  

Duties and Responsibilities: The Forklift Operator operates a manually controlled gasoline, electric or liquid propane gas powered forklift to transport goods and materials of all kinds within a warehouse, manufacturing plant, or other establishment. 

Education and Experience:
· 2 years of related work experience 

· High School Diploma or equivalent  plus Operators Certification

LABORER  

Duties and Responsibilities: The Laborer performs tasks that require mainly physical abilities and effort involving little or no specialized skill or prior work experience.  The following tasks are typical of this occupation: The Laborer loads and unloads trucks, and other conveyances, moves supplies and materials to proper location by wheelbarrow or hand truck;  stacks materials for storage or binning, collects refuse and salvageable materials, and digs, fills, and tamps earth excavations, The Laborer levels ground using pick, shovel, tamper and rake, shovels concrete and snow; cleans culverts and ditches, cuts tree and brush; operates power lawnmowers, moves and arranges heavy pieces of office and household furniture, equipment, and appliance, moves heavy pieces of automotive, medical engineering, and other types of machinery and equipment, spreads sand and salt on icy roads and walkways, and picks up leaves and trash.  

Education and Experience:
· 1 years of related work experience 

· High School Diploma or equivalent  

Material Handler 

Duties and Responsibilities: 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.  

Education and Experience:
· 1 years of related work experience 

· High School Diploma or equivalent  

Shipping/Receiving Clerk

Duties and Responsibilities: 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.

Education and Experience:
· 1 year of related work experience 

· High School Diploma or equivalent
Supply Technician

Duties and Responsibilities: This position performs limited aspects of technical supply management work (e.g., inventory management, storage management, cataloging, and property utilization) related to depot, local, or other supply activities.  Work usually is segregated by commodity area or function, and controlled in terms of difficulty, complexity, or responsibility.  Assignments usually relate to stable or standardized segments of technical supply management operations; or to functions or subjects that are narrow in scope or limited in difficulty.  The work generally involves individual case problems or supply actions.  This work may require consideration of program requirements together with specific variations in or from standardized guidelines.  Assignments require.

Education and Experience:
· 2 years of related work experience 

· High School Diploma or equivalent  

Warehouse Specialist

Duties and Responsibilities: 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.

Education and Experience:
· 2 years of related work experience 

· High School Diploma or equivalent  

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

Education and Experience:
· 1 years of related work experience 

· High School Diploma or equivalent  

Material Expediter
The Material Expediter executes the following: locates and moves materials and parts between work areas of plant to expedite processing of goods, according to pre-determined schedules and priorities, and keeps related record, reviews production schedules inventory reports, and work orders to determine types, quantities, and availability of required material and priorities of customer orders, confers with department supervisors to determine materials overdue and to inform them of location, availability, and condition of materials, locates and moves materials to specified production areas, using cart or hand truck, and records quantity and type of materials distributed and on hand.  Work may include the following tasks: directing Power-Truck Operator or Material Handling Laborer to expedite movement of materials between storage and production areas, compare work ticket specifications with material at work stations to verify appropriateness of material in use, prepare worker production records and timecards, and may update and maintain inventory records, using computer terminal.

Education and Experience:
· 1 years of related work experience 

· High School Diploma or equivalent  

Stock Clerk

The Stock Clerk receives, stores, and issues equipment, materials, supplies, merchandise, foodstuffs, or tools, and compiles stock records of items in stockroom, warehouse or storage yard.  This worker sorts, or weighs incoming articles to verify receipt of items on requisition or invoice, examines stock to verify conformance to specifications, stores articles in bins, on floor or on shelves, according to identifying information, such as style, size or type of material, fills orders or issues supplies from stock, prepares periodic, special or perpetual inventory of stock, and requisitions articles to fill incoming orders.  This worker also compiles reports on use of stock handling equipment, adjustments of inventory counts and stock records, spoilage of or damage to stock, location changes, and refusal of shipments, may mark identifying codes, figures, or letters on articles, may distribute stock among production workers, keeping records of material issued, may make adjustments or repairs to articles carried in stock, and may cut stock to site to fill order.

Education and Experience:
· 1 years of related work experience 

· High School Diploma or equivalent  

Shuttle Bus Driver (Van Driver) 

The Shuttle Bus Driver (Van Driver) drives minibus or van to transport clients, trainees, or company personnel; drives vehicle from individual or central loading area to social services or rehabilitation center, training location, job site, or other destination according to assigned schedule.  This driver may assist disabled passengers into and out of vehicle, secure passengers' wheelchairs to restraining devices to stabilize wheelchairs during trip; may operate radio or similar device to communicate with base station or other vehicles to report disruption of service, clean and/or service vehicle with fuel, lubricants, and accessories, keep records of trips and/or behavior of passengers, and perform other duties when not driving such as, custodial and building maintenance tasks. 

Bus Driver 

The Bus Driver drives bus to transport passengers over specified routes to local or distant points according to time schedule, assists passengers with baggage and collects tickets or cash fares, regulates heating, lighting, and ventilating systems for passenger comfort, complies with local traffic regulations, and reports delays or accidents.  The Bus Driver records cash receipts and ticket fares, may make repairs and change tires, may inspect bus and check gas, oil, and water before departure, load or unload baggage or express checked by passengers in baggage compartment; transports pupils between pickup points and school, and may drive diesel or electric powered transit bus to transport passengers over established city route. 

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. 

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.  

Electronics technician maintenance III
The Electronics Technician Maintenance III applies advanced technical knowledge to solve complex problems that typically cannot be solved solely by referencing manufacturers’ manuals or similar documents.  Examples of such problems include determining the location and density of circuitry, evaluating electromagnetic radiation, isolating malfunctions, and incorporating engineering; changes.  Work typically requires an understanding of the interrelationships of circuits, exercising independent judgment in performing such tasks as making circuit analyses, calculating wave forms, and tracing relationships in signal flow, using complex test instruments such as high frequency pulse generators, frequency synthesizers, distortion analyzers, and complex computer control equipment.  Work may be reviewed by supervisor for general compliance with accepted practices.  This position may provide technical guidance to lower level technicians. 

733-1 Mail Room Management Services Rates

	Labor Category
	DOL
	YR. 1
	YR. 2
	YR. 3
	YR. 4
	YR. 5

	Current SIN Categories
	REF#
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate

	Project Manager
	EXEMPT
	$98.74
	$101.47
	$104.27
	$107.15
	$110.12

	Mailroom Supervisor
	
	$34.86
	$34.86
	$34.86
	$34.86
	$34.86

	Mail Clerk I
	1111
	$29.53
	$29.53
	$29.53
	$29.53
	$29.53

	Mail Clerk II
	1112
	$29.53
	$29.53
	$29.53
	$29.53
	$29.53

	Mail Clerk III
	1113
	$36.46
	$36.46
	$36.46
	$36.46
	$36.46

	Light Truck Driver I
	31361
	$27.62
	$27.62
	$27.62
	$27.62
	$27.62

	Medium Truck Driver
	31362
	$32.47
	$32.47
	$32.47
	$32.47
	$32.47

	Heavy Truck Driver
	31363
	$33.57
	$33.57
	$33.57
	$33.57
	$33.57

	Messenger Courier
	1111
	$24.57
	$24.57
	$24.57
	$24.57
	$24.57

	General Clerk I 
	1111
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	General Clerk II 
	1112
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	General Clerk III 
	1113
	$47.34
	$47.34
	$47.34
	$47.34
	$47.34

	Data Entry Operator I
	1151
	$24.65
	$24.65
	$24.65
	$24.65
	$24.65

	Facility Manager
	EXEMPT
	$56.69
	$58.26
	$59.87
	$61.53
	$63.23

	Contractor Director
	EXEMPT
	$54.29
	$55.80
	$57.34
	$58.92
	$60.55

	Deputy Contract Directors
	EXEMPT
	$46.13
	$47.41
	$48.72
	$50.07
	$51.45

	Support Services Supervisor
	1111
	$26.25
	$26.25
	$26.25
	$26.25
	$26.25

	Support Services Supervisor II
	1113
	$34.05
	$34.05
	$34.05
	$34.05
	$34.05

	Support Services Supervisor III
	1113
	$34.05
	$34.05
	$34.05
	$34.05
	$34.05

	Supervisory Supply
	1020
	$46.28
	$46.28
	$46.28
	$46.28
	$46.28

	Management Analyst I
	14073
	$46.82
	$46.82
	$46.82
	$46.82
	$46.82

	Management Analyst II
	14102
	$46.82
	$46.82
	$46.82
	$46.82
	$46.82

	Management Analyst III
	30084
	$54.52
	$54.52
	$54.52
	$54.52
	$54.52

	Management Analyst IV
	30085
	$64.09
	$64.09
	$64.09
	$64.09
	$64.09

	Computer Operator
	14042
	$35.34
	$35.34
	$35.34
	$35.34
	$35.34

	Computer Specialists
	14102
	$46.82
	$46.82
	$46.82
	$46.82
	$46.82

	Supervisory Duplicating/Photocopy Operator
	1113
	$34.05
	$34.05
	$34.05
	$34.05
	$34.05

	Correspondence Management Specialist
	1611
	$26.11
	$26.11
	$26.11
	$26.11
	$26.11

	Correspondence Management Analyst I
	1312
	$34.03
	$34.03
	$34.03
	$34.03
	$34.03

	Correspondence Management Analyst II
	1020
	$46.28
	$46.28
	$46.28
	$46.28
	$46.28

	Budget Analyst
	1013
	$34.75
	$34.75
	$34.75
	$34.75
	$34.75

	Financial Management Specialist
	1020
	$46.28
	$46.28
	$46.28
	$46.28
	$46.28

	Financial Specialist I
	14072
	$44.18
	$44.18
	$44.18
	$44.18
	$44.18

	Financial Specialist II
	14102
	$46.82
	$46.82
	$46.82
	$46.82
	$46.82

	Duplicating Machine Operator 
	1111
	$26.25
	$26.25
	$26.25
	$26.25
	$26.25

	Secretary I
	1311
	$31.39
	$31.39
	$31.39
	$31.39
	$31.39

	Secretary II
	1312
	$34.03
	$34.03
	$34.03
	$34.03
	$34.03

	Secretary III
	1313
	$41.77
	$41.77
	$41.77
	$41.77
	$41.77

	Secretary IV
	
	$46.28
	$46.28
	$46.28
	$46.28
	$46.28

	Bus Driver
	31030
	$33.66
	$33.66
	$33.66
	$33.66
	$33.66

	Electronics Technician I
	23181
	$45.10
	$45.10
	$45.10
	$45.10
	$45.10

	Electronics Technician II
	23182
	$42.28
	$42.28
	$42.28
	$42.28
	$42.28

	Electronics Technician III
	23183
	$44.48
	$44.48
	$44.48
	$44.48
	$44.48

	Forklift Operator
	21020
	$33.61
	$33.61
	$33.61
	$33.61
	$33.61

	Laborer
	23470
	$26.25
	$26.25
	$26.25
	$26.25
	$26.25

	Material Handler
	21050
	$34.92
	$34.92
	$34.92
	$34.92
	$34.92

	Shipping Receiving Clerk
	21130
	$26.81
	$26.81
	$26.81
	$26.81
	$26.81

	Shuttle Bus Driver
	31290
	$27.62
	$27.62
	$27.62
	$27.62
	$27.62

	Stock Clerk
	21150
	$30.06
	$30.06
	$30.06
	$30.06
	$30.06

	Supply Technician
	1020
	$46.28
	$46.28
	$46.28
	$46.28
	$46.28

	Warehouse Specialist
	21410
	$32.93
	$32.93
	$32.93
	$32.93
	$32.93

	Word Processor I
	1611
	$26.11
	$26.11
	$26.11
	$26.11
	$26.11

	Word Processor II
	1612
	$29.64
	$29.64
	$29.64
	$29.64
	$29.64

	Word Processor III
	1613
	$34.38
	$34.38
	$34.38
	$34.38
	$34.38

	Admin. Assistant I
	1020
	$46.28
	$46.28
	$46.28
	$46.28
	$46.28

	Material Expediter
	21040
	$37.93
	$37.93
	$37.93
	$37.93
	$37.93


Labor Category Descriptions – 733-3 Miscellaneous Mail Services

Mailroom Supervisor

Duties and Responsibilities: Supervise all mail and correspondence activities and personnel to ensure proper task completion. Schedule mail runs to deliver and collect mail effectively. Ensure proper handling of classified materials and sensitive documents, as well as all other incoming and outgoing mail. Interpret and incorporate new agency guidelines and regulations. Conduct periodic and arbitrary quality control surveys and compare results against established AQLs. Report daily operations and problems encountered on a regular basis. Handle administrative functions such as time keeping, performance appraisals, leave approval, maintain financial or other records, and resolve other employee-related issues. Develop training programs for both new and current employees. Make sure all equipment is in good working order. Monitor any supply shortage and the orderliness of the work areas.

Education and Experience: High school diploma or equivalent (GED), 10-15 years of mail and correspondence center experience and/or proper clearance. Associates or Bachelors degree may be substituted for years of experience.

Mail Clerk I

Duties and Responsibilities: Perform and expedite all mail and correspondence activities, including opening, logging, sorting, metering, and distributing all incoming mail from the Post Office. Label and bag all bulk mail, and ensure proper mail pickup and delivery to designated locations. Report any problem to the Mailroom Supervisor immediately. Maintain all equipment and work areas. Notify the Mailroom Supervisor of any supply shortage.

Education and Experience: High school diploma or equivalent (GED), 0-3 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk II

Duties and Responsibilities: In addition to the Mail Clerk I job requirements, the Mail Clerk II will perform the following tasks: verify invoices and the receipt of all mail deliveries, and enter data into automated systems to generate mail labels and periodic reports.

Education and Experience: High school diploma or equivalent (GED), 3-5 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk III

Duties and Responsibilities: In addition to the Mail Clerk II job requirements, the Mail Clerk III will perform the following tasks: receive and process classified and other sensitive documents and correspondences, and destroy classified material using established procedures as directed.

Education and Experience: High school diploma or equivalent (GED), 5-7 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk IV

Duties and Responsibilities: In addition to the Mail Clerk III job requirements, the Mail Clerk IV will assist the Mailroom Supervisor in the following capacity: schedule mail runs, control classified and sensitive documents and mail, maintain quality control, handle various administrative duties, and train new employees.

Education and Experience: High school diploma or equivalent (GED), 7-10 years of mail and correspondence center experience and/or proper clearance.

Project Manager

Duties and Responsibilities: The Project Manager shall be responsible for the overall management supervision, and coordination of this contract to include, but not limited to, personnel selection, training, and quality assurance. 

Education and Experience: The Project Manager shall have 3 years experience as a Project Manager on government contracts; OR 5 years experience as a Project Manager on a commercial contract providing like services; OR 5 years experience directly related to contract requirement, including 2 years of supervisory experience.

Light Truck Driver I

Duties and Responsibilities: Serves as a distribution and mail assistant responsible for the operations of the mailroom to include mail processing, mail directory services and mail redirect to provide service equal to that provided by the U.S. Postal Service in the private sector. Directs the mail operations of incoming materials, routing materials, and processing outgoing materials. Receives and sorts communications into such categories as mail to be opened, mail to be sorted unopened, mail to be recorded or given special handling. Maintains control system for the accountability of special communications. Routes unopened mail to organizational segments or individuals. Opens, reads, and analyzes all official incoming mail for the purpose of determining subject matter, the appropriate action office, the need for multiple routings, etc. Assigns suspense dates when required. Receives and distributes electronic messages to appropriate offices. Sorts and distributes communication and correspondence generated within the agency. Prepares control records for accountability for certain security classified documents or registered mail. Prepares mail for dispatching including bundling and bagging mail according to USPS regulations. Segregates material that requires special handling, such as airmail, special delivery, registered, express, and foreign mail. Assists personnel in locating material, resolving mail problems, and preparing outgoing communications in accordance with pertinent regulations. Prepares and delivers boxes of printing, samples, and mail as required. Drives automobiles and trucks (up to and including 1-ton capacity) to transport mail, distributions, articles, and materials throughout the installation and on public roads for long and short hauls. Loads and unloads to ensure that vehicle is not loaded beyond the rated capacity. Completes trip tickets and preventive maintenance service records. Fills out driver’s accident report in case of an accident. Perform driver’s maintenance in accordance with established rules and regulations.

Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

Medium Truck Driver

Duties and Responsibilities: In addition to the requirements identified above for Light Truck Driver I, Medium Truck Driver shall perform the following tasks:

· Operate an electronic typewriter, word processor, or computer terminal to perform a limited range of functions and procedures to store and retrieve electronic files and enter data into predefined databases

· Review and update a variety of publications concerning mail delivery, distribution, postal operations, and professional associate’s mail

· Possess knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in postal operations

· Ensure that regulations are current and posted.

· Operate Straight truck, 1 1/2 to 4 tons inclusive, usually 6 wheels
Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

Heavy Truck Driver

Duties and Responsibilities: In addition to the requirements identified above for Light Truck Driver I, and Medium Truck Driver the Heavy Truck Driver shall perform the following tasks:

· Operate an electronic typewriter, word processor, or computer terminal to perform a limited range of functions and procedures to store and retrieve electronic files and enter data into predefined databases

· Review and update a variety of publications concerning mail delivery, distribution, postal operations, and professional associate’s mail

· Possess knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in postal operations

· Ensure that regulations are current and posted.

Operate Straight truck, 1 Straight truck, over 4 tons, usually 10 wheels
Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

MESSENGER COURIER

Duties and Responsibilities: Deliver messages, documents, packages and mail to various business concerns or governmental agencies on foot or bicycle.  May perform miscellaneous errands, such as carrying mail to and from the post office and sorting or opening incoming and outgoing mail.  May obtain receipts for articles delivered and keep a log of items received and delivered.  May deliver items to offices and departments within establishments.

General Clerk I 

Duties and Responsibilities: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., mimeograph, photocopy, addressograph or mailing machine. 

Education and Experience:
· 1 year of clerical experience 

· High School Diploma or equivalent 

General Clerk II 

Duties and Responsibilities: Follows a number of 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, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. 

Education and Experience:
· 1-3 years of clerical experience 

· High School Diploma or equivalent 

Labor Category Descriptions – 733-3 Miscellaneous Mail Services Rates
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	Labor Category
	DOL
	 
	YR. 1
	YR. 2
	YR. 3
	YR. 4
	YR. 5

	Current SIN Categories
	REF#
	 
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate

	Project Manager
	EXEMPT
	 
	$98.74
	$101.47
	$104.27
	$107.16
	$110.12

	Mailroom Supervisor
	
	 
	$34.86
	$34.86
	$34.86
	$34.86
	$34.86

	Mail Clerk I
	1111
	 
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	Mail Clerk II
	1112
	 
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	Mail Clerk III
	1113
	 
	$47.34
	$47.34
	$47.34
	$47.34
	$47.34

	Light Truck Driver I
	31361
	 
	$27.62
	$27.62
	$27.62
	$27.62
	$27.62

	Light Truck Driver II
	31361
	 
	$24.96
	$24.96
	$24.96
	$24.96
	$24.96

	Messanger Courier
	1111
	 
	$24.57
	$24.57
	$24.57
	$24.57
	$24.57

	General Clerk I
	1111
	 
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	General Clerk II
	1112
	 
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	Medium Truck Driver
	31362
	 
	$32.47
	$32.47
	$32.47
	$32.47
	$32.47


Labor Category Descriptions – 

733-6 Mail Screening and Inspection Services

Project Manager

Duties and Responsibilities: The Project Manager shall be responsible for the overall management supervision, and coordination of this contract to include, but not limited to, personnel selection, training, and quality assurance..

Education and Experience: the Project Manager shall have 3 years experience as a Project Manager on government contracts; OR 5 years experience as a Project Manager on a commercial contract providing like services; OR 5 years experience directly related to contract requirement, including 2 years of supervisory experience.

Mailroom Supervisor

Duties and Responsibilities: Supervise all mail and correspondence activities and personnel to ensure proper task completion. Schedule mail runs to deliver and collect mail effectively. Ensure proper handling of classified materials and sensitive documents, as well as all other incoming and outgoing mail. Interpret and incorporate new agency guidelines and regulations. Conduct periodic and arbitrary quality control surveys and compare results against established AQLs. Report daily operations and problems encountered on a regular basis. Handle administrative functions such as time keeping, performance appraisals, leave approval, maintain financial or other records, and resolve other employee-related issues. Develop training programs for both new and current employees. Make sure all equipment is in good working order. Monitor any supply shortage and the orderliness of the work areas.

Education and Experience: High school diploma or equivalent (GED), 10-15 years of mail and correspondence center experience and/or proper clearance. Associates or Bachelors degree may be substituted for years of experience.

Mail Clerk I

Duties and Responsibilities: Perform and expedite all mail and correspondence activities, including opening, logging, sorting, metering, and distributing all incoming mail from the Post Office. Label and bag all bulk mail, and ensure proper mail pickup and delivery to designated locations. Report any problem to the Mailroom Supervisor immediately. Maintain all equipment and work areas. Notify the Mailroom Supervisor of any supply shortage.

Education and Experience: High school diploma or equivalent (GED), 0-3 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk II

Duties and Responsibilities: In addition to the Mail Clerk I job requirements, the Mail Clerk II will perform the following tasks: verify invoices and the receipt of all mail deliveries, and enter data into automated systems to generate mail labels and periodic reports.

Education and Experience: High school diploma or equivalent (GED), 3-5 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk III

Duties and Responsibilities: In addition to the Mail Clerk II job requirements, the Mail Clerk III will perform the following tasks: receive and process classified and other sensitive documents and correspondences, and destroy classified material using established procedures as directed.

Education and Experience: High school diploma or equivalent (GED), 5-7 years of mail and correspondence center experience and/or proper clearance.

Mail Clerk IV

Duties and Responsibilities: In addition to the Mail Clerk III job requirements, the Mail Clerk IV will assist the Mailroom Supervisor in the following capacity: schedule mail runs, control classified and sensitive documents and mail, maintain quality control, handle various administrative duties, and train new employees.

Education and Experience: High school diploma or equivalent (GED), 7-10 years of mail and correspondence center experience and/or proper clearance.

General Clerk I 

Duties and Responsibilities: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., mimeograph, photocopy, addressograph or mailing machine. 

Education and Experience:
· 1 year of clerical experience 

· High School Diploma or equivalent 

General Clerk II 

Duties and Responsibilities: Follows a number of 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, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. 

Education and Experience:
· 1-3 years of clerical experience 

· High School Diploma or equivalent 

Light Truck Driver I

Duties and Responsibilities: Serves as a distribution and mail assistant responsible for the operations of the mailroom to include mail processing, mail directory services and mail redirect to provide service equal to that provided by the U.S. Postal Service in the private sector. Directs the mail operations of incoming materials, routing materials, and processing outgoing materials. Receives and sorts communications into such categories as mail to be opened, mail to be sorted unopened, mail to be recorded or given special handling. Maintains control system for the accountability of special communications. Routes unopened mail to organizational segments or individuals. Opens, reads, and analyzes all official incoming mail for the purpose of determining subject matter, the appropriate action office, the need for multiple routings, etc. Assigns suspense dates when required. Receives and distributes electronic messages to appropriate offices. Sorts and distributes communication and correspondence generated within the agency. Prepares control records for accountability for certain security classified documents or registered mail. Prepares mail for dispatching including bundling and bagging mail according to USPS regulations. Segregates material that requires special handling, such as airmail, special delivery, registered, express, and foreign mail. Assists personnel in locating material, resolving mail problems, and preparing outgoing communications in accordance with pertinent regulations. Prepares and delivers boxes of printing, samples, and mail as required. Drives automobiles and trucks (up to and including 1-ton capacity) to transport mail, distributions, articles, and materials throughout the installation and on public roads for long and short hauls. Loads and unloads to ensure that vehicle is not loaded beyond the rated capacity. Completes trip tickets and preventive maintenance service records. Fills out driver’s accident report in case of an accident. Perform driver’s maintenance in accordance with established rules and regulations.

Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

Light Truck Driver II

Duties and Responsibilities: In addition to the requirements identified above for Light Truck Driver I, Light Truck Driver II shall perform the following tasks:

· Operate an electronic typewriter, word processor, or computer terminal to perform a limited range of functions and procedures to store and retrieve electronic files and enter data into predefined databases

· Review and update a variety of publications concerning mail delivery, distribution, postal operations, and professional associate’s mail

· Possess knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in postal operations

· Ensure that regulations are current and posted.

Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

Medium Truck Driver

Duties and Responsibilities: In addition to the requirements identified above for Light Truck Driver I, Light Truck Driver II shall perform the following tasks:

· Operate an electronic typewriter, word processor, or computer terminal to perform a limited range of functions and procedures to store and retrieve electronic files and enter data into predefined databases

· Review and update a variety of publications concerning mail delivery, distribution, postal operations, and professional associate’s mail

· Possess knowledge of grammar, spelling, capitalization, punctuation, and terminology commonly used in postal operations

· Ensure that regulations are current and posted.

· Operate Straight truck, 1 1/2 to 4 tons inclusive, usually 6 wheels
Education and Experience:

· High school diploma/equivalency and one (1) year of general office experience

· Knowledge of postal regulations and mail delivery

· Valid Maryland Class D driver’s license with no prior violations

· Must be able to obtain a SECRET clearance

· Pass a defensive driving course

· Must be able to lift up to 70 lbs.

· Able to work independently

MESSENGER COURIER

Duties and Responsibilities: Deliver messages, documents, packages and mail to various business concerns or governmental agencies on foot or bicycle.  May perform miscellaneous errands, such as carrying mail to and from the post office and sorting or opening incoming and outgoing mail.  May obtain receipts for articles delivered and keep a log of items received and delivered.  May deliver items to offices and departments within establishments.

733-6 Mail Screening and Inspection Services Rates

	Labor Category
	DOL
	 
	YR. 1
	YR. 2
	YR. 3
	YR. 4
	YR. 5

	Current SIN Categories
	REF#
	 
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate
	Hourly Rate

	Project Manager
	EXEMPT
	 
	$98.74
	$101.47
	$104.27
	$107.16
	$110.12

	Mailroom Supervisor
	
	 
	$34.86
	$34.86
	$34.86
	$34.86
	$34.86

	Mail Clerk I
	1111
	 
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	Mail Clerk II
	1112
	 
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	Mail Clerk III
	1113
	 
	$47.34
	$47.34
	$47.34
	$47.34
	$47.34

	Light Truck Driver I
	31361
	 
	$27.62
	$27.62
	$27.62
	$27.62
	$27.62

	Light Truck Driver II
	31361
	 
	$24.96
	$24.96
	$24.96
	$24.96
	$24.96

	Messenger Courier
	1111
	 
	$24.57
	$24.57
	$24.57
	$24.57
	$24.57

	General Clerk I
	1111
	 
	$33.47
	$33.47
	$33.47
	$33.47
	$33.47

	General Clerk II
	1112
	 
	$45.02
	$45.02
	$45.02
	$45.02
	$45.02

	Medium Truck Driver
	31362
	 
	$32.47
	$32.47
	$32.47
	$32.47
	$32.47
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