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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 for GSA Advantage is:  http://www.gsaadvantage.gov
TAPS

GSA Federal Supply Schedule 736

Temporary Administrative & Professional Staffing Support Services

CTI Global Solutions, Inc.

Contract No: GS-07F-0079N

Contract Period: October 1, 2012 to October 1, 2017
Business Size:  Small
Primary POC:  

P.W. Dee Carroll, President & CEO
                         

1050 17th St. NW Suite 600
   
Washington, DC 20036
   
Phone:  202.204.3045
   
Fax:  301.386.8809
   
dcarroll@cti-gs.com
Alternate POC:
Lilibeth Maqui, Finance Mgr.



1050 17th St. NW Suite 600
   
Washington, DC 20036
   
Phone:  202.204.3045



Fax:  301.386.8809



lmaqui@cti-gs.com
About CTI
CTI Global Solutions, Inc. (CTI), a minority/woman-owned, full-service business support firm headquartered in Largo, Maryland specializes in the planning and implementation of alternative methodologies for supporting the business needs of the public and private sectors. Whether a public or private agency is in need of short-term or long-term contractual support, CTI is positioned to meet the employer’s needs. CTI tracks market trends and creates arrangements to address the contingency needs of local, national and international organizations. Thus, CTI specializes in offering one-stop service that includes Human Capital and Program Management services. A graduate of the 8(a) program, CTI has successfully provided staffing support services to commercial and government sectors since 1989. CTI’s service offering include:  Staff Augmentation, Contract Staffing, Call Center Services, Payrolling Services, Program Management and Records Management.  Please visit us at:  www.cti-gs.com
CUSTOMER INFORMATION
1a
Table of awarded special item numbers:

736-1:    Administrative Support and Clerical Occupations

736-2:    Automatic Data Processing Occupations

736-3:  
 General Services and Support

736-4:    Information and Arts Occupations (Including Miscellaneous Occupations)
736-5:    Introduction of New Labor Categories for Temporary Services
1b
Labor Rates:  See below Price Schedule 
1c
Labor Categories:  See below Labor Category Descriptions 
2.
Maximum Order: 
$100,000
3.
Minimum Order:
$100

4.
Geographic Coverage:  Nationwide

5.
Point(s) of production:
N/A

6.
Discount from list prices or statement of net price:  Prices herein are net (inclusive of .75% IFF)

7.
Quantity discounts: 
N/A

8.
Prompt payment terns:

1% Net 15 days

9a.
Government purchase cards are accepted up to the micro-purchase threshold.

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

10.
Foreign list items (list items by country of origin):  N/A

11a.
Time of Delivery:  Not a product based company. Will provide services within two (2) working days of receipt of funding document.

11b.
Expedited Delivery:  Not a product based company. Will provide services within two (2) working days of receipt of funding document.

11c.
Overnight and 2-day delivery:  Not a product based company. Will provide services within two (2) working days of receipt of funding document.

11d.
Urgent Requirements:
Agencies may contact Dee Carroll (301) 322-2600 for Urgent Requirements

12.
F.O.B. point(s):

Destination

13a.
Ordering address (es):
9500 Arena Drive, Suite 450, Largo, MD 20774, Telephone 301.386.8805; Fax 301.386.8809; dcarroll@cti-gs.com
13b.
Ordering procedures:  For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA’s) and a sample BPA are found in the Federal Acquisition Regulation (FAR) 8.405.3.

14.
Payment address (es):

9500 Arena Drive, Suite 450, Largo, MD 20774

15.
Warranty provision:

N/A

16.
Export packing charges:

N/A

17. 
Terms and conditions of Government purchase card acceptance:  No additional terms

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

19.
Terms and conditions of installation:  N/A

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

20a.
Terms and conditions for any other services:  N/A

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

22. 
List of participating dealers:  N/A

23.
Preventive maintenance:  N/A

24a.
Environmental attributes:   N/A

24b.       Section 508 compliance N/A

25.
(DUNS) number:  604152017

26.
Registered in (CCR) database: Contractor is registered in CCR database
27.         N/A

	
	Labor Categories
	

	
	
	

	
	SIN 736-1
	TOTAL GSA PRICE

	
	Accounting Clerk I
	$32.79

	
	Accounting Clerk II
	$36.08

	
	Accounting Clerk III
	$45.72

	
	Court Reporter
	$44.91

	
	Data Entry Clerk I
	$31.52

	
	Data Entry Clerk II
	$33.89

	
	Duplicating Machine Operator
	$31.23

	
	General Clerk I
	$32.42

	
	General Clerk II
	$34.87

	
	General Clerk III
	$39.34

	
	Message Courier
	$30.16

	
	Order Clerk I
	$32.85

	
	Order Clerk II
	$35.34

	
	Receptionist
	$31.63

	
	Secretary I
	$38.15

	
	Secretary II
	$41.93

	
	Secretary III
	$51.10

	
	Word Processor I
	$33.77

	
	Word Processor II
	$37.43

	
	Word Processor III
	$41.53

	
	
	

	
	
	

	
	SIN 736-2
	

	
	Computer Operator I
	$39.67

	
	Computer Operator II
	$43.72

	
	Computer Operator III
	$48.07

	
	Computer Operator IV
	$52.76

	
	Computer Operator V
	$57.82

	
	Computer Programmer I
	$53.02

	
	Computer Programmer II
	$55.34

	
	Computer Programmer III
	$58.73

	
	Computer Programmer IV
	$65.37

	
	Systems Analyst I
	$58.66

	
	Systems Analyst II
	$61.79

	
	Systems Analyst III
	$67.60

	
	
	

	
	SIN 736-3
	

	
	Store Worker I
	$26.76

	
	Stock Clerk/Store Worker II
	$35.98

	
	Warehouse Worker
	$38.06

	
	Material Handler/Laborer
	$30.55

	
	Shipping Receiving Clerk
	$32.80

	
	
	

	
	SIN 736-4
	

	
	Librarian
	$66.51

	
	
	

	
	
	

	
	SIN 736-5
	

	
	Accounting Clerk IV
	$50.59

	
	General Clerk IV
	$46.10

	
	Secretary IV
	$55.97

	
	Secretary V
	$63.11

	
	Executive Administrative Assistant  
	$73.89

	
	Executive Staff Assistant  
	$68.50

	
	Computer Programming V
	$77.48

	
	Computer Systems Analyst V
	$86.44

	
	Web Developer  
	$59.55

	
	IT Manager
	$95.41

	
	Contract Administrator I  
	$50.59

	
	Contract Administrator II  
	$57.74

	
	Contract Administrator III  
	$65.84

	
	Contract Administrator IV  
	$74.79

	
	Contract Administrator V 
	$84.64

	
	Graphic Artist  
	$77.48

	
	Paralegal I
	$50.59

	
	Paralegal II
	$59.55

	
	Paralegal III
	$68.50

	
	Project Manager
	$77.48

	
	Senior Project Manager
	$86.44

	
	Logistics Property Manager
	$68.50

	
	Logistics Property Coordinator
	$55.97

	
	Safety Specialist

Electronics Technician
	$59.55
$55.97

	
	Business Manager
	$72.08

	
	Subcontract Administrator
	$62.24

	
	Program Planning and Control
	$81.04

	
	Quality Control Manager
	$68.50

	
	
	

	
	
	

	
	
	


SIN: 736-1 ADMINISTRATIVE SUPPORT AND CLERICAL OCCUPATIONS

Accounting Clerk I
This position is responsible for performing one or more routine accounting clerical operations such as: examining, verifying, and correcting various accounting documents to ensure completeness and accuracy of data in accordance to accounting procedures.  Specific tasks/duties are assigned under adequate supervision.  Entry-level reconciliation and posting will be assigned under detailed guidance.  In most instances, an employee in this position will rely on the supervisors’ instructions.  Completed work will be reviewed for accuracy and compliance with procedures. 
0 – 6 months experience plus High School diploma or GED. 

Accounting Clerk II 

This position uses knowledge of double entry bookkeeping in performing one or more of the following:  posting actions to journals, identifying subsidiary accounts affected, making debit and credit entries, and assigning proper codes.  The Accounting Clerk II may review computer printouts against manually maintained journals, detect and correct erroneous postings, and prepare documents to adjust accounting classifications and other data, or review lists of transactions rejected by an automated system.  In this instance, the Accounting Clerk II will determine reasons for rejections, and prepare necessary correcting material.  On routine assignments, an employee will select and apply established procedures and techniques.  Detailed instructions are provided for difficult or unusual assignments.  Completed work and methods used, are reviewed for technical accuracy. 

6 months experience plus High School diploma or GED.

Accounting Clerk III

The Accounting Clerk III maintains journals or subsidiary ledgers of an accounting system and balances and reconciles accounts.  Typical duties include one or both of the following: 1.) reviewing invoices and statements verifying information, ensuring sufficient funds have been obligated, and if questionable, resolving with the submitting unit determining accounts involved.  The review will include coding transactions, and processing material through data processing for application in the accounting system; 2.) analysis and reconciliation of computer printouts with operating unit reports (contacting units, researching causes of discrepancies, and taking action to ensure that accounts balance).  Supervisor provides suggestions for handling unusual or non-recurring transactions.  Conformance with requirements and technical soundness of completed work are reviewed by the supervisor, or are controlled by mechanisms built into the accounting processes. 

1 – 2 years experience plus High School diploma or GED.

Court Reporter

This position records examination, testimony, judicial opinions, judge's charge to jury, judgment or sentence of court, or other proceedings in a court of law by manual or machine shorthand.  The Court Reporter reads portions of transcript during trial at the judge's request, and asks speakers to clarify inaudible statements.  The Court Reporter transcribes recorded material using a typewriter, or dictates material into a recording machine. 

At least 1 year experience including business school training or possession of a bachelor’s degree in any discipline.

Data Entry Operator I                                                                                                         

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. 
6 months experience and High School degree or equivalent. 

Data Entry Operator II 
This position requires the application of experience and judgment in selecting procedures to be followed, and searching for interpreting, selecting, or coding items to be entered from a variety of document sources.  The Data Entry Operator II may occasionally perform routine work as described for Data Entry Operator I.  

Excluded are operators above Level II using the key entry controls to access, read, and evaluate the substance of specific records to take substantive actions, or to make entices requiring a similar level of knowledge. 

1 – 2 years experience and High School degree or equivalent.

 Duplicating Machine Operator (Photocopy Machine Operator; Reproduction Worker) 

This position operates one or more photocopying, photographic, mimeograph and duplicating office machines to make copies of documents such as letters, reports, directives, manuals, articles and bulletins.  Additional responsibilities include:  operating small binding machines, performing clerical duties associated with the request for printing and photographic services, preparing assembly sheets, printing requisitions with specifications for printing and binding, recording, delivering and collecting work.  The Duplicating Machine Operator performs minor repairs preventive maintenance, and maintains an inventory of supplies and reproduction equipment paying particular attention to important variables indicated by trade name of machine.

General Clerk I 
This position follows clearly detailed specific procedures in completing several repetitive clerical steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file; could involve simple posting to individual accounts, opening mail, calculating and posting charges to departmental accounts, operating basic office equipment, e.g., photocopier, facsimile, multi-line phone/voicemail systems, mailing machines, and minimal computer programs.  Little or no subject-matter knowledge is required, but the clerk uses his or her own judgment in choosing the proper procedure for each task.  Responsible for providing assistance with internal forms, correspondences, memos.  Required to compose, retrieve and respond to emails; perform audits, maintain supply inventory, schedule conference room meetings and event activities. Facilitate various tracking logs using MS Excel.  Responsible for documents preparation management and provide assistance on special projects when needed.  May serve as a liaison between others departments within the organization.  Required to prepare various reports. Must be experienced using Microsoft Office.
General Clerk II 
This position requires familiarity with the terminology of the office unit.  The General Clerk II 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 administrative/clerical steps often vary in type or sequence, depending on the task.  Recognized problems are referred to others.  This position follows clearly detailed specific procedures in completing several repetitive steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file; could involve simple posting to individual accounts, opening mail, calculating and posting charges to departmental accounts, operating basic office equipment, e.g., photocopier, facsimile, multi-line phone/voicemail systems, mailing machines, and minimal computer programs.  Little or no subject-matter knowledge is required, but the clerk uses his or her own judgment in choosing the proper procedure for each task.  Responsible for providing assistance with internal forms, correspondences, memos.  Required to greet visitors and maintain telephone rosters as necessary.  Will compose, retrieve and respond to emails; perform audits, maintain supply inventory, schedule conference room meetings and event activities. Facilitate various tracking logs using MS Excel.  Responsible for documents preparation and management and provide assistance on special projects when needed.  May serve as a liaison between others departments within the organization.  Required to prepare various reports and maintain supplies and inventory.   Will provide assistance with administrative task activities and special projects as directed. Must be experienced using Microsoft Office.

General Clerk III

This position uses some subject-matter knowledge pertaining to task activities and judgment to complete assignments consisting of numerous steps varying in nature and sequence.  The General Clerk III selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures.  Typical duties include: assisting in a variety of administrative matters; maintaining a wide variety of financial or other records (stored both manually and electronically); verifying statistical reports for accuracy and completeness; compiling information; and handling and adjusting complaints.  

The General Clerk III may also direct lower level clerks.  Positions above level IV are excluded.  Such positions require workers to use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments.  This position requires familiarity with the terminology of the office unit.  The General Clerk III 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 administrative/clerical steps often vary in type or sequence, depending on the task.  Recognized problems are referred to others. 

This position follows clearly detailed specific procedures in completing several repetitive steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file; could involve simple posting to individual accounts, opening mail, calculating and posting charges to departmental accounts, operating basic office equipment, e.g., photocopier, facsimile, multi-line phone/voicemail systems, mailing machines, and minimal computer programs.  Little or no subject-matter knowledge is required, but the clerk uses his or her own judgment in choosing the proper procedure for each task.  Responsible for providing assistance with internal forms, correspondences, memos.  Required to compose, retrieve and respond to emails; perform audits, maintain supply inventory, schedule conference room meetings and event activities. Facilitate various tracking logs using MS Excel.  Responsible for documents preparation and management and provide assistance on special projects when needed.  May serve as a liaison between others departments within the organization.  Required to prepare various reports.  Required to maintain supplies and inventory, and able to assist with administrative processes and projects as directed.  Must be experienced using Microsoft Office. 

Messenger (Courier)

The Messenger Courier delivers messages, documents, packages and mail to various business concerns or governmental agencies.  An employee in this role may perform the following:  miscellaneous errands, such as carrying mail within the base and sorting or opening incoming and outgoing mail, obtain receipts for articles delivered and keep a log of items received and delivered, or deliver items to offices and departments within an establishment.  The Messenger Courier may use a bicycle, golf cart, or motorcycle to perform these duties.   

Driver’s license may be required and 0 – 6 months experience, plus High School diploma or equivalent.

Order Clerk I
This position handles orders involving items that have readily identified uses and applications.  The Order Clerk I may refer to a catalog, manufacturer's manual or similar document to insure that the proper item is supplied or to verify the price of order.  
Computer literature with 18 months or more years of experience, plus High School diploma or equivalent.

Order Clerk II

This position handles orders that involve making judgments such as choosing which specific product or material from the establishment's product lines will satisfy the customer's needs, or determining the price to be quoted when pricing involves more than merely referring to a price list or making some simple mathematical calculations. 

 Computer literate with 2 or more years of experience, plus High School diploma or equivalent.
Receptionist I
This position greets visitors, determining nature of visits and directing visitors to appropriate persons.  The Receptionist may also have other duties such as recording and transmitting messages; keeping records of calls placed; providing information to callers and visitors; making appointments; keeping a log of visitors; and issuing visitor passes.  In this position, one may also work on a computer and perform other routine clerical work that may occupy the major portion of the worker's time.  Provide administrative support in areas such as document preparation, filing, copying.  May be required to perform special tasks pertaining to research projects to include records management.  Knowledgeable of working with databases. Provide assistance on special projects as directed.

High school diploma, GED or equivalent and minimum 6 months to 1 year experience required.

LS -1 Secretary 

In simple to complex organization structures, carries out recurring office procedures independently. Selects the guidelines or reference which fits the specific case. Supervisor provides specific instructions on new assignments and checks completed work for accuracy. Performs varied duties including or comparable to the following: responds to routine telephone requests which have standard answers; refers calls and visitors to appropriate staff. Controls mail and timely staff response; may send form letters; as instructed, maintains supervisor’s calendar, makes appointments, and arranges for meeting rooms; reviews materials prepared for supervisor’s approval for typographical accuracy and proper format; maintains recurring internal repots, such as time and leave records, office equipment listings, correspondence controls, and training plans; requisitions supplies, printing, maintenance, or other services. Types, takes and transcribes dictation, and establishes and maintains office files. 

1 year related experience plus High School diploma or equivalent.

LS-2 Secretary 

In non-complex organizations, handles differing situations, problems, and deviation 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: screens telephone calls, visitors, and incoming correspondence; personally responds to request for information concerning office procedures; determines which requests should be handled by the supervisor, appropriate staff member or other offices. May prepare and sign routine, nontechnical correspondence in own or supervisor’s name; schedules tentative appointments without prior clearance. Makes arrangements for conferences and meetings and assembles established background materials, as directed. May attend meetings and record and report on the proceedings; reviews ongoing materials and correspondence for internal consistency and conformance with supervisor’s procedures; assures that proper clearances have been obtained, when needed; collects information from the files or staff for routine inquiries on office program(s) or periodic reports. Refers non-routine requests to supervisor or staff; explains to subordinate staff supervisor’s requirements concerning office procedures. Coordinates personnel and administrative forms for the office and forwards for processing. 

3 or more years of progressive experience plus High School diploma or equivalent.

LS-3 Secretary 

In a non-complex organization, 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: based on the knowledge of the supervisor’s views, composes correspondence on own initiative about administrative matters and general office policies for supervisor’s approval; anticipates and prepares materials needed by supervisor for conferences, correspondence, appointments, meetings, telephone calls, etc. , and informs supervisor on matters to be considered ; reads publications, regulations, and directives and takes action refers those that are important to the supervisor and staff; prepares special or one-time reports, summaries, or replies to inquiries, selecting relevant information from variety of sources such as reports, documents, correspondence, other office, etc. , under general directions; advises secretaries in subordinate office(s) for periodic or special conferences, reports, inquiries, etc. Shifts clerical staff to accommodate workload needs. In a complex organization (multi-department and/or multi-functional), 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 following: screens telephones calls, visitors, and incoming correspondence; personally responds to requests for information concerning office procedures; determines which requests should be handled by the supervisor, appropriate staff member or other offices. May prepare and sign routine, non-technical correspondence in own or supervisor’s name; schedules tentative appointments without prior clearance. Makes arrangements for conferences and meetings and assembles established background materials, as directed. May attend meetings and record and report on the proceedings; reviews outgoing materials and correspondence for internal consistency and conformance with supervisor’s procedures; assures that proper clearances have been obtained, when needed; collects information from the files or staff for routine inquiries on office program9s0 or periodic reports. Refers non-routine requests to supervisor or staff; explains to subordinate staff supervisor’s requirements concerning office procedures. Coordinates personnel and administrative forms for the office and forwards for processing.

Responsible for managing office supplies and inventory; plan assign and control distribution of all marketing materials; coordinate and negotiate project deadlines;  Managing, maintain and update statistics and information, Required to update website when needed and assist with special projects when needed.  Administers and processes visitor parking passes.  May be required to coordinate special benefit programs.

Word Processor I

This position produces a variety of standard documents, such as correspondence, form letters, reports, tables and other printed materials.  Work requires skill in typing; a knowledge of grammar, punctuation and spelling; and ability to use reference guides and equipment manuals.  The Word Processor I performs familiar, routine assignments following standard procedures, seeks further instructions for assignments requiring deviations from established procedures. 

Word Processor II

This position uses knowledge of varied and advanced functions of one software type, knowledge of varied functions of different types of software, or knowledge of specialized or technical terminology to perform such typical duties  includes editing and reformatting written or electronic drafts; correcting function codes; adjusting spacing formatting and standardizing headings, margins, and indentations; Transcribing scientific reports, lab analysis, legal proceedings, or similar material from voice tapes or handwritten drafts.  Work requires knowledge of specialized, technical, or scientific terminology. 

Work requires familiarity with office terminology and practices.  Incumbent corrects copy, and questions originator of document concerning missing information, improper formatting, or discrepancies in instructions.  Supervisor sets priorities and deadlines on  continuing assignments, furnishes general instructions for recurring work and provides specific instructions for new or unique projects. 

Word Processor III 

Requires both a comprehensive knowledge of word processing software applications and office practices and a high degree of skill in applying software functions to prepare complex and detailed documents.  For example, processes complex and lengthy technical reports which include tables, graphs, charts, or multiple columns.  Uses either different word processing packages or many different style macros or special command functions; independently completes assignments and resolves problems. 

SIN 736-2: CONSULTING SERVICES

Computer Operator I

The Computer Operator I works under close personal supervision and is provided detailed written or oral guidance before and during assignments.  As instructed, this worker resolves common operating problems and may serve as an assistant operator working under close supervision or performing a portion of a more senior operator's work.   

Certificate from accredited educational institution.  0-1 year experience minimum.                                                                                                                                                                                                 

Computer Operator II

The Computer Operator II processes scheduled routines that present few difficult operating problems (e.g., infrequent or easily resolved error conditions).  In response to computer output instructions or error conditions, this worker applies standard operating or corrective procedure, refers problems that do not respond to preplanned procedure, and may serve as an assistant operator, working under general supervision.  

High School and certificate from accredited educational institution.  2-3 years experience minimum.                                                                                                                                                

Computer Operator III

The Computer Operator III processes a range of scheduled routines.  In addition to operating the system and resolving common error conditions, this worker diagnoses and acts on machine stoppage and error conditions not fully covered by existing procedures and guidelines (e.g., resetting switches and other controls or making mechanical adjustments to maintain or restore equipment operations).  In response to computer output instructions or error conditions, the Computer Operator III may deviate from standard procedures if standard procedures do not provide a solution and refers problems which do not respond to corrective procedures to a person of supervisory or higher individual contributor level.  

High School and degree from accredited educational institution preferably in Computer Science.  3-5 years experience minimum.                                                                                                                                                                                                                      

Computer Operator IV

The Computer Operator IV adapts to a variety of nonstandard problems that require extensive operator intervention (e.g. frequent introduction of new programs, applications, or procedures).  In response to computer output instructions or error conditions, this worker chooses or devises a course of action from among several alternatives and alters or deviates from standard procedures if standard procedures do not provide a solution (e.g. reassigning equipment in order to work around faulty equipment or transfer channels); then refers problems if necessary.  Typically, completed work is submitted to users without supervisory review.  

Degree from accredited educational institution preferably in Computer Science and 5 years experience.                                                                                                  

Computer Operator V

The Computer Operator V resolves a variety of difficult operating problems (e.g. making unusual equipment connections and rarely used equipment and channel configurations to direct processing through or around problems in equipment, circuits, or channels or reviewing test run requirements and developing unusual system configurations that will allow test programs to process without interfering with ongoing job requirements).  In response to computer output instructions and error conditions or to avoid loss of information or to conserve computer time, operator deviates from standard procedures.  Such actions may materially alter the computer unit's production plans.  This operator may spend considerable time away from the control station providing technical assistance to lower level operators and assisting programmers, systems analysts, and subject matter specialists with resolution of problems.  

May handle a wide-variety of situations and conflicts involving the clerical or administrative functions of the office, which often cannot be brought to the attention of the executive. The executive sets the overall objectives of the work. The Computer Operation V may participate in developing the work deadlines. Duties include or are comparable to the following: Takes dictation and transcribes. Photocopy documents and reports for distribution. Required to be proficient in office products, such as Word, Excel and PowerPoint requirements to include entering, retrieving, editing, and presenting text, spreadsheets and/or charts. Responsible for developing and managing databases to include preparing presentations; receive screen and greet visitors; Will be proficient in grammar, spelling and punctuation. Required to produce printed materials accurately and compose correspondences requiring some understanding of technical matters; may sign for executive when technical or policy content has been authorized; Notes any commitments made by executive during meetings and arranges for staff implementation. On own initiative, arranges for staff member to represent organization at conferences and meetings, establishes appointment priorities, or reschedules or refuses appointments or invitations.

Responsible for reading outgoing correspondence for executive's approval and alerts writers to any conflict with the file or departure from policies or executive's viewpoints; gives advice to resolve the problems; Summarizes the content of incoming materials, specially gathered information, or meetings to assist executive; coordinates the new information with background office sources; draws attention to important parts or conflicts; In the executive's absence, ensures that requests for action or information are relayed to the appropriate staff member; as needed, interprets request and helps implement action; makes sure that information is furnished in timely manner; decides whether executive should be notified of important or emergency matters. Provide assistance with office automation to include document preparation and management.  May be required to make travel arrangements for department; responsible for maintaining manual and electronic records and files.

Computer Programmer I
At this level, initial assignments are designed to develop competence in applying established programming procedures to routine problems.  This Computer Programmer performs routine programming assignments that do not require skilled background experience but do require knowledge of established programming procedures and data processing requirements, and works according to clear-cut and complete specifications.  The data are refined, and the format of the final product is very similar to that of the input, or is well defined when significantly different, i.e., there are few, if any, problems with interrelating varied records and outputs.  

The Computer Programmer I maintains and modifies routine programs, makes approved changes by amending program flow charts, developing detailed processing logic, and coding changes, tests and documents modifications and writes operator instructions, may write routine new programs using prescribed specifications, and may confer with EDP personnel to clarify procedures, processing logic, etc.  

In addition, the Computer Programmer I may evaluate simple interrelationships in the immediate programming area confers with user representatives to gain an understanding of the situation sufficient to formulate the needed change, and implements the change upon approval of the supervisor or higher level staff.  The incumbent is provided with charts, narrative descriptions of the functions performed, an approved statement of the product desired (e.g., a change in a local establishment report), and the inputs, outputs, and record formats.  This Worker reviews objectives and assignment details with higher level staff to insure thorough understanding; uses judgment in selecting among authorized procedures and seeks assistance when guidelines are inadequate, significant deviations are proposed, or when unanticipated problems arise.  Work is usually monitored in progress, and all work is reviewed upon completion for accuracy and compliance with standards.  

Must possess either a B.S. degree in either Computer Science or Information Systems or have equivalent related experience in lieu of the degree.                                                                                                                                                                                          

Computer Programmer II

At this level, initial assignments are designed to develop competence in applying established programming procedures to routine problems.  This Computer Programmer performs routine programming assignments that do not require skilled background experience but do require knowledge of established programming procedures and data processing requirements, and works according to clear-cut and complete specifications.  The data are refined, and the format of the final product is very similar to that of the input, or is well defined when significantly different, i.e., there are few, if any, problems with interrelating varied records and outputs.  

The Computer Programmer II maintains and modifies routine programs, makes approved changes by amending program flow charts, developing detailed processing logic, and coding changes, tests and documents modifications and writes operator instructions, may write routine new programs using prescribed specifications, and may confer with EDP personnel to clarify procedures, processing logic, etc.  

In addition, the Computer Programmer II may evaluate simple interrelationships in the immediate programming area confers with user representatives to gain an understanding of the situation sufficient to formulate the needed change, and implements the change upon approval of the supervisor or higher level staff.  The incumbent is provided with charts, narrative descriptions of the functions performed, an approved statement of the product desired (e.g., a change in a local establishment report), and the inputs, outputs, and record formats.  This Worker reviews objectives and assignment details with higher level staff to insure thorough understanding; uses judgment in selecting among authorized procedures and seeks assistance when guidelines are inadequate, significant deviations are proposed, or when unanticipated problems arise.  Work is usually monitored in progress, and all work is reviewed upon completion for accuracy and compliance with standards.  

Must possess either a B.S. degree in either Computer Science or Information Systems or have equivalent related experience in lieu of the degree.                                                                                                                                      

Computer Programmer III

As a fully qualified Computer Programmer, this Worker applies standard programming procedures and detailed knowledge of pertinent subject matter in a programming area such as a record keeping operation (supply, personnel and payroll, inventory, purchasing, insurance payments, depositor accounts, etc.); a well-defined statistical or scientific problem; or other standardized operation or problem.  The incumbent works according to approved statements of requirements and detailed specifications.  

 While the data are clear cut, related, and equally available, there may be substantial interrelationships of a variety of records and several varied sequences of formats are usually produced.  The programs developed or modified typically are linked to several other programs in that the output of one becomes the input for another.  This Computer Programmer recognizes probable interactions of other related programs with the assigned program(s) and is familiar with related system software and computer equipment, and solves conventional programming problems, (In small organizations, may maintain programs that concern or combine several operations, i.e. users, or develop programs where there is one primary user and the others give input.)  

The Computer Programmer III performs such duties as developing, modifying, and maintaining assigned programs, designing and implementing modifications to the interrelation of files and records within programs in consultations with higher level staff.  This Worker monitors the operation of assigned programs and responds to problems by diagnosing and correcting errors in logic and coding; implements and/or maintains assigned portions of a scientific programming project, applying established scientific programming techniques to well-defined mathematical, statistical, engineering, or other scientific problems usually requiring the translation of mathematical notation into processing logic and code.  (Scientific programming includes assignments such as: using predetermined physical laws expressed in mathematical terms to relate one set of data to another; the routine storage and retrieval of field test data, and using procedures for real-time command and control, scientific data reduction, signal processing, or similar areas.)  This Programmer tests, documents work, writes and maintains operator instructions for assigned programs, and confers with other EDP personnel to obtain or provide factual data.  

 In addition, this Programmer may carry out fact-finding and programming analysis of a single activity or routine problem, applying established procedures where the nature of the program, feasibility, computer equipment, and programming language have already been decided.  Job tasks may require the incumbent to analyze present performance of the program and take action to correct deficiencies based on discussion with the user and consultation with and approval of the supervisor or higher-level staff.  This Programmer may assist in the review and analysis of detailed program specifications, and in program design to meet changes in work processes.  

The Computer Programmer III works independently under specified objectives; applies judgment in devising program logic and in selecting and adapting standard programming procedures, resolves problems and deviations according to established practices, and obtains advice where precedents are unclear or not available.  This Worker, may guide or instruct lower level programmers; supervise technicians and others who assist in specific assignments, works on complex programs under close direction of higher level staff or supervisor, and may assist higher level staff by independently performing moderately complex tasks assigned, and performing complex tasks under close supervision.  Work at a level above this is deemed Supervisory or Individual Contributor.  Completed work is reviewed for conformance to standards, timeliness, and efficiency. 

 Must possess either a B.S. degree in either Computer Science or Information Systems or have equivalent related experience in lieu of the degree.            

Computer Programmer IV

The Computer Programmer IV applies expertise in programming procedures to complex programs; recommends the redesign of programs, investigates and analyzes feasibility and program requirements, and develops programming specifications.  Assigned programs typically affect a broad multi-user computer system which meets the data processing needs of a broad area (e.g., manufacturing, logistics planning, finance management, human resources, or material management) or a computer system for a project in engineering, research, accounting, statistics, etc.  This Programmer plans the full range of programming actions to produce several interrelated but different products from numerous and diverse data elements, which are usually from different sources; solves difficult programming problems, and uses knowledge of pertinent system software, computer equipment, work processes, regulations, and management practices.  

 This Programmer performs such duties as: developing, modifying, and maintains complex programs; designs and implements the interrelations of files and records within programs which will effectively fit into the overall design of the project; works with problems or concepts and develops programs for the solution to major scientific computational problems requiring the analysis and development of logical or mathematical descriptions of functions to be programmed; and develops occasional special programs, e.g. a critical path analysis program to assist in managing a special project.  This Worker tests, documents, and writes operating instructions for all work, confers with other EDP personnel to secure information, investigate and resolve problems, and coordinates work efforts.  

In addition, this incumbent performs such programming analyses as: investigating the feasibility of alternate program design approaches to determine the best balanced solution, e.g., one that will best satisfy immediate user needs, facilitate subsequent modification, and conserve resources.  Duties include the following:  assisting user personnel in defining problems or needs, determining work organization on typical maintenance projects and smaller scale, working on limited new projects, the necessary files and records, and their interrelation with the program or working on large or more complicated projects, and participating as a team member along with end users, holding responsibility for a portion of the project.  

The Computer Programmer IV works independently under overall objectives and direction, apprising the supervisor about progress and unusual complications and modifying and adapting precedent solutions and proven approaches.  Guidelines include constraints imposed by the related programs with which the incumbent's programs must be meshed.  Completed work is reviewed for timeliness, compatibility with other work, and effectiveness in meeting requirements.  

Computer Systems Analyst I 
 At this level, initial assignments are designed to expand practical experience in applying systems analysis techniques and procedures.  This Analyst provides several phases of the required systems analysis where the nature of the system is predetermined, uses established fact-finding approaches, knowledge of pertinent work processes and procedures, and familiarity with related computer programming practices, system software, and computer equipment.  

This Worker carries out fact finding and analyses as assigned, (usually of a single activity or a routine problem);  applies established procedures where the nature of the system, feasibility, computer equipment and programming language have already been decided; may assist a higher level systems analyst by preparing the detailed specifications required by computer programmers from information developed by the higher level analyst, and may research routine user problems and solve them by modifying the existing system when the solutions follow clear precedents.  When cost and deadline estimates are required, results receive closer review.  

The supervisor defines objectives, priorities, and deadlines.  Incumbents work independently; adapt guides to specific situations; resolve problems and deviations according to established practices; and obtain advice where precedents are unclear or not available.  Completed work is reviewed for conformance to requirements, timeliness, and efficiency.  This position may supervise technicians and others who assist in specific assignments.  Work at a level above this is deemed Supervisory or Individual Contributor. 

Computer Systems Analyst II
 At this level, initial assignments are designed to expand practical experience in applying systems analysis techniques and procedures.  This Analyst provides several phases of the required systems analysis where the nature of the system is predetermined, uses established fact-finding approaches, knowledge of pertinent work processes and procedures, and familiarity with related computer programming practices, system software, and computer equipment.  

This Worker carries out fact finding and analyses as assigned, (usually of a single activity or a routine problem);  applies established procedures where the nature of the system, feasibility, computer equipment and programming language have already been decided; may assist a higher level systems analyst by preparing the detailed specifications required by computer programmers from information developed by the higher level analyst, and may research routine user problems and solve them by modifying the existing system when the solutions follow clear precedents.  When cost and deadline estimates are required, results receive closer review.  

The supervisor defines objectives, priorities, and deadlines.  Incumbents work independently; adapt guides to specific situations; resolve problems and deviations according to established practices; and obtain advice where precedents are unclear or not available.  Completed work is reviewed for conformance to requirements, timeliness, and efficiency.  This position may supervise technicians, Systems Analysts I, and others who assist in specific assignments.  Work at a level above this is deemed Supervisory or Individual Contributor. 

Computer Systems Analyst III 
 The Computer Systems Analyst III applies systems analysis and design techniques to complex computer systems in a broad area such as manufacturing, finance management, engineering, accounting, or statistics, logistics planning, material management, etc.  Usually, there are multiple users of the system; however, there may be complex one-user systems, e.g., for engineering or research projects.  This position requires competence in all phases of systems analysis techniques, concepts, and methods and knowledge of available system software, computer equipment, and the regulations, structure, techniques, and management practices of one or more subject-matter areas.  Since input data usually come from diverse sources, this worker is responsible for recognizing probable conflicts and integrating diverse data elements and sources, and produces innovative solutions for a variety of complex problems.  
The Computer Systems Analyst III maintains and modifies complex systems or develops new subsystems such as an integrated production scheduling, inventory control, cost analysis, or sales analysis record in which every item of each type is automatically processed through the full system of records.  The incumbent guides users in formulating requirements, advises on alternatives and on the implications of new or revised data processing systems, analyzes resulting user project proposals, identifies omissions and errors in requirements and conducts feasibility studies.  This analyst recommends optimum approach and develops system design for approved projects, interprets information and informally arbitrates between system users when conflicts exist.  

Responsible for developing and directing the implementation of goals, objectives, policies, procedures and work standards where applicable for the assigned program; interprets and complies with guidelines and regulations concerning systems or project.  Manages and performs day-to-day operations to ensure that policies and procedures are being followed; ensures goals and objectives are being met and projects are being accomplished efficiently and effectively.  Responsible for developing and monitoring budgets; oversees financial well-being of the project by analyzing cost effectiveness and exercising cost controls; prepares, submits and justifies budget enhancement when necessary. Plans, organizes, administers, reviews and evaluates the work of subordinate professional, technical, support and operational staff where present.  

Provides for the selection, training, professional development and work evaluation of subordinate staff and makes recommendations as required. Monitors and stays abreast of technological and operational changes that affect the activities and work processes of the program; makes recommendations for and develops and carries out improvements to the program to meet requirements.  Confers with and represents the program and the department in meetings that requires program management representative. Prioritize and allocates available program resources; reviews and evaluates program and service delivery, makes recommendation for and executes changes in operations to ensure maximum effective service provision; assists in developing new program function elements, including researching, compiling and analyzing supporting data. Performs complex administrative duties requiring oversight, attention to detail  and  performs complex task activities that require high level expertise.  Responsible for developing systems and maintains records that provide for the proper evaluation, control and documentation of assigned activities; prepares a variety of written correspondence, reports, procedures, directives and other materials as directed; responsible for performing other duties of a similar nature or level regarding program administration.
SIN 736-3: GENERAL SERVICES AND SUPPORT
Stock Clerk (Store Worker)
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.  

18 months or more related experience and High school diploma or GED.  

 Stock Clerk II (Store Worker II) 
The Stock Clerk II 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.                                                                                                                                                                  

Material Handling/Laborer
Performs 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.  
0 - 6 months experience and High school diploma or equivalent.   
Note:  Exclude workers whose primary duties involve shipping and receiving work (see Shipping/Receiving Clerk), order filling (see Order Filler), or operating forklifts (see Forklift Operator).  
Shipping/Receiving Clerk

The Shipping/Receiving Clerk performs clerical and physical tasks in connection with shipping goods of the establishment in which employed and receiving incoming shipments.  In performing day-to-day, routine tasks, this worker follows established guidelines.  In handling unusual non-routine problems, this worker receives specific guidance from supervisor or other officials.  This incumbent may direct and coordinate the activities of other workers engaged in handling goods to be shipped or being received.  Shipping duties typically involve the following: verifying that orders are accurately filled by comparing items and quantities of goods gathered for shipment against documents; insuring that shipments are properly packaged, identified with shipping information, and loaded into transporting vehicles, and preparing and keeping records of goods shipped, e.g., manifests, bills of lading.  Receiving duties typically involve the following: verifying the correctness of incoming shipments by comparing items and quantities unloaded against bills of lading, invoices, manifests, storage receipts, or other records, checking for damaged goods, insuring that goods are appropriately identified for routing to departments within the establishment, and preparing and keeping records of goods received. 

SIN 736-4: INFORMATION AND ARTS OCCUPATIONS (INCLUDING MISCELLANEOUS OCCUPATIONS)

Librarian 

The  provides information service such as answering questions regarding card catalogs and assists in the use of bibliographic tools, such as Library of Congress catalog.  The incumbent performs routine cataloging of library materials, files cards in catalog drawers according to system used, answers routine inquiries, and refers persons requiring professional assistance to Librarian.  This Technician verifies bibliographic information on order requests, works or directs workers in maintenance of stacks or in section of department or division with tasks such as ordering or receiving section of acquisitions department, card preparation activities in catalog department, or limited loan or reserve desk operation of circulation department.  

 2 or more years experience plus High School diploma or GED.

SIN 736-5:  INTRODUCTION OF NEW LABOR CATEGORIES FOR TEMPORARY SERVICES

Accounting Clerk IV

This position is responsible for maintaining both general ledgers and general ledgers in combination with subsidiary accounts as well as performing complex accounting clerical tasks including posting transactions to various ledgers, journals, and registers.  Assists in preparing, adjusting and closing journal entries.  Compiles and prepares specialized accounting reports for the finance department and researches accounting records to assist in the identification and resolution of problems or inadequacies of accounting information.   Additionally responsibilities include resolving problems in recurring assignments in accordance with guideline and procedures.  Works independently to process the various accounting cycles of Accounts Payable, Accounts Receivable, Payroll and General Ledger. Able to perform reconciliations and prepare respective financial reports offering suggestions for handling unusual or nonrecurring transactions.  Responsible for directing and supervising lower level accounting assistants.

High School diploma or GED and three years of related experience.

General Clerk IV 

The position is responsible for special project coordination, administrative support, maintenance of financial records, verification of statistical reports for accuracy and completeness, word processing, meeting preparation and support, timesheet/attendance tracking, expense reporting,  organizes department functions and meetings, answers questions pertaining to company policies.  Candidate is expected to understand and be able to execute procedures necessary to complete work assignments.  Must be proficient in typing and word processing utilizing MS Word and Excel and have the ability to make independent decisions.

High School diploma or GED and three years of related experience.

Secretary IV

Must demonstrate initiative and use own judgment, to apply proper procedures and prioritize as the need arises.  Requires experience in interpreting and adapting guidelines in order to compose correspondence related to administrative matters and general office policies in a complex organization.  Required knowledge and demonstrated proficiency of word processing software applications, spreadsheets, electronic calendars, and electronic mail.  Must be experienced in gathering and preparing materials for conferences, appointments, meetings, telephone calls, or special or one-time reports.  Responsible for supervising employees and coordinating work of other secretarial positions including preparing correspondence, time and attendance, security clearances, travel and training documents.  In addition to providing the secretarial support for Secretary 1-3 positions, this individual is able to take initiative and prepare work in anticipation of the senior level managements needs. 

Associates degree and a minimum of four years of related experience.

Secretary V

This position is required to handle a wide-variety of situations and conflicts involving the clerical and administrative functions of the office, which often cannot be brought to the attention of the executive.  These duties include but are not limited to dictation and transcription, proficiency in all office products, production of printed materials, composition of correspondence, implementation of commitments made by executive,  the creation and distributions of reports, representation in meetings and on conference calls, review and dissemination of incoming mail on executive behalf, interpret request and implement action, ensure the timely creation and dissemination of all requested information and draw the attention to important information, emergencies or potential conflicts.  In addition to providing the secretarial support of the Secretary 1-4 positions, this individual is able to function as an executive secretary with advanced knowledge of office policies and procedures. Additional skills include strong, articulate, verbal and written communications skills, office manager experience including exercising diplomacy and being able to anticipate and complete the needs of a senior level executive.  

Associates degree and a minimum of four years of related experience.

Executive Administrative Assistant
The administrative assistant shall provide a broad range of high-level administrative services in support of OIG activities. Assist the staff director in providing or obtaining a variety of management services essential to the direction and operation of OIG activities.  Extensive knowledge and understanding of management principles, practices, methods and techniques, and skill in integrating management services with the general management of the OIG are required.  Provide a supporting role in the management of financial and human resources, procurement, contract administration, property management, space management, security administration, reports management, data processing, and other similar activities. Understanding of OIG operations, and of the relative importance of various management services to these operations. Identify financial, personnel, and material needs and problems. Assist with responses to document requests and reviews under the Freedom of Information Act and Privacy Act. Assist in developing budget estimates and justifications; making sure that funds are used in accordance with the operating budget. Assist in developing and maintaining sound organization structures, improving management methods and procedures, and seeing to the effective use of resources. Assist in collaborating with personnel specialists in finding solutions to management problems arising out of changes in work which have an impact on jobs and employees. Assist in negotiating agreements and cooperative arrangements with other government agencies or private organizations. Assist in managing and follow-up of recommendations. Assist in maintaining control of and accountability for all assigned government property. Assist in administering the security program within the OIG. Assist in obtaining suitable office space for conducting OIG operations.

Two years administrative experience required. Experience/Skill in processing legal and regulatory documents is desired (not required).

Executive Staff Assistant 
The Executive Staff Assistant must: prepare final administrative products pertaining to audit, intelligence oversight, inspection, evaluation, administrative investigative, and sensitive issue reports; memoranda and letters; annual plans; annual progress reports, etc., produced by office employees. Prepare completed correspondence and the create publishable reports, responses, memoranda, letters, and plans in accurately documented and grammatically correct English, and in a manner that conforms with office and agency guides for written products. Support OIG editorial staff. Check the accuracy of citations and reference entries, refining documents, finding and processing graphics; proofreading documents throughout the development process and involvement, as necessary, in all stages of document preparation; and working with publication personnel to ensure printing jobs are completed on time and in an acceptable manner. Ensure the continuous review and update of information management system documentation within assigned area to ensure that all required information is available, complete, and accurate. Work with the assistant inspector general for audits, assistant inspector general for intelligence oversight, and assistant inspector general for inspections, assigned staff, and OIG administrative personnel to establish and maintain an effective and responsive filing system for all records.  This file system will be maintained in accordance with OIG and agency standards. Work with OIG staff to ensure that when documents are completed, a complete copy is submitted to the office records management official and ensure record storage is organized and retrievable. Manage audit, intelligence oversight, or inspection inputs to the OIG website and process and coordinate support from other agency management centers.

Two years administrative experience required. Experience/Skill in processing legal and regulatory documents is desired (not required).

Computer Programmer V
At this level, the Computer Programmer is responsible for writing, testing and maintaining basic programs.  The Programmer is required to conceive, design and test basic structures for solving routine problems within the systems environment.  Additional duties include assisting higher level staff by performing elementary programming tasks which concern limited and simple data items and steps which closely follow patterns of previous work done in the organization, to include drawing flow charts, writing operator instructions, or coding and testing routines to accumulate counts, tallies, or summaries. Other duties of the Programmer I include performing routine programming assignments (as described in Level II) under close supervision. Additionally, the Programmer I may  assist higher level staff, and perform elementary fact-finding concerning a specified work process, to include files of clerical records which are treated as a units (invoices, requisitions, or purchase orders, etc.); reporting findings to higher level staff.  The Programmer I will receive detailed, step-by-step instructions for each task and any deviation must be authorized by a supervisor. Work is closely monitored in progress and reviewed in detail upon completion.

Associates degree or equivalent and four years of related experience.

Computer Systems Analyst V 

At this level, the Computer Systems Analyst V applies systems analysis and design techniques to intermediate computer systems in areas such as manufacturing, finance management, engineering, accounting, or statistics, logistics planning, material management, etc.  The Computer Systems Analyst II will consult closely with managers, supervisors and/or users to define the goals of the system.   Responsibilities include applying systems analysis and design skills in an area such as a record keeping, scientific operation or an area based on the needs of the organization.  The Systems Analyst II is responsible for  a system of several varied sequences or formats to include systems for maintaining depositor accounts in a bank, maintaining accounts receivable in a retail establishment, maintaining inventory accounts in a manufacturing or wholesale establishment, or processing a limited problem in a scientific project. The candidate for this position is required to exude competence in most phases of system analysis and knowledge of pertinent system software and computer equipment and of the work processes, applicable regulations, work load, and practices of the assigned subject-matter area. Recognizes probable interactions of related computer systems and predicts impact of a change in assigned system.

Bachelor’s degree or equivalent and four years related experience 

Web Developer 

The Web Developer is responsible for developing websites utilizing various programs and scripts.  The candidate is responsible for the designing, implementation, and testing of software components using a variety of tools. The Web Developer must have demonstrated experienced in analysis, design, and integration of information systems and commercial-off-the-shelf (COTS) software. Additionally, the Web Developer will have experience in commercial Web server configuration, management and applications development and is responsible for the design, configuration and maintenance of websites.

Bachelor’s degree or equivalent and three years related experience.

IT Manager
The information technology manager shall provide a broad range of high-level information technology services in support of OIG activities.  Specific tasks include, but are not limited to, the following: IT manager shall perform an OIG needs analyses to define opportunities for new or improved business process solutions. IT manager shall analyze systems requirements in response to business requirements, risks, and costs, and determine and design applications architecture for the OIG management information system.  IT manager shall analyze and define data requirements and specifications and determine output media/formats for the OIG management information system.  IT manager shall develop and administer data standards, policies, and procedures, write and maintain program documentation for the OIG management information system.  IT manager shall collect and analyze OIG management information system metrics as required by the office functional elements.  IT manager shall work with agency personnel in maintaining the OIG stand alone local area network (LAN) and manage accounts, network rights, and access to the system and equipment. IT manager shall work with agency personnel in maintaining the OIG internet web site.  Knowledge of Access database administration.  Must be able to manipulate Visual Basic code and use macros to produce intuitive database interfaces.  Ability to troubleshoot existing (simple) Access database programs.  Basic knowledge of database management.  Provide IT support for office personnel. Basic understanding of relationship between enterprise network and local work stations for both thick clients and thin clients. Assist staff members with technical problems and effectively communicate issues to enterprise support center.  Perform local trouble shooting to maintain connectivity and productivity.  Must have good knowledge of basic hardware and software trouble shooting techniques. Basic network administration knowledge. Ability to maintain local network connectivity and support 30 workstations with attached peripherals.  Knowledge of networking, active directory management and Windows Server 2000.  Perform daily tape backups. Good knowledge of Microsoft Office suite and other popular software packages, such as Adobe Acrobat and antivirus software.  Working knowledge of all the above will enhance support for staff.   Ability to provide good customer support, timely responses, and provide courteous professional support.  Effectively communicate Enterprise support issues to next level.
A+ Certificate is a plus, but not required and two years of related experience is a must.
Contract Administrator I 

The Contract Administrator will support and administer contracts and contract proposals. Basic knowledge of contract concepts and procedures. This includes responsibility for solicitation, negotiation, administration, close-out and termination of purchase orders and contracts as well as resolving problems concerning the obligations of the parties involved. Procure a wide variety of commodities and various services and maintenance efforts. Additional duties may include developing, implementing and reviewing contracting plans for pre-award, post-award, price/cost analysis and a wide variety of procurement activities. This work requires knowledge of the relevant legislation, regulations, and methods used in Federal Government contracting, business and industry practices; sources of supply cost factors and requirement characteristics.  The Contract Administrator I may be required to work under limited supervision. 

Bachelor degree or equivalent and one year of related experience.
Contract Administrator II
The Contract Administrator II is responsible for the duties of the Contract Administrator I in addition to being responsible for preparing and administering proposals and contracts. The Contract Administrator II is required to have a working knowledge of contracts and procedures to include the solicitation, negotiation, administration, close-out and termination of purchase orders and contracts.  This position requires the procurement of a wide variety of commodities and various services and maintenance efforts. Additionally the duties for this position may include developing, implementing and reviewing contracting plans for pre-award, post-award, price/cost analysis and a wide variety of procurement activities.

Bachelor degree or equivalent and two years of related experience.

Contract Administrator III 
The Contract Administrator III is responsible for the duties of the Contract Administrator I and II in addition to being responsible for analyzing and evaluating cost or price proposals and accounting systems data, and planning and establishing or reviewing contracts, programs, policies and/or procedures. 
Bachelor degree or equivalent and two years of related experience.

Contract Administrator IV 

The Contract Administrator IV is responsible for the duties of the Contract Administrator I, II, and III in addition to being responsible for formulating and administering policies and procedures to ensure achievement of Federal socioeconomic goals, such as those affecting small business, labor surplus areas and disadvantaged business firms.  This position may have responsibilities for supervising employees and coordinating work of other contract positions for preparing and administering proposals and contracts. 

Bachelor degree or equivalent and seven years of related experience.

Contract Administrator V 

This work requires managing, supervising, performing or developing policies and procedures for the procurement of supplies, services, construction, or research and development. In addition to the duties of the Contract Administrator I, II, III and IV, the Contract Administrator V is responsible for providing staff advisory services in regard to various procurement questions and concerns.  This position requires expert knowledge of contracts and procedures.
Bachelor degree or equivalent and nine years of related experience.
Graphics Artist 
Plans, analyzes and creates visuals, presentations and reports. Captures ideas and creates layouts and design from written or verbal instructions. Knowledge of current graphic design software to produce graphic art and visual materials for speeches, presentations, report layout, statistical analysis, packaging, and informative and instructional material through a variety of media outlets.  Performs a variety of duties in graphic design to include creating sketches, designing layouts, lettering and backgrounds, as wells as logos and advertising. Familiar with standard concept and procedures. 

Associates degree or equivalent and one year of related experience.

Paralegal I

The duties of the Paralegal 1 include the summarization of legal documents, performing records and legal research, coordinating research, checking legal forms for accuracy, preparing reports and correspondence, drafting legal documents, preparing declarations, and preparing form complaints.  Additional duties include the performance of routine legal tasks and providing support to lawyers.  The position is required to have basic knowledge of legal concepts and practices and reports to a supervisor. 

Associates degree or equivalent and one year of related experience.

Paralegal II

The responsibilities of the Paralegal 2 include all the duties of a Paralegal 1 as well the ability to interview witnesses and document what is learned, good writing and communication skills, and the ability to prioritize and work under a tight schedule.  Additional duties include performing routine legal tasks and a working knowledge of legal concepts and practices. The Paralegal 2 may require general supervision or can work independently. 

Associates degree or equivalent and two years of related experience.
Paralegal III 
The responsibilities of the Paralegal 3 include all the duties of a Paralegal 1 and 2 as well as the ability to operate a computer with basic software knowledge, in depth knowledge of legal terminology and principles and the ability to analyze legal documents for accuracy.  In addition the Paralegal 3 is required to performs routine legal tasks and provide support to lawyers and must have extensive knowledge of legal concepts and practices. The position works independently. 
Bachelor’s degree or equivalent and five years of related experience.
Project Manager 
The Project Manager provides project support and leadership to cross-functional teams consisting of members from key business functions and technical functions to document, analyze, and lead improvement initiatives.  The responsibilities include: project evaluation, definition/goal setting, project planning and identifying/securing appropriate resources, delegating work and managing deliverables, analyzing complex information, developing and presenting recommendations to leadership, sharing information with appropriate internal/external constituents, delivery of improved performance measurement capabilities, the development and management of relationships with cross-functional stakeholders, overall responsibility for ensuring project implementation and/or support within scope of responsibility, to include activities such as process flow definition, operational readiness support, process documentation, communication, and/or project management.  The Contract Administrator serves as the authorized primary interface with the client’s management personnel and is responsible for formulating and enforcing work standards, establishing program schedules, supervising personnel, and communicating policies, purposes, and goals of the organization to subordinates. Also responsible for the overall contract performance to include information resource management, budget, and cost control. 

Bachelor’s degree or equivalent and 10 years related experience.
Senior Project Manager
Provides planning, direction, and coordination functions of a designated project to ensure contract performance requirements and objectives are accomplished. Directs activities of personnel at a specific facility. Responsible for setting and attaining budget, schedule, and performance standards. Monitors and controls expenditures within limitations of project budget. 

Bachelor’s degree or equivalent and 15 years related experience. 

Logistics Property Manager

Supervises logistics personnel performing requisitioning, receiving, storing, inventorying, and issuing materials.

Bachelor’s degree and three years related experience. 

Logistics Property Coordinator

Performs planning, scheduling, and coordination for the movement of materials and equipment to support logistics requirements at a remote or overseas facility. Interfaces without vendors for procurement, shipping specifics, tracking, and delivery of parts and equipment. Maintains a government Secure Facilities Property Control System, or similar systems, to satisfy customer requirements.

Bachelor’s degree or equivalent and two years related experience.

Safety Specialist

Develops and manages employee safety, occupational health, environmental protection and worker compensation programs. Develops and manages environmental programs covering handling, emission, storage, disposal of potential pollutants to ensure compliance with applicable federal, state and local laws and regulations.

Bachelor’s degree or equivalent and three years related experience. 

Electronics Technician

Provides technical expertise to maintain/solve problems on complex systems/equipment. Interprets manufactures reference and technical manuals. Performs preventive/corrective maintenance and quality control analysis. Conducts preventive and corrective maintenance of all antenna components. Provides technical supervision and training to lower level technicians. Systems may include but are not limited to electronic systems/equipment electromagnetic radiation (RF) spectrum communications systems; HF/MF/LF/VLF transmit/receive antennas and tower structures. 

Associates degree or equivalent, knowledge of OSHA general safety standards and the proper care and usage of Personal Protective Equipment (PPE) and one year related experience. 

Business Manager 

Organizes, directs, and controls the activities associated with the preparation, negotiation, administration, and pricing of contracts and subcontracts; program cost and schedule performance reporting, budgeting, and asset management. 

Bachelor’s degree or equivalent and five years related experience.

Subcontract Administrator

Develops, negotiates, and administers subcontracts of high complexity and risk to fulfill authorized requirements, ensuring compliance on supplier cost, schedule, legal and performance aspects. Negotiates moderate subcontracts. Identifies and coordinates qualified sources and recommended suppliers.

Bachelor’s degree or equivalent and three years related experience. 

Program Planning and Control

Provides financial, planning and scheduling support for contracts of substantial size and complexity and or high-level management attention. Implements management systems, performs analysis, and reports on contract performance. Performs database management for a specific project. Plans and uses appropriate software and hardware for technical support to customers in a responsive and cost effective manner. Maintains a variety of databases.

Bachelor’s degree or equivalent and one year related experience.

Quality Control Manager 

The Quality Control Manager is responsible for the planning, coordination, and direction of the quality control program to ensure continuous production of products and/or services consistent with established standards: Develops and analyzes statistical data and specifications to determine present standards and establish proposed quality and reliability expectancy of the organization.  Additionally this position is required to formulate and maintain quality control objectives and coordinates objectives with procedures in cooperation with other managers to maximize quality/service and minimize costs, directs, through intermediate personnel, workers engaged in inspection and testing activities to ensure continuous control over materials, facilities, and products/services. 
Responsibilities: Contract oversight responsibility to implement, inspect and monitor the contractor’s quality control program. The Quality Control Manager will ensure project performance objectives meet or exceed quality levels established by the quality control program and the contract specifications, review contract drawings and specifications, develop a quality control project specific plan, implement the quality control plan, ensure conformance to service and product contract requirements, implement a three phase inspection process, oversee scheduled and unscheduled inspections, track deficiencies, oversee corrective action reports, develop quality control reports and has the authority to stop work and request re-work.  Additional duties may include the planning, promotion, and organization of training activities related to quality and reliability and the investigation and servicing of customer complaints.
Bachelor’s degree or equivalent and five years experience.
ORDERING INFORMATION & PROCEDURES

(Simplified)

AUTHORIZED BUYER

This contract is available for use by all federal government agencies as a source for services for domestic use. Executive agencies, other Federal agencies, mixed ownership Government corporations and the District of Columbia; Government contractors authorized in writing by a Federal agency pursuant to 48 CFR 51.1; and other organizations authorized by statue or regulation to use GSA as a source of supply may use this contract.

GSA has determined that the prices for services contained in the contractor’s price list applicable to this Schedule are fair and reasonable. However, the ordering office using this contract is responsible for considering the level of effort and mix of labor proposed to perform a specific task being ordered and for making a determination that the total firm-fixed price or ceiling price is fair and reasonable.

The contract provides for task orders to be placed as Fixed Price or Time and Materials using the labor categories and pricing contained in this contract. There is no dollar value ceiling for the contract.

TYPE OF ORDERS AVAILABLE

· Task Orders

· Purchase Orders

· Blanket Purchase Agreements (BPA’s)

When ordering services, ordering offices shall:

I. Develop a Statement of Work (SOW)

II. Mail, fax or e-mail SOW to CTI Global Solutions:

CTI Global Solutions
1050 17th St. NW  
Suite 600

Washington, DC 20036
Phone: (202) 204-3045
Fax:       (301) 386-8809

E-mail:  dcarroll@cti-gs.com
III. Review response from CTI Global Solutions, clarifying any technical issues

IV. Place order with CTI Global Solutions by providing GSA Form 300 or other funding Documents.

POINTS OF CONTACT

Name:

P.W. Dee Carroll

Phone:

(301) 386.8805
E-Mail:

dcarroll@cti-gs.com
Name:

Lilibeth Maqui
Phone:

(301) 386.8805

E-Mail:

lmaqui@cti-gs.com 
