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GSA SCHEDULE 736

GS-07F-0082N

Temporary Administrative & Professional Staffing (TAPS)

Managed Resources, Inc. (MRI) is a national consulting and staffing company located in Long Beach, California. Founded in 1994, MRI has focused on providing professional support services to commercial and governmental healthcare providers.

In addition to consulting services, MRI has established an entire division to provide staffing support to commercial and government clients.  We utilize state-of-the-art recruiting methods, and have developed a large database of personnel to ensure continuity of service to our clients.

Our staffing division conducts extensive pre-employment screening, which includes job-specific company testing, background and reference checks. Our reference checks are detailed and intensive since we consider it our responsibility to protect the corporate interests of our clients. 

We conduct regular surveillances to ensure compliance with the productivity and quality standards of our clients. We hold ourselves 100% responsible for client satisfaction.  
Managed Resources, Inc. is one of the prime contractors providing temporary support services through the GSA schedule.  Our GSA Schedule Contract (GS-07F-0082N) period of performance is November 1, 2002 through October 31, 2007.  The scope of Managed Resources Temporary Support Services Schedule includes:

736 – 1
Administrative Support and Clerical Occupations

736 – 2
Automatic Data Processing Occupations

736 – 4
Information and Arts Occupations

736 – 5
Technical and Professional Occupations

LABOR CATEGORIES

736 – 1
Administrative Support and Clerical Occupations

· Accounting Clerk IV

· General Clerk IV

· Secretary IV

· Secretary V

· Travel Clerk III

· Word Processor III

· Medical Records Clerk

· Medical Records Technician

736 – 2
Automatic Data Processing Occupations

· Computer Operator V

736 – 4
Information and Arts Occupations
· Librarian

736 – 5
Technical and Professional Occupations
· Medical Billing Specialist

· Certified Medical Coder

PRIMARY CONTACT INFORMATION

Contract Administrator

F. Simon Zaman

Phone:  (800) 600-3638

E-Mail:  Simon@mri-corp.com
GOVERNMENT HOURLY/PER CHART PRICE

	50 United States, Puerto Rico, & Washington, DC

	Medical Billing Specialist (Hourly/Per Chart)
	$32.84/$2.90

	Certified Medical Coder (Hourly/Per Chart)
	$44.73/$6.50


GOVERNMENT HOURLY PRICE BY VICINITY

	Los Angeles/Santa Ana, CA
	Govt. Hourly Price

	Accounting Clerk IV
	$27.23

	General Clerk IV
	$25.04

	Secretary IV
	$34.67

	Secretary V
	$40.67

	Travel Clerk III
	$22.45

	Word Processor III
	$29.31

	Computer Operator V
	$40.73

	Medical Records Clerk
	$20.99

	Medical Records Technician
	$24.60

	Librarian
	$40.61


	Riverside, CA
	Govt. Hourly Price

	Accounting Clerk IV
	$27.23

	General Clerk IV
	$25.04

	Secretary IV
	$33.97

	Secretary V
	$39.41

	Travel Clerk III
	$20.22

	Word Processor III
	$26.12

	Computer Operator V
	$36.30

	Medical Records Clerk
	$19.84

	Medical Records Technician
	$23.21

	Librarian
	$39.56


	San Diego, CA
	Govt. Hourly Price

	Accounting Clerk IV
	$28.71

	General Clerk IV
	$23.02

	Secretary IV
	$34.81

	Secretary V
	$40.51

	Travel Clerk III
	$21.77

	Word Processor III
	$31.16

	Computer Operator V
	$36.42

	Medical Records Clerk
	$23.74

	Medical Records Technician
	$24.75

	Librarian
	$40.51


	Ventura, CA
	Govt. Hourly Price

	Accounting Clerk IV
	$27.93

	General Clerk IV
	$26.92

	Secretary IV
	$34.67

	Secretary V
	$39.58

	Travel Clerk III
	$20.36

	Word Processor III
	$28.60

	Computer Operator V
	$36.30

	Medical Records Clerk
	$22.29

	Medical Records Technician
	$23.21

	Librarian
	$43.15


	District-Wide, DC
	Govt. Hourly Price

	Accounting Clerk IV
	$27.36

	General Clerk IV
	$30.82

	Secretary IV
	$32.88

	Secretary V
	$37.73

	Travel Clerk III
	$23.04

	Word Processor III
	$27.77

	Computer Operator V
	$36.96

	Medical Records Clerk
	$23.32

	Medical Records Technician
	$25.32

	Librarian
	$36.07


	Orlando, FL
	Govt. Hourly Price

	Accounting Clerk IV
	$23.52

	General Clerk IV
	$22.16

	Secretary IV
	$30.77

	Secretary V
	$31.51

	Travel Clerk III
	$19.46

	Word Processor III
	$24.12

	Computer Operator V
	$34.55

	Medical Records Clerk
	$21.45

	Medical Records Technician
	$23.23

	Librarian
	$29.70


	Atlanta, GA
	Govt. Hourly Price

	Accounting Clerk IV
	$26.60

	General Clerk IV
	$24.79

	Secretary IV
	$33.03

	Secretary V
	$39.82

	Travel Clerk III
	$20.92

	Word Processor III
	$26.98

	Computer Operator V
	$39.63

	Medical Records Clerk
	$21.65

	Medical Records Technician
	$23.40

	Librarian
	$37.92


	Chicago, IL
	Govt. Hourly Price

	Accounting Clerk IV
	$26.95

	General Clerk IV
	$26.16

	Secretary IV
	$35.31

	Secretary V
	$43.84

	Travel Clerk III
	$21.65

	Word Processor III
	$31.06

	Computer Operator V
	$36.43

	Medical Records Clerk
	$22.42

	Medical Records Technician
	$24.43

	Librarian
	$35.25


	New Orleans, LA
	Govt. Hourly Price

	Accounting Clerk IV
	$23.68

	General Clerk IV
	$20.74

	Secretary IV
	$31.34

	Secretary V
	$35.91

	Travel Clerk III
	$20.50

	Word Processor III
	$24.24

	Computer Operator V
	$25.92

	Medical Records Clerk
	$19.78

	Medical Records Technician
	$23.23

	Librarian
	$30.18


	Boston, MA
	Govt. Hourly Price

	Accounting Clerk IV
	$27.71

	General Clerk IV
	$26.53

	Secretary IV
	$31.77

	Secretary V
	$40.41

	Travel Clerk III
	$24.03

	Word Processor III
	$29.42

	Computer Operator V
	$39.56

	Medical Records Clerk
	$22.18

	Medical Records Technician
	$26.00

	Librarian
	$46.62


	Baltimore, MD
	Govt. Hourly Price

	Accounting Clerk IV
	$26.92

	General Clerk IV
	$26.12

	Secretary IV
	$32.88

	Secretary V
	$36.11

	Travel Clerk III
	$20.58

	Word Processor III
	$26.70

	Computer Operator V
	$36.80

	Medical Records Clerk
	$22.09

	Medical Records Technician
	$25.65

	Librarian
	$35.03


	Detroit, MI
	Govt. Hourly Price

	Accounting Clerk IV
	$30.34

	General Clerk IV
	$25.11

	Secretary IV
	$35.18

	Secretary V
	$38.67

	Travel Clerk III
	$21.46

	Word Processor III
	$30.93

	Computer Operator V
	$35.29

	Medical Records Clerk
	$21.02

	Medical Records Technician
	$26.79

	Librarian
	$43.50


	New York City, NY
	Govt. Hourly Price

	Accounting Clerk IV
	$29.32

	General Clerk IV
	$27.95

	Secretary IV
	$37.53

	Secretary V
	$43.40

	Travel Clerk III
	$27.67

	Word Processor III
	$29.93

	Computer Operator V
	$43.34

	Medical Records Clerk
	$22.41

	Medical Records Technician
	$25.77

	Librarian
	$44.32


	Dallas, TX
	Govt. Hourly Price

	Accounting Clerk IV
	$26.08

	General Clerk IV
	$21.97

	Secretary IV
	$32.86

	Secretary V
	$39.30

	Travel Clerk III
	$23.02

	Word Processor III
	$26.08

	Computer Operator V
	$38.42

	Medical Records Clerk
	$19.69

	Medical Records Technician
	$23.56

	Librarian
	$44.05


	Seattle, WA
	Govt. Hourly Price

	Accounting Clerk IV
	$27.35

	General Clerk IV
	$25.42

	Secretary IV
	$34.77

	Secretary V
	$39.84

	Travel Clerk III
	$22.76

	Word Processor III
	$30.69

	Computer Operator V
	$37.54

	Medical Records Clerk
	$22.40

	Medical Records Technician
	$24.73

	Librarian
	$39.49


JOB DESCRIPTIONS

Medical Billing Specialist II

Responsible for all verification and billing of reimbursable insurance; obtains information required to identify and initiate a wide variety of billing activities through personal and/or telephone contacts and correspondence; ensures proper forms are completed as necessary; completes all verification of insurance coverage for inpatients and outpatients; makes initial contact for inpatient coverage with insurance carriers to obtain authorization to accomplish billing and reimbursement, especially for admissions with procedures/ surgeries; verifies benefits, policy numbers and effective dates for inpatients and outpatients; performs all assigned billing activities according to the type or category of billing; monitors and coordinates all forms completion, including billing on UB-92 and HCFA 1500.

Certified Medical Coder II

Ensures that the medical records are thoroughly searched to identify all pertinent diagnoses and procedures and assigns the appropriate CPT-4, ICD-9, HCPCS codes; implements and utilizes the most current nomenclature and classification systems as they are developed; uses medical record documentation to provide pertinent information for coding specificity; records coded include hospital visits, diagnostic studies and procedures and clinic encounters; code assignments may include highly technical, complex diagnoses/procedures, involving coding injuries, adverse effects, new procedures and complex surgical procedures.

Accounting Clerk IV

Maintains journals or subsidiary ledgers of an accounting system and balances and reconciles accounts.  Typical duties include one or both of the following:  Reviews invoices and statements (verifying information, ensuring sufficient funds have been obligated, and if questionable, resolving with the submitting unit, determining accounts involved, coding transactions, and processing material through data processing for application in the accounting system); and/or analyzes and reconciles computer printouts with operating unit reports (contacting units and researching causes of discrepancies, and taking action to ensure that accounts balance).  Employee resolves problems in recurring assignments in accordance with previous training and experience.  Supervisor provides suggestions for handling unusual or nonrecurring transactions.  Conformance with requirements and technical soundness of completed work are reviewed by the supervisor or are controlled by mechanisms built into the accounting system.  Excluded from Level IV are positions responsible for maintaining either a general ledger or a general ledger in combination with subsidiary accounts.

General Clerk IV
Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence.  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; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints.  May also direct lower level clerks.  Positions above Level IV are excluded.  Such positions (which may include supervisory responsibility over lower level clerks) require workers to use a thorough knowledge of an office’s work and routine to:  (1) choose among widely varying methods and procedures to process complex transactions; and (2) select or devise steps necessary to complete assignments.  Typical jobs covered by this exclusion include administrative assistants, clerical supervisors, and office managers.

Secretary IV

Assists one individual, and in some cases the subordinate staff of that individual.  This involves performing general office work that is auxiliary to the work of the organization.  A secretary is the principal office clerk or administrative support person in the office.  The work requires knowledge of clerical and administrative procedures and requirements, various office skills, and the ability to teach such skills in a way that increases the effectiveness of others.  Five to seven years of experience.

Secretary V

Operates in a complex organization that may have multiple supervisory level and multiple divisions performing related and/or unrelated activities.  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 a 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 the supervisor for conferences, correspondence, appointments, meetings, telephone calls, etc., and informs supervisor on maters to be considered; reads publications, regulations, and directives and takes action or 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 a variety of sources such as reports, documents, correspondence, other offices, etc., under general directions; advises secretaries in subordinate offices on new procedures; requests information needed from the subordinate office(s) for periodic or special conferences, reports, inquiries, etc.  Shifts clerical staff to accommodate workload needs.  Handles 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.  Five or more years of progressive experience including coursework in business administration or related field.

Travel Clerk III

At this level, all major modes of transportation are used, and most individual trips involve combinations of more than one mode.  Travel is varied, often not recurrent and periodically requires planning for relatively inaccessible intermediate or destination points.  Routings are diverse and there is a necessity for frequent rerouting, re-planning, or rearranging, with many side trips, requiring changes in modes of travel and creating substantial difficulty in routing and scheduling connections.

A substantial amount of travel involves special allowances or requires authorization and planning for supplementary or special transportation facilities.  It is frequently difficult to obtain the required information.

The incumbent is characterized by independence of action, with very little instruction, guidance and review, except for review of accomplishments of broad objectives and conformance to policy.  The incumbent is viewed as the authority on travel matters, including the furnishing of advice and information to travelers, administrative officials and others; and responsible as the principal point of liaison with other elements and with carriers and other facilities.

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 includes 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.

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.  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 in resolving problems.

Medical Record Clerk

Compiles, verifies, and files medical records of hospital or clinic patients and compiles statistics for use in reports and surveys.  Prepares folders and maintains records of newly admitted patients.  Reviews contents of patients’ medical record folders, assemble into standard order, and files according to established procedure.  Reviews inpatient and emergency room records to insure presence of required reports and physicians’ signatures, and routes incomplete records to appropriate personnel for completion or prepares reports of incomplete records to notify administration.  Checks list of discharged patients to insure receipt of all current records.  Compiles daily and periodic statistical data, such as admissions, discharges, deaths, births, and types of treatment rendered.  Records diagnoses and treatments, including operations performed, for use in completing hospital insurance billing forms.  May maintain death log.  May type and process birth certificates.  May assist other workers with coding of records.  May make copies of medical records, using duplicating equipment.  May schedule and post results of laboratory tests to records.

Medical Record Technician (Medical Record Administrator)
Maintains medical records of hospital and clinic patients.  Reviews medical records for completeness and accuracy.  Codes diseases, operations, diagnoses, and treatments.  Compiles medical care and census data for statistical reports.  Transcribes medical reports.  Maintains indexes on patient, disease, operation, and other categories.  Directs routine operation of medical record department.  Files, or directs Medical Record Clerk to file, patient records.  Maintains flow of medical records and reports to departments.  May assist medical staff in special studies or research.

Librarian

Maintains library collections of books, serial publications, documents, audiovisual and other materials and assists groups and individuals in locating and obtaining materials.  Furnishes information on library activities, facilities, rules and services.  Explains and assist in use of reference sources, such as card or book catalog or book and periodical indexes to locate information.  Issues and receives materials for circulation or use in library.  Assembles and arranges displays of books and other library materials.  Maintains reference and circulation materials.  Answers correspondence on special reference subjects.  May compile list of library materials according to subjects or interests.  May select, order, catalog and classify materials.
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