[image: image1.emf]

[image: image2.jpg][ Schedule



[image: image3.wmf]           



Contract #  
GS07F0208T                       Schedule #  736 
TAPS (Temporary Administrative and Professional Services)

Awarded Items

	SIN
	DESCRIPTION

	736-1
	Administrative Support and Clerical Occupations

	736-2
	Automatic Data Processing Occupations

	736-3
	General Services and Support

	736-4
	Information & Arts Occupations including Miscellaneous Occupations

	736-5
	Technical and Professional Occupations


Geographic Coverage
	Massachusetts Wage Determination:   
	05-2255 
	Revision: 13
	dated 06/13/2011


A small woman-owned personnel agency servicing customers in Massachusetts and Southern New Hampshire for over 40 years 

Services
Administrative & Accounting Support, Data Entry & Clerical Services

Computer Operators

Drafters, Technicians, Technical Writers & Paralegal Services
Light Industrial & Warehouse Personnel

Contact Info
	Travis Associates, Inc.
	Phone:  781-272-6750

	Dba Travis Personnel Services
	Toll Free in MA:  1-800-244-8367

	203 Middlesex Turnpike
	Fax: 781-272-8700

	Burlington, MA 01803
	www.travispersonnel.com

	
	

	Contact:  Diane M. Stack
	dstack@travispersonnel.com


Terms and Conditions

· Maximum Order $100,000 per Order

· Minimum Order  $100 unless a smaller amount is agreed upon

· Points of Production - N/A

· Quantity Discounts - None

· Prompt Payment Terms - 3% @ 7 days, 2% @ 14 days 1.5% @ 20 days, Net 30

· Government Purchase Cards are accepted at or below the micro-purchase threshold.

· Government Purchase Cards are not accepted above the micro-purchase threshold.

· Ordering Address - 

Travis Associates, Inc.

203 Middlesex Turnpike

Burlington, MA 01803

Phone: 781-272-6750

Toll Free in MA:  1-800-244-8367

Fax:  781-272-6750

Email:  jobs@travispersonnel.com 

· Payment Address - 

Travis Associates, Inc.

203 Middlesex Turnpike

Burlington, MA 01803

Phone: 781-272-6750

Toll Free in MA:  1-800-244-8367

Fax:  781-272-6750

Email: accounting@travispersonnel.com
· DUNS Number - 058895491

· Central Contractor Registration (CCR) database -

Travis Associates has an Active registration in the CCR and ORCA databases 

	PRICE SHEET

	
	
	
	
	
	

	LOCATION = BOSTON, MA, Wage Determination Number 05-2255, Revision Number 3dated 06/13/2011
	

	
	
	
	
	
	

	736-1
	
	
	736-4
	
	

	(N) Accounting Clerk I
	$25.25
	 
	(N) Cashier
	$19.60
	

	(N) Accounting Clerk II
	$27.91
	 
	(N) Desk Clerk
	$23.08
	

	(N) Accounting Clerk III
	$30.81
	 
	(N) Illustrator I
	$22.95
	

	(N) Administrative Assistant
	$39.73
	 
	(N) Illustrator II
	$34.73
	

	(N) Data Entry Operator I
	$25.83
	 
	(N) Illustrator III
	$42.14
	

	(N) Data Entry Operator II
	$27.65
	 
	(N) Librarian
	$50.75
	

	(N) Duplicating Machine Operator
	$24.74
	 
	(N) Library Technician
	$52.98
	

	(N) General Clerk I
	$24.44
	 
	736-5
	
	

	(N) General Clerk II
	$26.35
	 
	(N) Civil Engineering Technician
	$41.32
	

	(N) General Clerk III
	$29.43
	 
	(N) Drafter/CAD Operator I
	$33.55
	

	(N) Order Clerk I
	$26.22
	 
	(N) Drafter II/CAD Operator II
	$37.10
	

	(N) Order Clerk II
	$28.28
	 
	(N) Drafter III/CAD Operator III
	$40.94
	

	(N) Personnel Assistant I
	$28.35
	 
	(N) Drafter IV/CAD Operator IV
	$49.56
	

	(N) Personnel Assistant II
	$31.29
	 
	(N) Engineering Technician I
	$28.18
	

	(N) Personnel Assistant III
	$34.46
	 
	(N) Engineering Technician II
	$31.20
	

	(N) Production Control Clerk
	$35.79
	 
	(N) Engineering Technician III
	$34.50
	

	(N) Receptionist
	$23.95
	 
	(N) Engineering Technician IV
	$41.87
	

	(N) Secretary I
	$30.32
	 
	(N) Engineering Technician V
	$50.40
	

	(N) Secretary II
	$33.49
	 
	(N) Engineering Technician VI
	$58.29
	

	(N) Secretary III
	$36.92
	 
	(N) Paralegal/Legal Assistant I
	$32.65
	

	(N) Word Processor I
	$26.50
	 
	(N) Paralegal/Legal Assistant II
	$39.59
	

	(N) Word Processor II
	$29.30
	 
	(N) Paralegal/Legal Assistant III
	$47.61
	

	(N) Word Processor III
	$32.34
	 
	(N) Paralegal/Legal Assistant IV
	$56.83
	

	736-2
	
	 
	(N) Public Relations Specialist I
	$36.11
	

	(N) Computer Operator I
	$31.62
	 
	(N) Public Relations Specialist II
	$43.65
	

	(N) Computer Operator II
	$34.85
	 
	(N) Public Relations Specialist III
	$52.02
	

	(N) Computer Operator III
	$38.53
	 
	(N) Public Relations Specialist IV
	$62.68
	

	(N) Computer Operator IV
	$42.43
	 
	(N) Technical Writer I
	$41.18
	

	(N) Computer Operator V
	$46.59
	 
	(N) Technical Writer II
	$49.56
	

	(N) Peripheral Equipment Operator
	$31.62
	 
	(N) Technical Writer III
	$59.20
	

	736-3
	
	 
	
	
	

	(N) Fork Lift Operator
	$28.68
	 
	
	
	

	(N) Material Coordinator
	$35.79
	 
	Wage Determination No.:  2005-2255
	
	

	(N) Order Filler
	$25.65
	 
	Revision No.13
	
	

	(N) Shipping/Receiving Clerk
	$30.08
	 
	Date of Revision: 06/13/2011
	
	

	(N) Shipping Packer
	$30.08
	 
	
	
	

	(N) Store Worker I
	$21.60
	 
	
	
	

	(N) Stock Clerk 
	$27.92
	 
	
	
	

	(N) Warehouse Specialist
	$28.68
	 
	
	
	

	


SIN 736 1 ADMINISTRATIVE SUPPORT AND CLERICAL OCCUPATIONS
	JOB TITLE
	JOB DESCRIPTION

	(N) Accounting Clerk I
	Familiar with routine accounting and clerical functions.  Balances, totals and corrects calculations.  Posts data to transaction sheets.  Verifies and checks data. Works under general supervision.

Education/experience: High School diploma and 1–2 years 

	(N) Accounting Clerk II
	Has a good understanding of accounting activities, practices and procedures and various accounting statements.  Has working knowledge of double entry bookkeeping.  May help to prepare trial balance and basic financial statements.  Reviews computer printouts against journal transactions.  Reports to Supervisor.

Education/experience: High School diploma or Associates Degree and 2–3 years 

	(N) Accounting Clerk III
	Prepares balance sheets and profit and loss statements. Responsible for coding transactions, and analyzing costs, revenues and expenses.  Performs accounting duties that include assisting with trial balance and other financial reporting including auditing.  Reviews invoices and statements as well as resolving problems. Reports finances to management and offers suggestions.  Reports to Supervisor as required. 

Education/experience:  Associates or Bachelors Degree and 3–4 years 

	(N) Administrative Assistant
	Uses own judgment to resolve a large amount and variety of conflicts.  Arranges correspondence concerning technical matters in the office and organizes for supervisor’s approval. Plans schedule for supervisor.  Attends meetings and records proceedings.  Ensures that manager’s plans and resolutions are implemented after meeting is finished. Reads publications and outgoing correspondence.  If not able to resolve, then brings any problems to manager's attention.  Prepares any materials manager may need for conferences, meetings, etc.  Takes new information received at meetings and from other sources and checks for any problems and brings to manager's attention. When manager is absent, makes sure all incoming correspondence gets to the appropriate office personnel.  Makes decision on what issues are important enough to contact manager. Advanced knowledge of word processing, spreadsheet software and/or graphics presentation software. Advanced skills in internet and e-mail.  May require e-scheduling software. Reports to Manager.

Education/experience: Associates or Bachelors Degree and 5+ years 


	(N) Data Entry Operator I
	Enters routine, pre-coded information from various forms of documents.  Works under general supervision and follows meticulous directions. Communicates problems to supervisor.

Education/experience: High School diploma and 6 months–2 years 

	(N) Data Entry Operator II
	Enters complex information from various forms or documents.  Involves using own judgment to decipher and to choose procedure for information to be entered. Reports to Supervisor.

Education/experience: High School diploma and 2–4 years 

	(N) Duplicating Machine

      Operator                         
	Operates photocopy machines to make copies of requested documents.  Performs all phases of equipment setup, operation and routine maintenance.  Maintains necessary supplies.  Clerical record keeping. Works under general supervision.  

Education/experience:  High School diploma and 6 months- 1 year 

	(N) General Clerk I
	Performs general office duties such as filing, faxing, photocopying, opening incoming mail and metering outgoing mail, etc.  Must be able to follow specific directions and pay attention to detail.  May be required to do straightforward posting to accounts.  Must have knowledge to choose procedure for task at hand.  Ability to file pre-coded documents in a substantially sized alphabetical file.  Procedures for tasks vary slightly.  Works under general supervision.

Education/experience: High School diploma and 1-2 years 

	(N) General Clerk II
	Performs various general office tasks. Must have knowledge of office to perform tasks and choose correct procedures to be utilized.  May need to adapt some procedures.  Procedures for tasks vary greatly.  Refers problems to appropriate personnel.  Reports to a supervisor.

Education/experience: High School diploma and 2-3 years 

	(N) General Clerk III
	Performs various general office tasks.  Must have knowledge of office and subject matter to perform tasks and choose correct procedures to be utilized.  May need to make adaptations to many procedures in different ways.  Procedures for tasks are complicated.  Assists office administration with tasks concerning finances, general reports and complaints.  When not able to resolve problems on own, refers to appropriate personnel.  Reports to supervisor as required.

Education/experience: High School diploma or Associates Degree and 3–4 years 

	(N) Order Clerk I
	Receives and processes orders (generally repetitive orders) for materials and merchandise.  Verify item, description, product numbers, and pricing for accuracy. Works under general supervision.

Education/experience:  High School diploma and 6 months- 1 year 

	(N) Order Clerk II
	Receives and processes orders.  Involves locating product best suited to customer request and pricing of product.  May also require order follow up.  Reports to supervisor.

Education/experience:  High School diploma and 1-2 years 

	(N) Personnel Assistant I
	Review and processes routine employment activity forms, on employees, applicants and potential hires. Determine if forms require further information or action and tactfully gather information from employees, potential hires, or past employers. Respond to routine questions from applicants, employees and new hires that require routine knowledge of personnel procedures policies, local, federal and state labor laws. May verify routine information supplied on job applications and conduct preliminary screening and testing of potential hires. Maintain employee and new hire info in computer system and track necessary information.  Provide info to managers or potential hires as to status. Completes routine clerical duties as required.  Works under supervision. 

Education/experience: Associates Degree, Bachelors preferred and 2-4 years 

	(N) Personnel Assistant II
	Processes complicated employee/applicant activity forms that require routine knowledge of personnel procedures and policies, local, federal and state labor laws.  Screens employment forms and obtains missing information and rejects, or refers candidates. May verify routine information supplied on job applications and conduct screening of potential hires. Maintains employee records including employee history, vacation, holiday, sick, medical and personal leave.  Also maintains new hires, rehires, transfers, job relocations, employee terminations and alternate employment sources information in computer system and tracks necessary information.  Provides requested employment information to managers. Provides new hire orientation. Reviews with new hires the employee handbook, corporate policies and procedures.  Compiles statistical personnel data and prepares reports. Requires knowledge of EEO, complicated personnel procedures as written in company policies and procedures, local, federal, and state labor laws. Reports to supervisor.

Education/experience: Bachelors Degree and 3-5 years 

	(N) Personnel Assistant III
	Interviews potential candidates and performs necessary screening procedures and recommends or rejects for current job openings.  Works with new hires by reviewing with candidates the employee handbook, company rules and orientation. Handles troublesome or non-routine situations i.e., new hire qualms, exit interviews, requests for department transfers and other employee problems or concerns.  Analyzes statistical data derived from company employment records, prepares reports and provides analysis to appropriate managers. Requires knowledge of EEO, more complicated personnel procedures as written in company policies and procedures, local, federal, and state labor laws. Reports to Manager.

Education/experience: Bachelors Degree and 5+ years 

	(N) Production Control Clerk
	Gathering and preparing production data information to compile production reports.  Prepare reports on products, quantities, material usage, over runs, shortages, employee production rates.  Prepares detailed production guides to be used by production personnel in assembly and/or kitting of product. Monitors customer orders and inventory levels, submits reports to proper departments regarding necessary ordering information to meet production schedules.  Maintains production files and production employees time records. Reports to supervisor. 

Education/experience:  High School diploma and 1-2 years 

	(N) Receptionist
	Operates telephone or switchboard. Routes incoming calls, answers general questions, may place outside calls, transfers calls to voice mail or takes messages, operates company paging system.  Greets visitors and refers to appropriate personnel, Performs visitor control and maintains necessary files, logs and documentation.  May perform routine clerical or basic computer work at the reception station.  Works under general supervision.

Education/experience:  High School diploma and 6 months- 1 year 

	(N) Secretary I
	Answers telephone calls and directs to appropriate personnel. Maintains supervisor’s calendar of appointments and makes all arrangements necessary for appointments with supervisor’s approval.  Reviews documents and submits to supervisor.  Keeps records of internal reports.  Types basic correspondence and/or forms. .  General office duties such as faxing, filing, ordering office supplies and printing maintenance.  Has basic knowledge of word processing software internet and e-mail.  Works under general supervision.

Education/experience: High School diploma and 6 months–1 year 

	(N) Secretary II
	Answers and handles most telephone calls.  For situations not able to be handled on own, redirects to correct staff.  Greets visitors and handles incoming and outgoing mail and other correspondence.  Maintains supervisor’s calendar of appointments and makes all arrangements necessary for appointments on own (does not require supervisor’s approval).  May attend meetings to record proceedings. Reviews all outgoing mail and other correspondence before sending out.  Puts together reports with information gained from staff when required.  Ensures that other staff knows office procedures and is responsible for informing all staff of changes in current procedures or any new procedures. General office duties such as faxing, filing, ordering office supplies and printing maintenance. Has knowledge of routine word processing and spreadsheet software, internet and e-mail.  Reports to Supervisor.

Education/experience: High School diploma and 1–3  years 

	(N) Secretary III
	Uses own judgment to resolve issues.  Arranges correspondence in the office and organizes for supervisor’s approval.  Prepares any materials supervisor may need for conferences and meetings.  May attend meetings to record proceedings.  Reads publications and brings any problems to supervisor’s attention.  Puts together reports when required.  Works with secretaries in other departments on new procedures and helps out in whichever department is the busiest. General office duties such as faxing, filing and answering phones. Intermediate knowledge of word processing and spreadsheet software.  May require database and/or graphics presentation software. Intermediate internet and e-mail. Reports to supervisor as required.

Education/experience: High School diploma or Associates Degree and 3-5 years 

	(N) Word Processor I
	Generates various documents where same, basic procedure is followed for typing.  Must have good spelling, grammar and typing skills.  Basic knowledge of word processing software.  Works under general supervision.
Education/experience: High School diploma and 6 months-2 years

	(N) Word Processor II
	Generates various documents using different software and different procedures.  Some knowledge of technical and scientific terms is required.  Also may be required to amend and format some drafts.  Routine knowledge of word processing software.   Requires transcription, editing and proofreading skills. Reports to a supervisor.

Education/experience: High School diploma and 2–4 years 

	(N) Word Processor III
	Generates various complicated documents using different software and different procedures.  Extensive knowledge of technical and scientific terms is required. Intermediate knowledge of word processing software.  Must have excellent transcription, editing and proofreading skills.  Experience working with charts, graphs and macros.  Works independently and reports to supervisor as required.

Education/experience: High School diploma or Associates Degree and 4+ years 


SIN 736 2 DATA PROCESSING OCCUPATIONS

	(N) Computer Operator I
	Monitors and controls computer systems.  Troubleshoots basic software and hardware problems.  May include system backups and maintaining printers and tape storage devices.   Works under direct supervision.  

Education/experience: Associates Degree or Technical School and 6 months–3 years 

	(N) Computer Operator II
	Monitors and controls computer systems.  Troubleshoots routine software and hardware problems.  May include system backups and maintaining printers and tape storage devices. Works under general supervision.  

Education/experience: Associates Degree or Technical School and 2–4 years 

	(N) Computer Operator III
	Monitors and controls computer systems.  Troubleshoots complicated software and hardware problems.  May include system backups and maintaining printers and tape storage devices. May assist other personnel. Reports to Supervisor.  

Education/experience: Associates Degree or Technical School and 3–5 years 

	(N) Computer Operator IV
	Monitors and controls computer systems.  Troubleshoots difficult software and hardware problems.  May include system backups and maintaining printers and tape storage devices. Assists other personnel.  Reports to Manager.    

Education/experience: Associates Degree or Technical School and 4–6 years

	(N) Computer Operator V
	Monitors and controls computer systems.  Troubleshoots extremely difficult software and hardware problems.  May include system backups and maintaining printers and tape storage devices. Assists other personnel.  Solves problems and reports to Manager.  

Education/experience: Associates Degree or Technical School and 5–8 years 

	(N) Peripheral Equipment

      Operator
	Maintains, analyzes, troubleshoots, repairs and operates computer systems, hardware and computer peripherals.  This equipment includes printers, disk drives, etc.  Also ensures that machines are running efficiently and fixes any problems that occur.  Works under general supervision. 


Education/experience: High School diploma and 1–3 years 


SIN 736 3 GENERAL SERVICES AND SUPPORT
	(N) Forklift Operator
	Drives a powered forklift to move products and supplies in a warehouse.  Loads/unloads and stacks products and supplies.  Moves to specified, designated location.  Works under general supervision.
Education/experience: High School diploma and 1–3 years 

	(N) Material Coordinator
	Facilitates and expedites the flow of materials and parts to and from various departments in accordance with production and shipping schedules.  With line supervisors, determines materials, parts, and overdue shipments and sources anticipated delivery dates or delays.  Inspects goods upon delivery and matches against order specifications.  Familiar with materials and manufacturing processes necessary for specific production jobs. Maintain production reports. Reports to Supervisor.

Education/experience:  High School diploma and 2-4 years 

	(N) Order Filler
	Fills orders for materials or merchandise from product storage area.  Verifies prepared orders against packing slips.  Keep records of outgoing orders, back ordered materials and short orders.  Works under general supervision.

Education/experience:  High School diploma and 6 months- 1 year 

	(N) Shipping/Receiving Clerk
	Prepares product for shipment.  Confirms that order is correct by checking against data print out before shipment.  Loads product onto truck.  Maintains records of shipments.  Receives and unloads product from truck.  Confirms that order is correct by checking against invoices.  Checks all shipments and receipts for damaged goods.  Makes sure all products arrive at correct destinations.  Reports to a supervisor.

Education/experience: High School diploma and 1–3 years 

	(N) Shipping Packer
	Prepares customer orders for shipment in shipping containers in accordance with company procedures. Verify contents against orders.  Prepares shipping labels according to shipping method to be utilized.  Maintain shipping records. Reports to supervisor.

Education/experience:  High School diploma and 1-2 years 

	(N) Store Worker I
	Stocking and, straightening displayed merchandise on shelves in an attractive manner for resale.  Receiving returns and processing paperwork.  May require basic merchandising knowledge.  Maintain price and sale tags. Offer customers assistance. Does not use automated equipment to perform duties.  Works under general supervision.

Education/experience:  High School diploma and 0-6 months 

	(N) Stock Clerk 

	Receives incoming materials, merchandise or supplies and stores in warehouse or storage area according to company procedures.  Verifies receipt of materials against appropriate paperwork and maintains delivery time records.  May conduct cycle counts or inventory.  Issues or delivers materials to production floor. May use automated material handling equipment.  Maintains stock and inventory records. Reports to supervisor.

Education/experience:  High School diploma and 1-3 years 

	(N) Warehouse Specialist
	Familiar with standard overall warehouse procedures including receiving kitting, shipping, storage and inventory procedures in accordance with company specifications. Assist in the shipping, receiving, storing, handling, inventory and maintenance of materials and/or merchandise in accordance with company policies and procedures.  Assist in the safety and sanitization of facilities and equipment in accordance with applicable, local, state or federal regulations.  May require the use of hand or automated material handling equipment.  Completing necessary forms, reports and logs as required.  Reports to supervisor

Education/experience:  High School diploma and 2-5 years


SIN 736 4 INFORMATION AND ARTS OCCUPATIONS
	(N) Illustrator I 
	Creates basic signs, posters, drawings, flyers, 3-dimensional displays and other graphic material. May also design and produce brochures, flyers, for print publication or website. Ability to use common media equipment or graphic computer software packages. 

May work with scientific subjects or technical equipment. Reports directly to supervisor.  

Education/experience: Associates Degree or Technical School and 1–3 years 

	(N) Illustrator II 
	Creates routine signs, posters, drawings, flyer, 3-dimensional displays and other graphic material. May also design and produce brochures, flyers, for print publication or website. Ability to use common media equipment or graphic computer software packages. May work with scientific subjects or technical equipment. Some creativity required. Reports to supervisor.  

Education/experience: Associates Degree or Technical School and 2–4 years 

	(N) Illustrator III 
	Creates complicated signs, posters, drawings, flyers, 3-dimensional displays and other graphic material. May also design and produce brochures, flyers, for print publication or website. Ability to use common media equipment or graphic computer software packages. May work with scientific subjects or technical equipment. High level of creativity required. Reports to Manager.  

Education/experience: Associates or Bachelors Degree and 3–5 years experience in related field

	(N) Librarian 
	Develop procedures and organize information both manually and electronically of books, publications and other printed materials. Assists groups and individuals in locating materials. Relies on own experience and knowledge to accomplish tasks.

Education/experience: B.S. in Library Science and 1–5 years 


SIN 736 5 TECHNICAL AND PROFESSIONAL OCCUPATIONS

	(N) Civil Engineering Technician
	Assists Civil Engineer with civil engineering projects.  May prepare routine drafting projects.  A review project specifications and confers with engineer.  Surveys project sites and Reports directly to Civil Engineer. 

Education/experience: Associates Degree and 2-4 years 

	(N) Drafter/CAD Operator I
	Prepare basic drawings, plans, diagrams or layouts based on notes, sketches, calculations, specifications sheets and other date.  Drawings must conform to specifications.  Create basic technical drawings to describe size, shape, mechanics or functions of objects and structures. Requires working knowledge of CADD software.  Works under direct supervision. 

Education/experience: Associates Degree or Technical School and 1–3 years 

	(N) Drafter/CAD Operator II
	Prepare routine drawings, plans, diagrams or layouts based on notes, sketches, calculations, specifications sheets and other date.  Drawings must conform to specifications.  Create basic technical drawings to describe size, shape, mechanics or functions of objects and structures. Requires working knowledge of CADD software.  Works under general supervision.  

Education/experience: Associates Degree or Technical School and 2–4 years 

	(N) Drafter/CAD Operator III
	Prepare complicated drawings, plans, diagrams or layouts based on notes, sketches, calculations, specifications sheets and other date.  Drawings must conform to specifications.  Create basic technical drawings to describe size, shape, mechanics or functions of objects and structures. Requires working knowledge of CADD software.  Reports to Supervisor.  

Education/experience: Associates Degree or Technical School and 3–5 years 

	(N) Drafter/CAD Operator IV
	Prepare difficult drawings, plans, diagrams or layouts based on notes, sketches, calculations, specifications sheets and other date.  Drawings must conform to specifications.  Create basic technical drawings to describe size, shape, mechanics or functions of objects and structures. Requires working knowledge of CADD software.  Reports to Manager.  

Education/experience: Associates Degree or Technical School and 4–6 years experience in related field

	(N) Engineering Technician I
	Basic assembly, wiring, and/or soldering on various types of less complex electronic or mechanical devices or equipment. Perform simple or routine tests.  May use simple test equipment.  Works directly under supervisor. 

Education/experience: High School diploma and 1–2 years 

	(N) Engineering Technician II
	Routine assembly and/or repair on complex electronic or mechanical devices or equipment.  Perform routine testing using manual or automated test equipment and records results. May require the ability to read routine blueprints or diagrams. Works under general supervision. 

Education/experience: High School diploma and 2-4 years 

	(N) Engineering Technician III
	Builds, repairs complicated electronic or mechanical devices or equipment.  Tasks may be in a production, prototype or R&D environment.  Performs complicating testing using automated test equipment.  Must have ability to interpret test results and ability to read blueprints and engineering diagrams.  Reports to Supervisor. 

Education/experience: Associates Degree or Technical School and 3-5 years 

	(N) Engineering Technician IV
	Builds, repairs difficult electronic or mechanical devices or equipment.  Tasks may be in a production, prototype or R&D environment.  Performs difficult testing using automated test equipment.  Must have ability to interpret test results and ability to read blueprints and engineering diagrams.  Reports to Manager.

Education/experience: Associates Degree or Technical School and 5-8 yrs 

	(N) Engineering Technician V
	Designs, develops, builds, or repairs, very difficult electrical, electronic or mechanical devices or equipment. Creates designs and layouts, including specifications, parts lists, and procedures in accordance with project specifications as outlined.   Assists the engineering team in planning tests.  Performs very difficult testing, analyzes and interprets results and prepares reports on findings. May need to redesign or modify equipment to improve   equipment.  Coordinates project by scheduling and reviewing work assignments with lower level technicians.  Projects are in a production, prototype or R&D environment but are generally of a large, detailed nature. Reports to Engineering Manager.

Education/experience:  Bachelors Degree in Engineering discipline preferred and 10+ years 

	(N) Engineering Technician VI
	Designs, develops, builds, or repairs, extremely difficult electrical, electronic or mechanical devices or equipment. Creates critical designs recommends new or specialized techniques and interprets design compatibility problems.   Independently plans experiments or tests.  Performs very difficult testing, analyzes and interprets results and prepares reports on findings. May need to redesign or modify equipment to improve product or devise additional testing methods.  Resolves project design and test procedures specific to area of expertise. Coordinates project by scheduling and reviewing work assignments of lower level technicians.  Projects are in the technicians' area of specialty or degree and are of large, detailed nature. May arrange for a prototype to be fabricated. Reports to Engineering Manager.

Education/experience: Bachelors Degree in Engineering discipline and 10+ years 


	(N) Paralegal/Legal Assistant I
	Provides legal support and assists in preparation of basic legal documents.  Searches and extracts legal references in libraries and computer data banks. Must have knowledge of terminology, symbols and standard abbreviations used in legal practice.  Works directly with supervisor.

Education/experience: Paralegal Certificate and 6 months–2 years

	(N) Paralegal/Legal Assistant II
	Provides legal support and assists in preparation of routine legal documents.  Searches and extracts legal references in libraries and computer data banks. Reports to supervisor.

Education/experience: Paralegal Certificate and 2–4 years 

	(N) Paralegal/Legal Assistant III
	Provides legal support and assists in preparation of complicated legal documents.  Researches and analyzes law sources such as statutes, judicial decisions and legal articles. Searches and extracts legal references in libraries and computer data banks. Interviews relevant personnel and witnesses, consults with statistical experts. Must have knowledge of terminology, symbols and standard abbreviations used in legal practice.  Reports to Lawyer or Legal Counsel.

Education/experience: Bachelors Degree preferred in related field and 3–5 years 

	(N) Paralegal/Legal Assistant IV
	Provides legal support and assists in preparation of complicated legal documents.  Researches and analyzes law sources such as statutes, judicial decisions and legal articles. Searches and extracts legal references in libraries and computer data banks. Interviews relevant personnel and witnesses, consults with statistical experts. Evaluates and examines information in case files and reports findings. Must have general knowledge of report writing.  Must have knowledge of terminology, symbols and standard abbreviations used in legal practice.  Reports to Lawyer or Legal Counsel. 

Education/experience: Bachelors Degree in related field and 4–6 years 

	(N) Public Relations Specialist I
	Research issues, prepare and provide information to the public.  Materials can include web pages, newsletters, brochures, emails, news releases, public presentations, videos and blog postings. Has some knowledge of commonly used concepts, practices and procedures within a particular field.  Relies on instruction and guidance to perform the job functions.  Generally reports to a supervisor.

Education/experience: Bachelor’s Degree in a related area and 1-2 years related experience.

	(N) Public Relations Specialist II
	Develop a variety of materials designed to promote the agency’s services or provide information to the public on specific issues.  Materials can include web pages, newsletters, brochures, emails, news releases, public presentations, videos ad blog postings.  May also serve as advisers to agency leaders offering ideas and thoughts on how to respond to the media or how to communicate an issue.  May respond to inquiries from the public and media and serve as spokes person for the employer or arrange media interviews.  Has knowledge of commonly used concepts, practices and procedures within a particular field.  Relies on limited experience and judgment to plan and accomplish goals. Generally reports to a supervisor or manager 
Education/experience:  Bachelor’s Degree in a related area and 2-4 years related experience. 

	(N) Public Relations Specialist III
	Develop a variety of materials designed to promote the agency’s services or provide information to the public on specific issues.  Materials can include web pages, newsletters, brochures, emails, news releases, public presentations, videos ad blog postings.  May also serve as advisers to agency leaders offering ideas and thoughts on how to respond to the media or how to communicate an issue.  May respond to inquiries from the public and media.  Serves as adviser and spokes person for the employer and arranges media interviews. Very knowledgeable in commonly used concepts, practices and procedures within a particular field.  Requires creativity and judgment and the ability to work without guidance.  Generally reports to a manager.
Education/experience:   Bachelor’s Degree in a related area and 4-6 years related experience.

	(N) Public Relations Specialist IV
	Develop a variety of materials designed to promote the agency’s services or provide information to the public on specific issues.  Materials can include web pages, newsletters, brochures, emails, news releases, public presentations, videos ad blog postings.  Serves as adviser and spokes person to agency leaders offering ideas and thoughts on how to respond to the media, how to communicate an issue and arrange media interviews. Respond to inquiries from the public and media.   Extremely knowledgeable in commonly used concepts, practices and procedures within a particular field.  Requires creativity and judgment and the ability to work without guidance and may guide other employees.  Generally reports to a manager.
Education/experience:  Bachelor’s Degree in a related area and 6-8 years related experience.

	(N) Technical Writer I
	Create informational media.  May prepare basic operating and maintenance manuals, catalogs, parts lists, assembly instructions, sales promotion materials and program/project proposals.  Plan and edit technical reports and presentations.  Works under direct supervision.

Education/experience:  Associates Degree and 6 months-2 years

	(N) Technical Writer II
	Create informational media.  May prepare routine operating and maintenance manuals, catalogs, parts lists, assembly instructions, sales promotion materials and program/project proposals.  Plan and edit technical reports and presentations including illustrations, photographs, diagrams and charts.  Reports to Supervisor.

Education/experience: Bachelors Degree and 2-4 years

	(N) Technical Writer III
	Create informational media for a special field or technology.  The writing must be easily understandable to the intended audience.  May prepare operating and maintenance manuals, catalogs, parts lists, assembly instructions, sales promotion materials and program/project proposals.  Plan and edit technical reports and presentations to oversee illustrations, photographs, diagrams and charts.  May be required to have technical proficiency in subject matter.  Reports to a Supervisor or Manager.

Education/experience: Bachelors Degree and 3-5 years


SIN 736 99 MISCELLANEOUS OCCUPATIONS

	 (N) Cashier
	Ringing into cash register or computing amount due from sale of goods or services. Receives cash, checks or charge cards from customers.  Makes change. Balances register tape with cash drawer.  Works under general supervision.

Education/experience: High School diploma and 0 experience

	(N) Desk Clerk
	Registers and assigns guests to rooms.  Handles incoming and outgoing mail and other correspondence.  Receives and handles phone calls.  Maintains records of various types.  Performs tasks for payment of room and other charges by guest.  Makes a range of different reservations for guests.  

Education/experience: High School diploma and 1–3 years 

	(N) Sales Clerk
	Sales Clerk - Ringing sales on a computerized register for both cash and credit card sales.  Collects payment and gives change as appropriate.  Count contents of cash drawer at end of each shift.  May stock merchandise on shelves and assist customers with general merchandise questions.  Works under immediate supervision.

Education/experience:  High School Diploma and 1-3 months related experience
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