[image: image1.png]FPH;!EEIX





GENERAL SERVICES ADMINISTRATION
FEDERAL SUPPLY SERVICE
AUTHORIZED FEDERAL SUPPLY SCHEDULE CATALOG/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 is available through GSA Advantage!, a menu-driven database system. The INTERNET address for GSA Advantage! is http://www.gsaadvantage.gov.

SCHEDULE TITLE: 736 - Temporary Administrative and Professional Staffing Services (TAPS)

FSC Group: 736

Contract No. GS-07F-0460X

CONTRACT PERIOD: May 15, 2011 through May 14, 2016

For more information on ordering from the Federal Supply Schedule for Temporary, Administrative and Professional Staffing Services click on the Ordering Procedures button at http://www.gsa.gov/tempservices.

CONTRACTOR:
Phoenix Engineering Company, Inc.
dba Phoenix Personnel
20630 Leapwood Avenue, Suite B
Carson, CA 90746

Phone number: (310) 532-1134
Fax number: (310) 532-3139
E-Mail: silvia@phoenix-engineering.com

Web Site: www.phoenix-engineering.com 
CONTRACTOR’S ADMINISTRATION SOURCE: Silvia Maron Lugo

BUSINESS SIZE: 
Small Disadvantaged Woman-owned Business

CUSTOMER INFORMATION:

1.a.
TABLE OF AWARDED SPECIAL ITEM NUMBERS (SINs)

SIN#
DESCRIPTION
736-1
Administrative Support and Clerical Occupations
736-2
Automatic Data Processing Occupations
736-3
General Services and Support Occupations
736-4
Information and Arts Occupations, Including Misc. Occupations
736-5
Technical and Professional Occupations

1.b.
LOWEST PRICED MODEL NUMBER AND PRICE FOR EACH SIN: N/A
1.c.
HOURLY RATES AND DESCRIPTION OF ALL CORRESPONDING COMMERCIAL JOB TITLES, EXPERIENCE, FUNCTIONAL RESPONSIBILITY AND EDUCATION: All hourly rates shown are firm-fixed-price. See the following price list for hourly rates for our preponderance of work location and labor categories. See the Job Descriptions provided after the pricing information.

2.
MAXIMUM ORDER*: $100,000 per SIN.

*If the best value selection places your order over the Maximum Order identified in this catalog/pricelist, you have an opportunity to obtain a better schedule contract price. Before placing your order, contact the aforementioned contactor for a better price. The contractor may (1) offer a new price for this requirement (2) offer the lowest price available under this contract or (3) decline the order. A delivery order that exceeds the maximum order may be placed under the schedule contract in accordance with FAR 8.404.

3.
MINIMUM ORDER: $100 unless the contractor agrees to accept a smaller order amount.

4.
GEOGRAPHIC COVERAGE:

The preponderance of work location has been identified as:

California, Counties of Los Angeles and Orange, Wage Determination No. 2005-2047, Revision 11 dated 6/15/2010.

Phoenix Engineering Company, Inc. DBA Phoenix Personnel may perform work at any of the locations listed in the SCA Wage Index Matrix. Service in an area with lower SCA rates than the stated preponderance of work location, resulting in lower wages being paid, will have the prices for that Task Order discounted accordingly.

5.
POINT(S) OF PRODUCTION: N/A
6.
DISCOUNT FROM LIST PRICES: N/A
7.
QUANTITY DISCOUNT(S): None.

8.
PROMPT PAYMENT TERMS: 2% 10, Net 30.

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

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

10.
FOREIGN ITEMS: None
11.a.
TIME OF DELIVERY: N/A
11.b.
EXPEDITED DELIVERY: N/A

11.c.
OVERNIGHT AND 2-DAY DELIVERY: N/A

11.d.
URGENT REQUIRMENTS: Agencies can contact the Contractor’s representative to affect a faster delivery. Customers are encouraged to contact the contractor for the purpose of requesting accelerated delivery.

12.
FOB POINT: N/A

13.a.
ORDERING ADDRESS: Same as contractor address. Customer should contact contractor for additional addresses.
13.b.
ORDERING PROCEDURES: For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA’s) are found in Federal Acquisition Regulation (FAR) 8.405-3.

14.
PAYMENT ADDRESS: Same as contractor address.

15.
WARRANTY PROVISION: Standard Commercial Warranty. Customer should contact contractor for a copy of the warranty.

16.
EXPORT PACKING CHARGES: N/A

17.
TERMS AND CONDITIONS OF GOVERNMENT PURCHASE CARD ACCEPTANCE (any thresholds above the micro-purchase level): None.

18.
TERMS AND CONDITIONS OF RENTAL, MAINTENANCE, AND REPAIR (if applicable): N/A

19.
TERMS AND CONDITIONS OF INSTALLATION (if applicable): N/A

20.
TERMS AND CONDITIONS OF REPAIR PARTS INDICATING DATE OF PARTS PRICE LISTS AND ANY DISCOUNTS FROM LIST PRICES (if applicable): N/A

20.a.
TERMS AND CONDITIONS FOR ANY OTHER SERVICES (if applicable): N/A

21.
LIST OF SERVICE AND DISTRIBUTION POINTS (if applicable): N/A

22.
LIST OF PARTICIPATING DEALERS (if applicable): N/A 

23.
PREVENTIVE MAINTENANCE (if applicable): N/A

24.a.
SPECIAL ATTRIBUTES SUCH AS ENVIRONMENTAL ATTRIBUTES (e.g. recycled content, energy efficiency, and/or reduced pollutants): N/A

24.b.
Section 508 Compliance for EIT: N/A

25.
DUNS NUMBER: 078810959
26.
NOTIFICATION REGARDING REGISTRATION IN CENTRAL CONTRACTOR REGISTRATION (CCR) DATABASE: Contractor has an Active Registration in the CCR database.

Corporate Background:

In 1976, Silvia Maron Lugo, President and Founder of Phoenix Engineering Company, Inc. embarked on a business to provide temporary and full-time personnel to businesses that were conservatively expanding. Prior to it being known as Phoenix Engineering in 1985, the company was incorporated as Maron Engineering on June 1978. For nearly 34 years, Phoenix Engineering has provided personnel for contract and project support to private, commercial and local government agencies. Because we meet staffing needs economically and efficiently, our repeat business includes clients who have been with us for over 20 years. We have earned the loyalty of our clients through hard work, quality service, and dependable and trustworthy personnel. 

Phoenix Engineering is a Hispanic American owned and operated company, and is certified by the U.S. Small Business Administration as a Small Disadvantaged Business (SDB) and a participant in the Section 8(a) Business Development Program. The company is also a woman-owned business and is also certified with the California Unified Certification Program (CUCP) as a Disadvantage Business Enterprise; Supplier Clearinghouse, Women Minority Business Enterprise; and Southern California Minority Business Development Council, Inc. The company’s industry affiliations include the Latin Business Association and the California Minority Business Development Council. 

Our mission is to provide businesses with high quality performance employees. Quality service is a commitment that we deliver day after day, and we select and train our personnel to the same commitment to ensure high productivity and repeat business. This commitment has made it possible for the company and most of our employees to weather through all unfavorable economic conditions since the company started. 

As a small business, we are proud to serve many clients who are either small, large, Fortune 500 Companies, and local government agencies for all their personnel needs. We aspire under the umbrella of Community Development, by helping our local communities help their residents get jobs. We network and listen to our local Businesses, Government, and Community leaders. Having a pulse for the Community and understanding its needs and providing them successfully, we have established the necessary synergy needed to satisfy our clients and uphold our qualifications. Through our leadership and guidance, we have met and/or exceeded all contract obligations.

All personnel employed by our company have met strict hiring guidelines as well as mandatory company training requirements prior to any work assignment. We intend to maintain our reputation to provide experienced and qualified personnel who are not only dependable, but have expertise to perform the duties and responsibilities contracted for. The employee selection is focused on hiring personnel who have the potential of being team players. Each project is approached on a team effort basis, and everyone is encouraged to participate in an ongoing quality improvement process with the goal of rendering quality service, the first time, every time.

GSA Pricing

Wage Determination No.: 2005-2047
Revision No.: 14 
Date Of Revision: 06/19/2013 
State: California Area: California Counties of Los Angeles, Orange

	CATEGORY
	CODE
	OCCUPATION  TITLE
	WD 05-2047
 GSA PRICE

	736-1 Administrative Support and Clerical

	
	1011
	Accounting Clerk I
	$26.26

	
	1012
	Accounting Clerk II
	$28.85

	
	1013
	Accounting Clerk III
	$32.20

	
	1020
	Administrative Assistant
	$42.64

	
	1051
	Data Entry Operator I
	$21.49

	
	1052
	Data Entry Operator II
	$22.97

	
	1111
	General Clerk I
	$20.82

	
	1112
	General Clerk II
	$25.04

	
	1113
	General Clerk III
	$28.40

	
	1191
	Order Clerk I
	$27.80

	
	1261
	Personnel Assistant (Employment) I
	$29.25

	
	1262
	Personnel Assistant II
	$32.10

	
	1263
	Personnel Assistant III
	$35.22

	
	1270
	Production Control Clerk
	$36.53

	
	1280
	Receptionist
	$24.49

	
	1311
	Secretary I
	$28.34

	
	1312
	Secretary II
	$31.10

	
	1313
	Secretary III
	$34.37

	
	1611
	Word Processor I
	$25.39

	
	1612
	Word Processor II
	$27.65

	
	1613
	Word Processor III
	$30.18

	736-2 Information Technology Occupations

	
	14041
	Computer Operator I
	$28.92

	
	14042
	Computer Operator II
	$31.74

	
	14043
	Computer Operator III
	$35.70

	
	14044
	Computer Operator IV
	$39.50

	
	14071
	Computer Programmer I
	$41.76

	
	14160
	Personal Computer Support Technician
	$39.50

	736-3 Food Preparation and Service Occupations

	
	7041
	Cook I
	$22.36

	
	7042
	Cook II
	$24.23

	
	7070
	Dishwasher
	$18.85

	
	7130
	Food Service Worker
	$20.07

	
	11150
	Janitor
	$23.87

	
	21020
	Forklift Operator
	$24.53

	
	21030
	Material Coordinator
	$36.53

	
	21040
	Material Expediter
	$36.53

	
	21050
	Material Handling Laborer
	$22.50

	
	21071
	Order Filler
	$22.89

	
	21080
	Production Line Worker (Food Processing)
	$24.53

	
	21110
	Shipping Packer
	$25.26

	
	21130
	Shipping/Receiving Clerk
	$25.26

	
	21140
	Store Worker I
	$20.51

	
	21150
	Stock Clerk
	$28.00

	
	21410
	Warehouse Specialist
	$24.53

	
	23181
	Electronics Technician, Maintenance I
	$36.74

	736-4 Information and Arts Occupations

	
	99030
	Cashier
	$21.31

	
	99710
	Recycling Laborer
	$33.21

	
	99050
	Desk Clerk
	$22.01

	
	99810
	Sales Clerk
	$28.00

	736-5 Technical Occupations

	
	30061
	Drafter/CAD Operator I
	$38.33

	
	30062
	Drafter/CAD Operator II
	$42.28

	
	30063
	Drafter/CAD Operator III
	$46.54

	
	30064
	Drafter/CAD Operator IV
	$56.10

	
	30081
	Engineering Technician I
	$31.41

	
	30082
	Engineering Technician II
	$34.63

	
	30083
	Engineering Technician III
	$38.12

	
	30084
	Engineering Technician IV
	$46.01

	
	30085
	Engineering Technician V
	$55.14

	
	30210
	Laboratory Technician
	$36.02

	
	30240
	Mathematical Technician
	$50.45

	
	30461
	Technical Writer I
	$36.67

	
	30462
	Technical Writer II
	$43.72


Wage Determination No.: 2005-2067
Revision No.: 14 
Date Of Revision: 06/19/2013 
State: California Area: California Counties of Calaveras, San Joaquin, Stanislaus, Tuolumne

	CATEGORY
	CODE
	OCCUPATION  TITLE
	WD 05-2067 GSA PRICE

	736-1 Administrative Support and Clerical

	
	1011
	Accounting Clerk I
	$24.58

	
	1012
	Accounting Clerk II
	$26.96

	
	1013
	Accounting Clerk III
	$29.55

	
	1020
	Administrative Assistant
	$32.50

	
	1051
	Data Entry Operator I
	$21.90

	
	1052
	Data Entry Operator II
	$23.43

	
	1111
	General Clerk I
	$22.55

	
	1112
	General Clerk II
	$24.14

	
	1113
	General Clerk III
	$26.47

	
	1191
	Order Clerk I
	$23.30

	
	1261
	Personnel Assistant (Employment) I
	$26.61

	
	1262
	Personnel Assistant (Employment) II
	$29.17

	
	1263
	Personnel Assistant (Employment) III
	$31.74

	
	1270
	Production Control Clerk
	$31.45

	
	1280
	Receptionist
	$21.58

	
	1311
	Secretary I
	$26.74

	
	1312
	Secretary II
	$29.31

	
	1313
	Secretary III
	$32.11

	
	1611
	Word Processor I
	$23.46

	
	1612
	Word Processor II
	$25.70

	
	1613
	Word Processor III
	$28.15

	736-2 Information Technology Occupations

	
	14041
	Computer Operator I
	$25.66

	
	14042
	Computer Operator II
	$28.45

	
	14043
	Computer Operator III
	$31.32

	
	14044
	Computer Operator IV
	$34.24

	
	14071
	Computer Programmer I
	$31.87

	
	14160
	Personal Computer Support Technician
	$34.24

	736-3 Food Preparation and Service Occupations

	
	7041
	Cook I
	$23.29

	
	7042
	Cook II
	$24.95

	
	7070
	Dishwasher
	$17.12

	
	7130
	Food Service Worker
	$19.00

	
	11150
	Janitor
	$22.21

	
	21020
	Forklift Operator
	$26.09

	
	21030
	Material Coordinator
	$31.45

	
	21040
	Material Expediter
	$31.45

	
	21050
	Material Handling Laborer
	$23.75

	
	21071
	Order Filler
	$20.99

	
	21080
	Production Line Worker (Food Processing)
	$26.09

	
	21110
	Shipping Packer
	$26.49

	
	21130
	Shipping/Receiving Clerk
	$26.49

	
	21140
	Store Worker I
	$24.43

	
	21150
	Stock Clerk
	$28.13

	
	21410
	Warehouse Specialist
	$26.09

	
	23181
	Electronics Technician, Maintenance I
	$38.70

	736-4 Information and Arts Occupations

	
	99030
	Cashier
	$19.02

	
	99710
	Recycling Laborer
	$34.01

	
	99050
	Desk Clerk
	$18.01

	
	99810
	Sales Clerk
	$21.88

	736-5 Technical Occupations

	
	30061
	Drafter/CAD Operator I
	$31.45

	
	30062
	Drafter/CAD Operator II
	$34.58

	
	30063
	Drafter/CAD Operator III
	$37.99

	
	30064
	Drafter/CAD Operator IV
	$45.57

	
	30081
	Engineering Technician I
	$26.58

	
	30082
	Engineering Technician II
	$29.21

	
	30083
	Engineering Technician III
	$32.38

	
	30084
	Engineering Technician IV
	$38.54

	
	30085
	Engineering Technician V
	$46.01

	
	30210
	Laboratory Technician
	$37.99

	
	30240
	Mathematical Technician
	$41.65

	
	30461
	Technical Writer I
	$39.04

	
	30462
	Technical Writer II
	$46.60


If work is performed in an area with lower SCA rates than the stated preponderance of work location, resulting in lower wages being paid, the prices for that task order will be discounted accordingly

Labor Categories or Descriptions

736-1
Administrative Support and Clerical Occupations

Accounting Clerk I

Education
High school diploma or equivalency

Duties
Require a basic knowledge of routine clerical methods and office practices and procedures as they relate to the clerical processing and recording of transactions and accounting information. 

Accounting Clerk II

Education
High school diploma or some college courses

Duties
Require a knowledge of and understanding of the established and standardized bookkeeping and accounting procedures and techniques used in an accounting system, or a segment of an accounting system, where there are few variations in the types of transactions handled. In addition, some jobs at each level may require a basic knowledge and understanding of the terminology, codes, and processes used in an automated accounting system.

Accounting Clerk III

Education
Associate degree

Duties
Require a knowledge of and understanding of the established and standardized bookkeeping and accounting procedures and techniques used in an accounting system, or a segment of an accounting system, where there are few variations in the types of transactions handled. In addition, some jobs at each level may require a basic knowledge and understanding of the terminology, codes, and processes used in an automated accounting system.

Administrative Assistant

Education
High school diploma or equivalency

Duties
In addition to secretarial duties (filing, taking phone calls, scheduling appointments, making travel arrangements), this position will provide administrative support to executive staff with office management responsibilities to include budgeting, personnel records and payroll. The Administrative Assistant may be required to work independently on projects requiring research and preparation of briefing charts and other presentation materials.

Data Entry Operator I

Education
High school diploma or equivalency

Duties
This position 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.

Data Entry Operator II

Education
High school diploma or equivalency

Duties
This position requires the application of Duties 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. 

General Clerk I

Education
High school diploma or equivalency

Duties
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.

General Clerk II

Education
High school diploma or equivalency

Duties
This position requires familiarity with the terminology of the office unit. The General Clerk selects appropriate methods from a wide variety of procedures or makes simple adaptations and interpretations of a limited number of substantive guides and manuals. The clerical steps often vary in type or sequence, depending on the task. Recognized problems are referred to others.

General Clerk III

Education
High school diploma or equivalency

Duties
This position uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps varying 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 (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 (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.

Order Clerk I

Education
High school diploma or equivalency

Duties
Capable of handling 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.

Personnel Assistant I

Education
High school diploma or equivalency

Duties
This position performs a variety of tasks including, but not limited to, clerical and secretarial duties. The work is under general supervision of higher-level personnel in preparation of various human resource tasks throughout compensation, benefits, staffing/employment, EEO procedures and policy administration. The Personnel Assistant I is expected to exercise discretion at all times; limited judgment may be necessary at times. This assistant may be required to operate general office equipment such as: typewriter, personal computer, copier, adding machine, and facsimile.

Personnel Assistant II

Education
High school diploma or equivalency

Duties
This position serves as a clerical expert in independently processing the most complicated types of personnel actions, e.g., temporary employment, rehires, and dismissals. In this position, one may perform tasks beyond routine clerical such as: pre-employment drug screening and new hire orientation, responding to routine questions on policy and procedures, and/or provide reports on employee turnover or time and attendance. This assistant may be asked to evaluate and consolidate information from various sources under short deadlines, such as internal or external survey information, reporting on company employment statistics (retention, equal opportunity reporting, etc.). 

Personnel Assistant III

Education
Some college level courses or associate degree

Duties
This position serves as a clerical expert in independently processing the most complicated types of personnel actions, e.g., temporary employment, rehires, and dismissals. In this position, one may perform tasks beyond routine clerical such as: pre-employment drug screening and new hire orientation, responding to routine questions on policy and procedures, and/or provide reports on employee turnover or time and attendance. This assistant may be asked to evaluate and consolidate information from various sources under short deadlines, such as internal or external survey information, reporting on company employment statistics (retention, equal opportunity reporting, etc.). The Personnel Assistant III may provide guidance to higher level Personnel Assistants. This level requires extensive knowledge of various office software packages. Guidance is provided as needed. Completed written work receives close technical review from higher-level personnel office employees. Work may be checked occasionally.

Production Control Clerk

Education
High school diploma or equivalency

Duties
This position compiles and records production data for industrial establishments to compare records and reports on volume of production, consumption of material, quality control, and other aspects of production. May perform any combination of the following duties: compile and record production data from customer orders, work tickets, product specifications, and individual worker production sheets following prescribed recording procedures and using different word processing techniques. This Clerk calculates such factors as types and quantities of items produced, materials used, amount of scrap, frequency of defects, and worker and department production rates, using a computer, calculator, and/or spreadsheets. Additional tasks include: writing production reports based on data compiled, tabulated and computed, following prescribed formats, maintaining files of documents used and prepared, compiling detailed production sheets or work tickets for use by production workers as guides in assembly or manufacture of products. This Clerk prepares written work schedules based on established guidelines and priorities, compiles material inventory records and prepares requisitions for procurement of materials and supplies charts production using chart, graph, 9 or pegboard based on statistics compiled for reference by production and management personnel. This Clerk also sorts and distributes work tickets or material and may compute wages from employee time cards and post wage data on records used for preparation of payroll.

Receptionist

Education
High school diploma or equivalency

Duties
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.

Secretary I

Education
High school diploma or equivalency

Duties
Have working in office environment doing recurring office procedures independently, and selects the guideline or reference that fits the specific case. The supervisor provides specific instructions on new assignments and checks completed work for accuracy. Also performs varied duties including or comparable to the following

a. 
Respond to routine telephone requests that have standard answers; refer calls and visitors to appropriate staff. Control mail and assure timely staff response, and send form letters; 

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

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

d. Maintain recurring internal reports, such as time and leave records, office equipment listings, correspondence controls, and training plans; 

e. Requisition supplies, printing, maintenance or other services, type, take and transcribe dictation, create and maintain office files.

Secretary II

Education
High school diploma or equivalency

Duties
Capable of handling differing situations, problems, and deviations in the work of the office according to the supervisor's general instructions, priorities, duties, policies, and program goals. Supervisor may assist secretary with special assignments. Duties include or are comparable to the following: 

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

b.
Schedule tentative appointments without prior clearance. Make arrangements for conferences and meetings and assemble established background materials as directed. May attend meetings and record and report on the proceedings; 

c. Review outgoing materials and correspondence for internal consistency and conformance with supervisor's procedures; assure that proper clearances have been obtained, when needed; 

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

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

Secretary III

Education
High school diploma or equivalency

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

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

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

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

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

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

Word Processor I

Education
High school diploma or equivalency

Duties
This position uses knowledge of varied and advanced functions of one software type, knowledge of varied functions of different types of software, or knowledge of specialized or technical terminology to perform such typical duties as:

a. 
Editing and reformatting written or electronic drafts. Examples include: correcting function codes; adjusting spacing formatting and standardizing headings, margins, and indentations. 

b. 
Transcribing scientific reports, lab analysis, legal proceedings, or similar material from voice tapes or handwritten drafts. Work requires knowledge of specialized, technical, or scientific terminology. 

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

Word Processor II 

This position uses knowledge of varied and advanced functions of one software type, knowledge of varied functions of different types of software, or knowledge of specialized or technical terminology to perform such typical duties as: 

a. Editing and reformatting written or electronic drafts. Examples include: correcting function codes; adjusting spacing formatting and standardizing headings, margins, and indentations. 

b. Transcribing scientific reports, lab analysis, legal proceedings, or similar material from voice tapes or handwritten drafts. Work requires knowledge of specialized, technical, or scientific terminology. 

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

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.

736-2
Automatic Data Processing Occupations

Computer Operator I

Education
High school diploma or equivalency

Duties
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.

Computer Operator II

Education
High school diploma or equivalency

Duties
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.

Computer Operator III

Education
High school diploma or equivalency

Duties
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.

Computer Operator IV

Education
High school diploma or equivalency

Duties
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.

Computer Programmer I

The Computer Programmer I assists higher level staff by performing elementary programming tasks which concern limited and simple data items and steps which closely follow patterns of previous work done in the organization, e.g. drawing flow charts, writing operator instructions, or coding and testing routines to accumulate counts, tallies, or summaries. This worker may perform routine programming assignments (as described in Level II) under close supervision. 

In addition to assisting higher level staff, the Computer Programmer I may perform elementary fact-finding concerning a specified work process, e.g., a file of clerical records which is treated as a unit (invoices, requisitions, or purchase orders, etc.) and then report findings to higher level staff. May receive training in elementary fact-finding. Detailed step-by-step instructions are given for each task, and any deviation must be authorized by a supervisor. Work is closely monitored in progress and reviewed in detail upon completion. 

Personal Computer Support Technician

Education
High school diploma or equivalency

Duties
The Personal Computer Support Technician provides support to distributed PC/networking environment including installation, testing, repair, and troubleshooting for stand-alone PCs, PCs linked to networks, printers, and other computer peripherals. Support responsibilities include software installation, and configurations. This technician performs technical, operational, and training support to users of personal computers either by telephone, or on-site for PC desktop hardware and software packages. Job duties require the technician to install and test personal computers, printers, and other peripherals, configure operating system, load shrink-wrap programs and other application software programs. In this position, the incumbent troubleshoots computer problems, performs hardware and software diagnostics, coordinates needed repairs, resolves computer system problems, including coordination between users and components of a local area network, and participates in the evaluation of system configuration and software.

736-3
General Services and Support Occupations

Cook I

Education
High school diploma or equivalency

Duties
The Cook I independently performs moderately difficult tasks in preparing small quantities of quickly prepared food such as steaks, chops, cutlets, hamburgers, eggs, salads and other similar items. Excludes workers who exercise general supervision over kitchen activities. 

Cook II

Education
High school diploma or equivalency

Duties
The Cook II prepares in large quantities, by various methods of cooking, meat, poultry, fish, vegetables, seasons and cooks all cuts of various meats, fish and poultry, boils, steams or fries vegetables, makes gravies, soups, sauces, roasts, meat pies, fricassees, casseroles, and stews. Excludes food service supervisors and head cooks who exercise general supervision over kitchen activities. 

Dishwasher

Education
High school diploma or equivalency

Duties
The Dishwasher manually or mechanically washes and rinses dishes, glasses and silverware; maintains proper temperature for sterilization and adds soap as needed, and performs other duties as assigned. 

Food Service Worker

Education
High school diploma or equivalency

Duties
The Food Service Worker (Cafeteria Worker) serves as a cafeteria and/or delicatessen/bakery worker helping in the preparation, presentation and serving of specialty meats, delicacies, preserved foods, cheeses, salads, breads and sweets to patrons. The incumbent assists in weighing, pricing and wrapping selected foods on plates, trays and in bags, prepares food displays in counter cases and other display units, greets customers as they arrive at service counter, takes special orders, and answers basic customer questions about specialty foods. 

Using prepared ingredients and following routine, repetitive steps, this Worker makes hot and/or cold sandwiches, fruit and vegetable trays, salads and rotisserie chicken, may slice and/or mix simple ingredients, as needed, cleans counters and trays, washes dishes and maintains cleanliness of preparation, work and display areas, inspects and cleans equipment. This Worker may assist in any or all of the following: measuring and mixing ingredients as directed, assists in preparing, cooking and decorating breads, rolls, pastries, cakes and other bakery items, receives, unloads trucks, and stores stock, takes special orders or unusual food requests from customers, takes payment and makes change for customers.

Janitor

Education
High school diploma or equivalency

Duties
Cleans and keeps in an orderly condition factory working areas and washrooms, or premises of an office, apartment house, or commercial or other establishment. Duties involve a combination of the following: Sweeping, mopping or scrubbing, and polishing floors; removing chips, trash, and other refuse; dusting equipment, furniture, or fixtures; polishing metal fixtures or trimmings; providing supplies and minor maintenance services; and cleaning lavatories, showers, and restrooms.

Forklift Operator

Education
High school diploma or equivalency

Duties
Operates a manually controlled gasoline, electric or liquid propane gas powered forklift to transport goods and materials of all kinds within a warehouse, manufacturing plant, or other establish

Material Coordinator

Education
High school diploma or equivalency

Duties
Coordinators and expedites flow of material, parts, and assemblies within or between departments in accordance with production and shipping schedules or department supervisors' priorities. In this job, the Material Coordinator reviews production schedules and confers with department supervisors to determine material required or overdue and to locate material, requisitions material and establishes delivery sequences to departments according to job order priorities and anticipated availability of material; arranges for in-plant transfer of materials to meet production schedules, and with department supervisors for repair and assembly of material and its transportation to various departments, and examines material delivered to production departments to verify if type specified. This Worker may monitor and control movement of material and parts along conveyor system, using remote-control panel board, compute amount of material needed for specific job orders, applying knowledge of product and manufacturing processes and using adding machine; compile report of quantity and type of material on hand, move or transport material from one department to another, using hand or industrial truck; may compile perpetual production records in order to locate material in process of production, using manual or computerized system, and maintain employee records.

Material Expediter

Education
High school diploma or equivalency

Duties
This person will perform physical tasks to transport or store materials or merchandise. Duties involve one or more of the following: manually loading or unloading freight cars, trucks, or other transporting devices; unpacking, shelving, or placing items in proper storage locations; or transporting goods by hand truck, cart, or wheelbarrow.

Material Handling Laborer

Education
High school diploma or equivalency

Duties
This person will perform physical tasks to transport or store materials or merchandise. Duties involve one or more of the following: manually loading or unloading freight cars, trucks, or other transporting devices; unpacking, shelving, or placing items in proper storage locations; or transporting goods by hand truck, cart, or wheelbarrow.

Order Filler

Education
High school diploma or equivalency

Duties
Fills shipping or transfer orders for finished goods from stored merchandise in accordance with specifications on sales slips, customers' orders, or other instructions. This worker may, in addition to filling orders and indicating items filled or omitted, keep records of outgoing orders, requisition additional stock or report short supplies to supervisor, and perform other related duties.

Production Line Worker

Education
High school diploma or equivalency

Duties 
This position refers to an employee employed in a food processing plant whose duties involve several of the following: loading and unloading commodities from rail cars, trucks, or other conveyances, placing merchandise in proper storage location and transporting the merchandise by hand truck, push-pull, or forklift; blends merchandise ingredients into pre-determined quality by heating, mixing, re-heating, etc. The Production Line Worker monitors blending operation to ensure that finished products meets customer's requirements, monitors flow of product into appropriate container; labels container with identifying information supplied by customer, and places containers into appropriate shipping container. Must have knowledge of various types and sizes of shipping containers and special requirements of customers.

Shipping Packer

Education
High school diploma or equivalency

Duties
Someone in this position prepares finished products for shipment or storage by placing them in shipping containers, the specific operations performed being dependent upon the type, size, and number of units to be packed, the type of container employed, and method of shipment. Work requires the placing of items in shipping containers, and may involve one or more of the following: knowledge of various items of stock in order to verify content, selection of appropriate type and size of container, inserting enclosures in container; using excelsior or other material to prevent breakage or damage, closing and sealing container, and applying labels or entering identifying data on container.

Shipping/Receiving Clerk

Education
High school diploma or equivalency

Duties
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.

Store Worker I

Education
High school diploma or equivalency

Duties
The Store Worker I will perform the following tasks at an establishment whose primary function is that of the resale of merchandise in a retail environment, move merchandise by use of non-motorized equipment that is intended for display and resale purposes, include the cleaning of merchandise on or in display fixtures utilizing various merchandise techniques common to retail trade. Merchandise may be displayed by a predetermined placement system using labels or other identifying marks. This worker will maintain the display sales area by straightening merchandise to give a neat, full, and salable appearance, removing damaged or outdated merchandise, and displaying merchandise in such a manner to maintain freshness and sale dates, may determine display or sale requirements from existing inventory, may be required to keep inventory forms of merchandise stocked and merchandise returned to storage, may be required to affix labels to merchandise indicating sale price, item description, or other information, and may be required to offer customer or patron assistance with the location or selection of merchandise.

Stock Clerk 

Education
High school diploma or equivalency

Duties
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.

Warehouse Specialist

Education
High school diploma or equivalency

Duties
As directed, the Warehouse Specialist performs a variety of warehousing duties that require an understanding of the establishment's storage plan. Work involves most of the following: verifying materials (or merchandise) against receiving documents, noting and reporting discrepancies and obvious damages, routing materials to prescribed storage locations; storing, stacking, or palletizing materials in accordance with prescribed storage methods, rearranging and taking inventory of stored materials, examining stored materials and reporting deterioration and damage, removing material from storage and preparing it for shipment. This worker may operate hand or power trucks in performing warehousing duties.

Electronics Technician, Maintenance I

Education
High school diploma or equivalency

Duties
The Electronics Technician Maintenance I applies basic technical knowledge to perform simple or routine tasks following detailed instructions, performs such tasks as replacing components, wiring circuits, repairing simple electronic equipment; and taking test readings using common instruments such as digital multi-meters, signal generators, semiconductor testers, curve tracers, and oscilloscopes. This person works under close supervision receiving technical guidance from supervisor or higher-level technician. Work is checked frequently for accuracy.

736-4 
Information and Arts Occupations

Cashier

Education
High school diploma or equivalency

Duties
Receives cash from customers or employees in payment for goods or services and records amounts received, computes or re-computes bills, itemized lists, and tickets showing amount due using adding machine or cash register, makes change, cashes checks and issues receipts or tickets to customers; records amounts received, prepares reports of transactions, reads and records totals shown on cash register tape and verifies against cash on hand. The Cashier may make credit card transactions and may be required to know value and features of items for which money is received. This worker may give cash refunds or issue credit memorandums to customers for returned merchandise, operate ticket-dispensing machine, sell candy, cigarettes, gum and gift certificates, and issue trading stamps. This person is usually employed in restaurants, cafeterias, theaters, retail stores, and other establishments.

Recycling Laborer

Education
High school diploma or equivalency

Duties
The Recycling Laborer sorts through collected trash and debris for recyclable materials and separates items into established categories such as aluminum, ferrous metals, glass, high-grade white paper, and corrugated paper. This worker discards contaminants and other items that cannot be recycled.

Desk Clerk

The Desk Clerk performs any combination of the following duties for guests of hotel, motel, or other lodging facility: registers and assigns rooms to guests, issues and receives room keys, date-stamps, sorts, and racks incoming mail and messages; receives and transmits messages using equipment such as telephone switchboard, console, telegraph, and teletype, answers inquiries pertaining to establishment services, shopping, dining, entertainment, and travel directions, keeps records of room availability and guests' accounts, computes bills, collects payments, and makes changes for guests. The Desk Clerk makes and confirms room reservations, may post charges such as room, food, liquor, or telephone to casebooks by hand or machine, make restaurant, transportation, or entertainment reservations, and arrange for tours, may deposit guests’ valuables in safe or safe-deposit box, and may sell tobacco, candy, and newspapers. 

Sales Clerk

The Sales Clerk sells a variety of inexpensive merchandise usually in a retail trade establishment, for which knowledge of the items sold is not a primary requirement. This incumbent performs the following tasks: stocks shelves, counters, or tables with merchandise, sets up advertising displays or arranges merchandise on counters or tables to promote sales, stamps, marks, or tags price on merchandise; obtains merchandise requested by customer or receives merchandise selected by customer; totals price and tax on merchandise selected by customer using paper and pencil, cash register, or adding machine to determine bill. This worker receives payment and makes change, occasionally calculates sales discount in determining sales slip, wraps or bags merchandise for customers, cleans shelves, counter, or tables, as necessary; may keep record of sales, prepare inventory of stock, or order merchandise; and may be designated according to product sold or type of store. 

736-5
Technical and Professional Education

Drafter/CAD Operator I

This operator prepares drawings or computer models of simple, easily visualized structures, systems, parts or equipment from sketches or marked-up prints, selects appropriate templates/computer programs or uses a compass and other equipment needed to complete assignments. Drawings and models fit familiar patterns and present few technical problems. Supervisor provides detailed instructions on new assignments, gives guidance when questions arise, and reviews completed work for accuracy. 

Typical assignments include:

a. Revisions to the original drawings of a plumbing system by increasing pipe diameters. 

b. Drawing from sketches, the building floor plans, determining size, spacing and arrangement of freehand lettering according to scale. 

c. Drawing simple land profiles from predetermined structural dimensions and reduced survey notes. 

d. Tracing river basin maps and enters symbols to denote stream sampling locations, municipal and industrial waste discharges, and water supplies. 

e. Preparing a computer model of a room, building, structure from data, prints, photos

Drafter/CAD Operator II

Education
High school diploma or equivalency

Duties
This operator prepares various drawings computer models of such units as construction projects or parts and assemblies, including various views, sectional profiles, irregular or reverse curves, hidden lines, and small or intricate details. Work requires use of most of the conventional drafting and CAD techniques and a working knowledge of the terms and procedures of the occupation. The Draft/CAD Operator II makes arithmetic computations using standard formulas. Familiar or recurring work is assigned in general terms. Unfamiliar assignments include information on methods, procedures, sources of information, and precedents to follow. Simple revisions to existing drawings or computer models may be assigned with a verbal explanation of the desired results. More complex revisions are produced from sketches, computer models or specifications that clearly depict the desired product. 

Typical assignments include: 

a. Preparing several views of a simple gear system from a layout and manual references and obtaining dimensions and tolerances from manuals and by measuring the layout. 

b. Preparing and revising detail and design drawings for such projects as the construction and installation of electrical or electronic equipment, plant wiring, and the manufacture and assembly of printed circuit boards. Drawings typically include details of mountings, frames, guards, or other accessories; conduit layouts; or wiring diagrams indicating transformer sizes, conduit locations and mountings. 

c. Drawing base and elevation views, sections, and details of new bridges or other structures, revising complete sets of roadway drawings for highway construction projects, or preparing block maps, indicating water and sewage line locations.

Drafter/CAD Operator III

Education
High school diploma or equivalency

Duties
This operator prepares complete sets of complex drawings or computer models that include multiple views, detail drawings, and assembly drawings. Drawings or models include complex design features that require considerable drafting skill to visualize and portray. Assignments regularly require the use of mathematical formulas to draw land contours or to compute weights, center of gravity, load capacities, dimensions, quantities of material, etc. The Draft/CAD Operator works from sketches, computer models, and verbal information supplied by an engineer, architect, or designer to determine the most appropriate views, detail drawings, and supplementary information needed to complete assignments. This operator selects required information from computer programs, and internet sites, precedents, manufacturers' catalogs, and technical guides. This operator independently resolves most of the problems encountered. Supervisor or design originator may suggest methods of approach or provide advice on unusually difficult problems. 

Typical assignments include: 

a. Prepares complete sets of drawings of test equipment to be manufactured from layouts, models, or sketches. Several cross-sectional and subassembly drawings are required. From information supplied by the design originator and from technical handbooks and manuals, this operator describes dimensions, tolerances, fits, fabrication techniques, and standard parts to use in manufacturing the equipment. 

b. From electronic schematics, information as to maximum size, and manuals giving dimensions of standard parts, determines the arrangement and prepares drawing of printed circuit boards. 

c. From precedents, drafting standards, and established practices, prepares final construction drawings for floodgates, navigation locks, dams, bridges, culverts, levees, channel excavations, dikes and berms, prepares boring profiles, typical cross-sections, and land profiles; and delineates related topographical details as required. 

d. Prepares final drawings for street paving and widening or for water and sewer lines having complex trunk lines; reduces field notes and calculates true grades. From engineering designs, lays out plan, profile and detail appurtenances required; and notifies supervisor of conflicting details in design.

Drafter/CAD Operator IV

Education
High school diploma or equivalency

Duties
This operator works closely with design originators, preparing drawings or computer models of unusual, complex, or original designs that require a high degree of precision, performs unusually difficult assignments requiring considerable initiative, resourcefulness, and drafting expertise. This incumbent assures that anticipated problems in manufacture, assembly, installation, and operation are resolved by the drawing produced, exercises independent judgment in selecting and interpreting data based on knowledge of the design intent. Although working primarily as a drafter, this worker may occasionally interpret general designs prepared by others to complete minor details, may provide advice and guidance to lower level drafters or serve as coordinator and planner for large and complex drafting projects.

Engineering Technician I

Education
High school diploma or equivalency

Duties
Be able to provide semi-professional technical support for engineers working in such areas as research, design, development, testing, or manufacturing process improvement. Work pertains to electrical, electronic, or mechanical components or equipment. These technicians are required to have some practical knowledge of science or engineering. Some positions may require a practical knowledge of mathematics or computer science. Included are workers who prepare design drawings and assist with the design, evaluation, and/or modification of machinery and equipment. 

This person performs one or a combination of such typical duties as: 

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

b. Performing simple or routine tasks or tests such as tensile or hardness tests; operating and adjusting simple test equipment; records test data. 

c. Gathering and maintaining specified records of engineering data such as tests, drawings, etc.; performing computations by substituting numbers in specified formulas; plotting data and draws simple curves and graphs.

Engineering Technician II

Education
High school diploma or equivalency

Duties
The Engineering Technician II performs standardized or prescribed assignments involving a sequence of related operations, follows standard work methods on recurring assignments but receives explicit instructions on unfamiliar assignments. Technical adequacy of routine work is reviewed on completion; non-routine work may be reviewed in progress. 

This technician performs at this level, one or a combination of such typical duties as: 

a. Following specific instructions, assembles or constructs simple or standard equipment or parts, servicing or repairing simple instruments or equipment; 

b. Conducting a variety of tests using established methods, preparing test specimens, adjusting and operating equipment, recording test data, and pointing out deviations resulting from equipment malfunction or observational errors; 

c. Extracting engineering data from various prescribed but non-standardized sources, processing the data following well defined methods including elementary algebra and geometry, and presenting the data in prescribed form.

Engineering Technician III

Education
High school diploma or equivalency

Duties
The Engineering Technician III performs assignments that are not completely standardized or prescribed, selects or adapts standard procedures or equipment, using fully applicable precedents, receives initial instructions, equipment requirements, and advice from supervisor or engineer as needed, performs recurring work independently. Work is reviewed for technical adequacy or conformity with instructions. 

This technician performs at this level one or a combination of such typical duties as: 

a. Constructing components, subunits, or simple models or adapts standard equipment; may troubleshoot and correct malfunctions; 

b. Following specific layout and scientific diagrams to construct and package simple devices and subunits of equipment. 

c. Conducting various tests or experiments which may require minor modifications in test setups or procedures as well as subjective judgments in measurement, selecting, preparing, and operating standard test equipment and records test data; 

d. Extracting and compiling a variety of engineering data from field notes, manuals, lab reports, etc., processing data, identifying errors or inconsistencies, selecting methods of data presentation. 

e. Assisting in design modification by compiling data related to design, specifications, and materials that are pertinent to specific items of equipment or component parts; developing information concerning previous operational failures and modifications, and using judgment and initiative to recognize inconsistencies or gaps in data and seek sources to clarify information.

Engineering Technician IV

The Engineering Technician IV performs non-routine assignments of substantial variety and complexity, using operational precedents that are not fully applicable, such assignments that are typically parts of broader assignments, are screened to eliminate unusual design problems. This incumbent may plan such assignments. This technician receives technical advice from supervisor or engineer. Work is reviewed for technical adequacy (or conformity with instructions). This position may be assisted by lower level technicians and have frequent contact with professionals and others within the establishment, and performs one or a combination of such typical duties as: 

a. Developing or reviewing designs by extracting and analyzing a variety of engineering data, applying conventional engineering practices to develop, prepare, or recommend schematics, designs, specifications, electrical drawings and parts lists. (Examples of designs include: detailed circuit diagrams; hardware fittings or test equipment involving a variety of mechanisms; conventional piping systems; and building site layouts). 

b. Conducting tests or experiments requiring selection and adaptation or modification of a wide variety of critical test equipment and test procedures, preparing and operating equipment, recording data, measuring and recording problems of significant complexity that sometimes require resolution at a higher level, and analyzes data and prepares test reports. 

c. Applying methods outlined by others to limited segments of research and development projects, constructing experimental or prototype models to meet engineering requirements; conducts tests or experiments and redesigns as necessary and recording and evaluating data and reports findings. 

Engineering Technician V

This technician performs non-routine and complex assignments involving responsibility for planning and conducting a complete project of relatively limited scope or a portion of a larger and more diverse project, selects and adapts plans, techniques, designs, or layouts, contacts personnel in related activities to resolve problems and coordinate the work, reviews, analyzes, and integrates the technical work of others. Supervisor or professional engineer outlines objectives, requirements, and design approaches. Completed work is reviewed for technical adequacy and satisfaction of requirements. This incumbent may train and be assisted by lower level technicians, and performs one or a combination of the following: 

a. Designs, develops, and constructs major units, devices, or equipment; conducts tests or experiments; analyzes results and redesigns or modifies equipment to improve performance; and reports results. 

b. From general guidelines and specifications (e.g., size or weight requirements), develops designs for equipment without critical performance requirements that are difficult to satisfy such as engine parts, research instruments, or special purpose circuitry. Analyzes technical data to determine applicability to design problems; selects from several possible design layouts; calculates design data; and prepares layouts, detailed specifications, parts lists, estimates, procedures, etc. May check and analyze drawings or equipment to determine adequacy of drawings and design. 

c. Plans or assists in planning tests to evaluate equipment performance. Determines test requirements, equipment modification, and test procedures; conducts tests using all types of instruments; analyzes and evaluates test results, and prepares reports on findings and recommendations. 

Laboratory Technician

Education
High school diploma or equivalency

Duties
The Laboratory Technician (Laboratory Tester) performs laboratory tests according to prescribed standards to determine chemical and physical characteristics or composition of solid, liquid, or gaseous materials and substances for purposes such as quality control, process control, product development, or determining conformity to specifications. This incumbent sets up and adjusts laboratory apparatus, and operates grinders, agitators, centrifuges, ovens, condensers, and vibrating screens to prepare material for testing according to established laboratory procedure. This worker performs physical tests on samples of cement or raw materials and controls quality of materials and mix during manufacturing process. Work involves running tests of the following: raw materials, such as aggregate, limestone, and sand, for such qualities as permeability, loadbearing capacity, or cohesiveness; dry and liquid substances used as ingredients in adhesives, propellants, lubricants, refractories, synthetic rubber, paint, paper, and other compounds for purity, viscosity, density, absorption or burning rate, melting point, or flash point, using viscometer, torsion balance scale, and pH meter; solutions used in processes, such as anodizing, waterproofing, cleaning, bleaching, and pickling, for chemical strength, specific gravity, or other specifications; materials for presence and content of elements or substances, such as hydrocarbons, manganese, natural grease or impurities, tungsten, sulfur, cyanide, ash or dust, and samples of manufactured products, such as cellophane or glassware, to verify conformity with heat resistance, tensile strength, ductility, and other specifications, and examines materials, using microscope. The Laboratory Technician (Laboratory Tester) records test results on standard forms, writes test reports describing procedures used, and prepares graphs and charts, cleans and sterilizes laboratory apparatus, may prepare chemical solutions according to standard formulae, and may add chemicals or raw materials to process solutions or product batches to correct deviations from specifications.

Mathematical Technician

The Mathematical Technician applies standardized mathematical formulas, principles, and methodology to technological problems in engineering and physical sciences in relation to specific industrial and research objectives, processes, equipment, and products. They confer with professional, scientific, and engineering personnel to plan project, analyzes raw data recorded on magnetic tape, punched cards, photographic film or other media, and select most practical and accurate combination and sequence of computational methods using algebra, trigonometry, geometry, vector analysis and calculus to reduce raw data to meaningful and manageable terms. 

This technician selects most economical and reliable combination of manual, mechanical, or electronic data processing methods and equipment consistent with data reduction requirements, modifies standard formulas to conform to data processing method selected, translates data into numerical values, equations, flow charts, graphs or other media, analyzes processed data to detect errors. This worker may operate card punching or sorting machines, calculators, or data processing equipment. 

Technical Writer I

The Technical Writer I revises or writes standardized material for reports, manuals, briefs, proposals, instruction books, catalogs, and related technical and administrative publications concerned with work methods and procedures, and installation, operation, and maintenance of machinery and other equipment. This worker receives technical direction from supervisor or senior writer, notes or manuals containing operating procedures and details manufacturer's catalogs, drawings and other data relative to operation, maintenance, and service of equipment. This writer may have access to blueprints, sketches, drawings, parts lists, specifications, mockups, and product samples to integrate and delineate technology, operating procedure, and production sequence and detail. 

This worker organizes material and completes writing assignment according to set standards regarding order, clarity, conciseness, style, and terminology, may maintain records and files of work and revisions, select photographs, drawings, sketches, diagrams, and charts to illustrate material, assist in laying out material for publication arrange for typing, duplication and distribution of material; may assist in writing speeches, articles, and public or employee relations releases, and may specialize in writing material regarding work methods and procedures.

Technical Writer II 

In this capacity, the Technical Writer revises or writes material that is mostly standardized for reports, manuals, briefs, proposals, instruction books, catalogs, and related technical and administrative publications concerned with work methods and procedures, and installation, operation, and maintenance of machinery and other equipment. The incumbent receives assignment and technical information from a supervisor or senior writer, may be provided notes or manuals containing operating procedures and details, and may observe production, developmental or experimental activities to expand or verify the provided operating procedures and details. 

This worker accesses manufacturers’ catalogs, drawings and other data relative to operation, maintenance, and service of equipment, may have access to blueprints, sketches, drawings, parts lists, specifications, mockups, and product samples to integrate and delineate technology, operating procedure, and production sequence and detail. This writer organizes material and completes writing assignment according to set standards regarding order, clarity, conciseness, style, and terminology, may maintain records and files of work and revisions, may select photographs, drawings, sketches, diagrams, and charts to illustrate material, assist in laying out material for publication, and arrange for typing, duplication and distribution of material. This writer may draft speeches, articles, and public or employee relations releases, or specialize in writing material regarding work methods and procedures. 
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