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Corporate Overview
Midtown Personnel, Inc.
900 7th Street, NW, Suite 725

Washington, DC 20001

www.midtownpersonnel.com
Phone: 202-887-4747
Fax: 202-887-4748
Government Contracting made EZ
via Full-Time Equivalent (FTEs)
Project/Task Support
Midtown Personnel can assist you with your staffing and managing of your long term requirements by offering full time equivalent (FTEs) professional contractors on a one year contract.  Midtown guarantees 100% employee retention by offering all FTEs health benefits (CareFirst BlueShield), vacation and leave accrual.  Midtown includes our in-house project manager to tend to each and every contract.  We interview, test and train the highest quality, professional candidates. No longer are you bothered with any of these time consuming issues because we do it all for you!
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Small Business/Woman Owned

	Schedule 736 – Solutions & More (SAM)
GSA Contract # GS-07F-0539N

DUNS 793586405

NAICS: 561320, 541511, 541512, 41513, 541519, 541612, 561110, 541611



Company History
Midtown Personnel, Inc. has served our client community (federal, state, and private sectors) with the best administrative and professional temporary/contract staffing services since 1989.  Midtown is a reliable and experienced woman-owned, small business establishment offering long-term and short-term temporary assignments with a special feature of peak period and project/contract staffing.  No project is too small or too big for Midtown to handle.  

Our mission is to be the selected provider of qualified, reliable, and driven staff for the federal, state, and private sector.
Our Team
Midtown Personnel’s management team collectively has over 50 years experience in the temporary services industry.  They are well trained in human resource management, creative recruiting and client services.  Midtown maintains quality employees through our customized selection process. As a locally owned and operated firm, we are able to devote the time and attention to each and every client and applicant who seeks our assistance. 

 

Management Team
Tasha Manzano – Director of Business Development, Government Services
Joanna Swann – Associate Director of Operations, Government Services
Ward Howick – Vice President of Temporary Services

 
Midtown Personnel’s “Full Service”
 
	We offer our clients:

-          Red Carpet Service

-          Qualified Talent Pool

-          Quality Control and Improvement

-          Management Involvement

-          Long Term Outlook

-          Commitment

	We offer our employees:

-          One-on-one Career Consulting

-          Excellent Salaries

-          Benefits

-          Seniority and Merit Increases

-          Bonus Programs




Midtown offers thorough recruiting, screening, testing, reference checking, and interviewing of all candidates.  
Midtown also offers flexible payments: ACH wire transfer, major credit cards, Government-issued credit cards, checks, and a volume discount for large projects.  

 
Contracts
Purchase Orders, Blanket Purchase Agreements
Awarded the General Services Administration Federal Supply Schedule Contract (GSA FSS) for temporary administrative and professional staffing services (TAPS).

Contract # GS-07F-0539N
Awarded the General Services Administration Federal Supply Schedule Contract Office, Imaging and Document Solutions
Contract # GS-25F-0007U           
Awarded the NIH Blanket Purchase Agreement to provide temporary and contract support services.

BPA # HHSN263999900692B


Awarded the US House of Representatives IDIQ Contract to provide temporary professional staffing services.
Awarded the District of Columbia Support Services contract (DCSS) for temporary professional administrative staffing.
Contract # DCSS-2006-D-96130-02S

Awarded the District of Columbia Support Services contract (DCSS) for mission oriented business integrated services (MOBIS)

Contract # DCSS-2006-D-918-74S
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-0539N
CONTRACT PERIOD:  May 15, 2003 through May 14, 2013
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:
Midtown Personnel, Inc.


             900 7th Street NW, Suite 725




Washington, DC  20001-3886

Phone number:  (202) 887-4747

Fax number:
(202) 887-4748
E-Mail:  tmanzano@midtownpersonnel.com
Web Site:  www.midtownpersononel.com


CONTRACTOR’S ADMINISTRATION SOURCE:  Tasha Manzano     

BUSINESS SIZE: 
Small Woman-Owned Business
CUSTOMER INFORMATION:

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

SIN

DESCRIPTION

736-1
Administrative Support and Clerical Occupations

736-2
Automatic Data Processing Occupations

736-4
Information and Arts Occupations, including Miscellaneous Occupations

736-5
Technical and Professional Occupations

1b.
LOWEST PRICED MODEL NUMBER AND PRICE FOR EACH SIN:  N/A

1c.
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 by location and labor category.  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:  

Washington, DC, Wage Determination No. 2005-2103, Revision 5 dated 05/08/2008

5.
POINT(S) OF PRODUCTION:  N/A

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

8.
PROMPT PAYMENT TERMS:  Net 30.

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

9.b.
Government Purchase Cards are 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 effect a faster delivery. Customers are encouraged to contact the contractor for the purpose of requesting accelerated delivery.  

12.
FOB POINT:  N/A
13a.
ORDERING ADDRESS:  Same as contractor address.  

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:  Not applicable

17.
TERMS AND CONDITIONS OF GOVERNMENT PURCHASE CARD ACCEPTANCE:  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 AVAILABLE):  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:  793586405
26.
NOTIFICATION REGARDING REGISTRATION IN CENTRAL CONTRACTOR REGISTRATION (CCR) DATABASE:  Contractor has an Active Registration in the CCR database.

Table of awarded special item number(s) with appropriate cross-reference to item descriptions and awarded price(s). All prices are hourly rates and performed on-site at the client/government agency designated location.


	SIN
	Item Description
	 Labor Categories Provided
	Hourly Rate

	 
736-1
	 
Administrative Support & Clerical Occupations
	 

Accounting Clerk I

Accounting Clerk II

Accounting Clerk III

Accounting Clerk IV

Document Preparation Clerk

Messenger/Courier

Duplicating Machine Operator

General Clerk I

General Clerk II

General Clerk III

General Clerk IV

Personnel Assistant I

Personnel Assistant II

Personnel Assistant III

Personnel Assistant IV

Switchboard/Operator Receptionist

Word Processor I

Word Processor II

Word Processor III

Secretary I

Secretary II

Secretary III

Secretary IV

Secretary V/Legal Secretary
Procurement Assistant
	$21.11

$24.51

$27.35

$31.39

$24.99

$21.41

$21.46

$22.08

$27.12

$29.33

$33.10

$25.42

$29.58

$32.85

$35.64

$21.21

$26.54

$28.81

$32.60

$29.90

$35.34

$37.20

$39.59

$41.10

      $28.51      

	736-2
	Automatic Data Processing Occupations

	 Help Desk Technician

	     $36.23


	736-4


	Information & Arts Occupations

	Librarian
	     $42.75

	 736-5
	Technical and Professional Occupations
 
	Paralegal/Legal Assistant I

Paralegal/Legal Assistant II

Paralegal/Legal Assistant III

Paralegal/Legal Assistant IV

Attorney I

Attorney II

Graphic Designer
Contract Specialist I

Contract Specialist II

Contract Specialist III

Senior Program Analyst

	$35.02
$41.33
$50.36
$55.44
$61.40
$76.93
$39.65
$27.80
$44.72
$63.21
$73.71

	
	
	
	


	

Description of all corresponding commercial job titles, experience, functional responsibility for those types of employees who will perform services on behalf of Inclusion Incorporated follows:

1.  Accounting Clerk I – Performs very simple and routine accounting clerical operations, for example, recognizing and comparing easily identified numbers and codes on similar and repetitive accounting documents, verifying mathematical accuracy, and identifying discrepancies and bringing them to the supervisor's attention. Supervisor gives clear and detailed instructions for specific assignments. Employee refers to supervisor all matters not covered by instructions. Work is closely controlled and reviewed in detail for accuracy, adequacy, and adherence to instructions.  

2.  Accounting Clerk II – Performs one or more routine accounting clerical operations, such as: examining, verifying, and correcting accounting transactions to insure completeness and accuracy of data and proper identification of accounts, and checking that expenditures will not exceed obligations in specified accounts; totaling, balancing, and reconciling collection vouchers; posting data to transaction sheets where employee identifies proper accounts and items to be posted; and coding documents in accordance with a chart (listing) of accounts. Employee follows specific and detailed accounting procedures. Completed work is reviewed for accuracy and compliance with procedures.

3.  Accounting Clerk III - Uses a knowledge of double entry bookkeeping in performing one or more of the following: Posts actions to journals, identifying subsidiary accounts affected and debit and credit entries to be made and assigning proper codes; reviews computer printouts against manually maintained journals, detecting and correcting erroneous postings, and preparing documents to adjust accounting classifications and other data; or reviews lists of transactions rejected by an automated system, determining reasons for rejections, and preparing necessary correcting material. On routine assignments, employee selects and applies established procedures and techniques. Detailed instructions are provided for difficult or unusual assignments. Completed work and methods used are reviewed for technical accuracy.

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

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



	6.  Messenger/Courier - Drives automobile or light truck to deliver messages, documents, packages and mail to various business concerns or governmental agencies. May transport office personnel and visitors, and perform miscellaneous errands, such as carrying mail to and from the post office and sorting or opening incoming and outgoing mail. May obtain receipts for articles delivered and keep a log of items received and delivered. May deliver items to offices and departments within an establishment.

7.  Duplicating Machine Operator - Operates one or more photocopying, photographic, mimeograph and duplicating office machines to make copies of documents such as letters, reports, directives, manuals, articles and bulletins. Operates small binding machines. Performs clerical duties associated with the request for printing and photographic services. Prepares assembly sheets and printing requisitions with specifications for printing and binding. Keeps record of work, and delivers and picks up work. Performs minor repairs and preventive maintenance. Maintains an inventory of supplies and parts needed for reproduction equipment. Important variables may be indicated by trade name of machine operated. 

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

9.  General Clerk II - Follows a number of specific procedures in completing several repetitive clerical steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charges to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task.

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

11.  General Clerk IV - Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence. Selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures. Typical duties include: assisting in a variety of administrative matters; maintaining a wide variety of financial or other records; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints. May also direct lower level clerks. Positions above level IV are excluded. Such positions (which may include supervisory responsibility over lower level clerks) require workers to use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments. Typical jobs covered by this exclusion include administrative assistants, clerical supervisors, and office managers.

12.  Personnel Assistant I - Performs routine tasks which require a knowledge of personnel procedures and rules, such as: providing simple employment information and appropriate lists and forms to applicants or employees on types of jobs being filled, procedures to follow, and where to obtain additional information; ensuring that the proper forms are completed for name changes, locator information, applications, etc. and reviewing completed forms for signatures and proper entries; or maintaining personnel records, contacting appropriate sources to secure any missing items, and posting items such as dates of promotions, transfer, and hire, or rates of pay or personal data. If this information is computerized, outside inquiries for simple factual information, such as verification of dates of employment in response to telephone credit checks of employees. Some receptionist or other clerical duties may be performed. May be assigned work to provide training for a higher level position. 

	13.  Personnel Assistant II - Examines and/or processes personnel action documents using experience in applying personnel procedures and policies. Ensures that information is complete and consistent and determines whether further discussion with applicants or employees is needed or whether personnel information must be checked against additional files or listings. Selects appropriate precedents, rules, or procedures from a number of alternatives. Responds to varied questions from applicants, employees, or managers for readily available information which can be obtained from file material or manuals; responses require skill to secure cooperation in correcting improperly completed personnel documents or to explain regulations and procedures. May provide information to managers on availability of applicants and status of hiring actions; may verify employment dates and places supplied on job applications; may maintain personnel records; and may administer typing and stenography test. Completes routine assignments independently. Detailed guidance is available for situations which deviate from established precedents. Clerks/assistants are relied upon to alert higher level clerks/assistants or supervisor to such situations. Work may be spot checked periodically.

14.  Personnel Assistant III - Serves as a clerical expert in independently processing the most complicated types of personnel actions, e.g., temporary employment, rehires, and dismissals and in providing information when it is necessary to consolidate data from a number sources, often with short deadlines. Screens applications for obvious rejections. Resolves conflicts in computer listings or other sources of employee information. Locates lost documents or reconstructs information using a number of sources. May check references of applicants when information in addition to dates and places of past work is needed, and judgment is required to ask appropriate routine follow-up questions. May provide guidance to lower level clerks. Supervisory review is similar to level II. AND/OR Performs routine personnel assignments beyond the clerical level, such as: orienting new employees to programs, facilities, rules on time and attendance, and leave policies; computing basic statistical information for reports on manpower profiles, EEO progress and accomplishments, hiring activities, attendance and leave profiles, turnover, etc.; and screening applicants for well-defined positions, rejecting those who do not qualify for available openings for clear cut reasons, referring others to appropriate employment interviewer. Guidance is provided on possible sources of information, methods of work, and types of reports needed. Completed written work receives close technical review from higher level personnel office employees; other work may be checked occasionally.

15.  Personnel Assistant IV - Performs work in support of personnel professionals which requires a good working knowledge of personnel procedures, guides, and precedents. In representative assignments: interviews applicants, obtains references, and recommends placement of applicants in a few well-defined occupations (trade or clerical) within a stable organization or unit; conducts post-placement or exit interviews to identify job adjustment problems or reasons for leaving the organization; performs routine statistical analyses related to manpower, EEO, hiring, or other employment concerns, e.g., compares one set of data to another set as instructed; and requisitions applicants through employment agencies for clerical or blue collar jobs. At this level, assistants typically have a range of personal contacts within and outside the organization and with applicants, and must be tactful and articulate. May perform some clerical work in addition to the above duties. Supervisor reviews completed work against stated objectives. 

16.  Switchboard Operator/Receptionist - Operates a single-position telephone switchboard or console, used with a private branch exchange (PBX) system to relay incoming, outgoing, and intra-system calls and acts as a receptionist greeting visitors, determining nature of visits and directing visitors to appropriate persons. Work may also involve 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. May also type and perform other routine clerical work, usually while at the switchboard or console, which may occupy the major portion of the worker's time. 

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

	18.  Word Processor II - Uses knowledge of varied and advanced functions of one software type, possesses knowledge of varied functions of different types of software, or a knowledge of specialized or technical terminology to perform such typical duties as: editing and reformatting written or electronic drafts. Examples include: Correcting function codes; adjusting spacing and formatting; and standardizing headings, margins, and indentations. Transcribes scientific reports, lab analyses, 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. 

19.  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.

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

21.  Paralegal/Legal Assistant I - Work is performed under close supervision, with required assistance readily available. Work includes, typically, several of the following duties: Consults prescribed sources of information for facts relating to matters of interest to the program; Reviews documents to extract selected data and information relating to specific items; Reviews and summarizes information in prescribed format on case precedent and decisions; Searches and extracts legal references in libraries and computer-data banks; Attends hearings or court appearances to become informed on administrative and/or court procedures and the status of cases, and where necessary, assists in the presentation of charts and other visual information. 

22.  Paralegal/Legal Assistant II - At this level, the incumbent, exercises more independent judgment than at the level I position. In this capacity the incumbent: Reviews case materials to become familiar with questions under consideration; Searches for and summarizes relevant articles in trade magazines, law reviews, published studies, financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs, and other legal documents; Prepares digests of selected decisions or opinions which incorporate legal references and analyses of precedents involved in areas of well-defined and settled points of law; Interviews potential witnesses and prepares summary interview reports for the attorney's review; Participates in pre-trial witness conferences, notes possible deficiencies in case materials (e.g., missing documents, conflicting statements) and additional issues or other questionable matters, and requests further investigation by other agency personnel to correct possible deficiencies or personally conducts limited investigations at the pre-trial stage; Prepares and organizes trial exhibits, as required, such as statistical charts and photographic exhibits; Verifies citations and legal references on prepared legal documents; Prepares summaries of testimony and depositions; Drafts and edits non-legal memoranda, research reports and correspondence relating to cases. 

	23.  Paralegal/Legal Assistant III - At this level, participates in the substantive development of cases by performing the following functions: Analyzes and evaluates case files against litigation worthiness standards; Notes and corrects case file deficiencies (e.g., missing documents, inconsistent material, leads not investigated) before sending the case on to the concerned trial attorney; Reviews and analyzes available precedents relevant to cases under consideration for use in presenting case summaries to trial attorneys; Gathers, sorts, classifies, and interprets data to discover patterns of possible discriminatory activity; Interviews relevant personnel and potential witnesses to gather information; Reviews and analyzes relevant statistics; Performs statistical evaluations such as standard deviations, analyses of variance, means, modes, and ranges as supporting data for case litigation; Consults with statistical experts on reliability evaluations; May testify in court concerning relevant data. 

24.  Paralegal/Legal Assistant IV - At this level, assists in the evaluation, development and litigation of cases by performing the following duties: Examines and evaluates information in case files, for case litigation worthiness and appropriate titles of law; Determines the need for additional information, independent surveys, evidence, and witnesses, and plans a comprehensive approach to obtain this information; Through on-site visits, interviews, and review of records on operations, looks for and evaluates the relevance and worth of evidence; Selects, summarizes, and compiles comparative data to examine and evaluate respondent's deficiencies in order to provide evidence of illegal practices or patterns; Reviews economic trends and forecasts at the national and regional level to evaluate the impact of successful prosecution and potential remedial provisions of ongoing investigations and litigation; Identifies types of record keeping systems and types of records maintained which would be relevant. Gathers, sorts, and interprets data from various record systems including computer information systems; Interviews potential witnesses for information and prepares witnesses for court appearances; Develops statistics and tabulations, such as standard deviations, regression analyses, and weighting, to provide leads and supportive data for case litigation. Prepares charts, graphs, and tables to illustrate results; Analyzes data, develops recommendations and justifications for the attorney(s) who will take the matter to court. Continues to work with the attorney(s) during the progress of the case, obtaining and developing further evidence and exhibits, providing administrative assistance, and maintaining custody of exhibits, documents, and files; May appear in court as a witness to testify concerning exhibits prepared supporting plaintiff's case. 

25.  Graphic Designer - Serves as a consulting member of an Interactive Courseware (ICW) development team. Determines requirements for computer graphics and integrates them in the ICW. Tests and performs quality control.

26.  Secretary I - Carries out recurring office procedures independently. Selects the guideline or reference which fits the specific case. Supervisor provides specific instructions on new assignments and checks completed work for accuracy. Performs varied duties including or comparable to the following:  Responds to routine telephone requests which have standard answers; refers calls and visitors to appropriate staff. Controls mail and assures timely staff response; may send form letters; As instructed, maintains supervisor's calendar, makes appointments, and arranges for meeting rooms; Reviews materials prepared for supervisor's approval for typographical accuracy and proper format; Maintains recurring internal reports, such as time and leave records, office equipment listings, correspondence controls, and training plans; Requisitions supplies, printing, maintenance, or other services. Types, takes and transcribes dictation, and establishes and maintains office files. 

27.  Secretary II - Handles differing situations, problems, and deviations in the work of the office according to the supervisor's general instructions, priorities, duties, policies, and program goals. Supervisor may assist secretary with special assignments. Duties include or are comparable to the following: Screens telephone calls, visitors, and incoming correspondence; personally responds to requests for information concerning office procedures; determines which requests should be handled by the supervisor, appropriate staff member or other offices. May prepare and sign routine, non-technical correspondence in own or supervisor's name; Schedules tentative appointments without prior clearance. Makes arrangements for conferences and meetings and assembles established background materials, 



	as directed. May attend meetings and record and report on the proceedings; Reviews outgoing materials and correspondence for internal consistency and conformance with supervisor's procedures; assures that proper clearances have been obtained, when needed; Collects information from the files or staff for routine inquiries on office program(s) or periodic reports. Refers non-routine requests to supervisor or staff; Explains to subordinate staff supervisor's requirements concerning office procedures. Coordinates personnel and administrative forms for the office and forwards for processing. 

28.  Secretary III - Uses greater judgment and initiative to determine the approach or action to take in non-routine situations. Interprets and adapts guidelines, including unwritten policies, precedents, and practices, which are not always completely applicable to changing situations. Duties include or are comparable to the following:  Based on a knowledge of the supervisor's views, composes correspondence on own initiative about administrative matters and general office policies for supervisor's approval; Anticipates and prepares materials needed by the supervisor for conferences, correspondence, appointments, meetings, telephone calls, etc., and informs supervisor on matters to be considered; Reads publications, regulations, and directives and takes action or refers those that are important to the supervisor and staff; Prepares special or one-time reports, summaries, or replies to inquiries, selecting relevant information from a variety of sources such as reports, documents, correspondence, other offices, etc., under general directions; Advises secretaries in subordinate offices on new procedures; requests information needed from the subordinate office(s) for periodic or special conferences, reports, inquiries, etc. Shifts clerical staff to accommodate workload needs.

29.  Secretary IV - Handles a wide variety of situations and conflicts involving the clerical or administrative functions of the office which often cannot be brought to the attention of the executive. The executive sets the overall objectives of the work. Secretary may participate in developing the work deadlines. Duties include or are comparable to the following: Composes correspondence requiring some understanding of technical matters; may sign for executive when technical or policy content has been authorized; Notes commitments made by executive during meetings and arranges for staff implementation. On own initiative, arranges for staff member to represent organization at conferences and meetings, establishes appointment priorities, or reschedules or refuses appointments or invitations; Reads outgoing correspondence for executive's approval and alerts writers to any conflict with the file or departure from policies or executive's viewpoints; gives advice to resolve the problems; Summarizes the content of incoming materials, specially gathered information, or meetings to assist executive; coordinates the new information with background office sources; draws attention to important parts or conflicts; In the executive's absence, ensures that requests for action or information are relayed to the appropriate staff member; as needed, interprets request and helps implement action; makes sure that information is furnished in timely manner; decides whether executive should be notified of important or emergency matters. 

30.  Secretary V – Legal – Handles a wide variety of situations and conflicts involving the clerical or administrative functions in a legal office which often cannot be brought to the attention of the lawyers and paralegals. A lawyer or other legal professional sets the overall objectives of the work. Secretary may participate in developing the work deadlines. Duties include or are comparable to the following: composes correspondence requiring some understanding of legal matters; may sign for a lawyer or paralegal when law or policy content has been authorized; notes commitments made by lawyers/paralegals during meetings and arranges for staff implementation. On own initiative, arranges for staff member to represent organization at conferences and meetings, establishes appointment priorities, or reschedules or refuses appointments or invitations; Reads outgoing correspondence for lawyer's approval and alerts writers to any conflict with the file or departure from policies or lawyer's viewpoints; gives advice to resolve the problems; Summarizes the content of incoming materials, specially gathered information, or meetings to assist lawyer/paralegal; coordinates the new information with background office sources; draws attention to important parts or conflicts; In the lawyer's absence, ensures that requests for action or information are relayed to the appropriate staff member; as needed, interprets request and helps implement action; makes sure that information is furnished in timely manner; decides whether lawyer/paralegal should be notified of important or emergency matters.
31. Attorney I: Prepares and examines contracts involving leases, licenses, purchases, sales, insurance, etc. Provides legal advice to an organization and participates in major legal actions. Conduct legal research, document management, respond to drafts and final opinions. Review regulations, activities and policies. Must be a graduate of an accredited law school with zero to three years of experience. Individual works under a direct supervisor.

32. Attorney II: Prepares and examines contracts involving leases, licenses, purchases, sales, insurance, etc. Provides legal advice to an organization and participates in major legal actions. Conduct legal research, document management, document review, respond to discover requests. Respond to drafts and final opinions. Prepare drafts and opinions. Review regulations, activities and policies. Must be a graduate of an accredited law school with three to five years of experience and must be admitted to the BAR in any US State. Individual works independently or under a direct supervisor. 
33. Contract Specialist I:

Provide support and assistance in the areas of acquisition and procurement.  Prepare and or review pre-procurement packages and assist gathering market research. Perform pre-award contract administration simplified acquisition contracts. Respond to Request for Information. 

Prepare proposal summaries, contract briefings, and determination and findings for contract files.

Assist with processing incoming task/delivery orders, contract modifications, and blanket purchase agreements. Review purchase requisitions for price quotation, justification, charge code, and authorized signatures. Prepare purchase orders for distribution to program personnel and vendors/suppliers. Individual has knowledge of Federal Acquisition Regulations (FAR) and works closely supervised. Two to five years of experience required. Individual does not have the authority to negotiate contracts on the government’s behalf. 

34. Contract Specialist II:

Provide support and assistance in the areas of acquisition and procurement.  Prepare and or review pre-procurement packages and assist gathering market research. Perform pre-award and post-award contract administration for simplified acquisition contracts. On occasion assist with open-market contracts in excess of $100K. Respond to Request for Information. Prepare proposal summaries, contract briefings, and determination and findings for contract files. Process incoming task/delivery orders, contract modifications, and blanket purchase agreements. Review purchase requisitions for price quotation, justification, charge code, and authorized signatures. Prepare purchase orders for distribution to program personnel and vendors/suppliers. Individual has knowledge of Federal Acquisition Regulations (FAR) and works closely supervised. Two to five years of experience required. Individual works virtually independently and may assist with maintaining new policies and procedures relating to acquisitions. Five to seven years of experience required plus BS/BA degree. Individual does not have the authority to negotiate contracts on the government’s behalf. 

35. Contract Specialist III: Provide support and assistance in the areas of acquisition and procurement.  Prepare and or review pre-procurement packages and assist gathering market research. Perform pre-award and post-award contract administration for simplified acquisition contracts. Assist with open-market contracts in excess of $100K-500K. Prepare proposal summaries, contract briefings, and determination and findings for contract files. Process incoming task/delivery orders, contract modifications, and blanket purchase agreements. Prepare purchase orders for distribution to program personnel and vendors/suppliers. Individual has extensive knowledge of Federal Acquisition Regulations (FAR) and the ability to work independently with little or no supervision. Prepare requests for quotes and proposals. Review Performance Work Statements. Process Inter agency agreements for various services. Provide cradle to grave contract administration. Individual possess ten or more years of experience. Individual does not have the authority to negotiate contracts on the government’s behalf. BS/BA required along with certification.

36. Senior Program Analyst: Work to develop new and/or modified administrative programs, policies, regulations, goals and objectives. Research and evaluate applicable Federal law, regulations and standards, to formulate final documentation for dissemination throughout the agency. Develop business process and program reviews, researching best practices and identifying benchmarks. Analyze procedures and systems for establishing, operating, and assessing admin control systems and compliance. Provide guidance and clarification on administrative issues to generate process improvements. Implement, develop and/or maintain reporting and tracking systems relating to administrative processes and develop files to monitor renewal of agency policy documents, milestones, and deadlines. Provide internal and external customer assistance. Individual has the ability to multi-task and work independently with little or no supervision. BS/BA degree required plus more than five years of experience. Individual does not have authority to make final determinations of regulations, policies and/or programs.

37. Procurement Assistant: Receives and reviews requisitions for clarity, detail, completeness and obtains additional information considered necessary. Compiles lists of sources of procurement and draft requests for quotations and invitations to bid.  Interviews potential suppliers and vendors. Prepares Case Presentations for validation by the Procurement Officer or Contract Officer. Prepares returns to vendor (RTV) for unacceptable and/or damaged goods received. Maintains contacts with vendors to ensure proper adherence to the terms and conditions stipulated in the Contract or Purchase Order. Resolves discrepancies between purchase orders and items/quantities shipped or received. Maintains case files in accordance with established procedures, drafts routine correspondence, any other ad-hoc duties as required. Minimum two years experience. Individual works under a supervisor.
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