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Company Profile

Founded in 1976, Neese Enterprises, Inc. dba Terry Neese Personnel Services, is a Woman Owned Small Business providing Staffing Services for government agencies in Oklahoma since 2003.
Neese Enterprises, Inc. dba Terry Neese Personnel Services
2709 W. I-44 Service Road




  Oklahoma City, OK  73112
405-942-8551
www.tneesepersonnel.com
Contract Number:  GS-07F-0657N

Contract Dates:  July 1st, 2003 – June 30th, 2013
Last Modification:  12/15/12
Business:  Woman Owned Small Business 
Services

Administrative Support and Clerical Services –736-1

Technical and Professional Services –736-5

CALL US TODAY 

FOR MORE INFORMATION 

Please contact Kim Neese 

OKC Office: (405) 942-8551
                 Fax: (405) 942-2840 
          Email: kim@tneesepersonnel.com
GENERAL SERVICES ADMINISTRATION FEDERAL SUPPLY SERVICES AUTHORIZED FEDERAL SUPPLY SCHEDULE CATALOG/PRICE LIST 
CUSTOMER INFORMATION
1a.  TABLE OF AWARDED SPECIAL ITEM NUMBERS (SINs) SIN DESCRIPTION:

736-1
Administrative Support and Clerical Occupations


736-5
Technical and Professional Occupations

1b.  LOWEST PRICED MODEL NUMBER AND PRICE FOR EACH SIN:  Not applicable  

2.        MAXIMUM ORDER:  $100,000 per SIN 
3.        MINIMUM ORDER:  $100.00.

4.        GEOGRAPHIC COVERAGE:  The preponderance of work location has been identified as:  

Oklahoma City, Oklahoma and all Oklahoma counties Wage Determination No. 2005-2431, Revision 15 dated 06/13/2012.
5.        POINT(S) OF PRODUCTION: Not Applicable

6.        DISCOUNT FROM LIST PRICES: Not Applicable

7.        QUANTITY DISCOUNT(S): None

8.        PROMPT PAYMENT TERM: Net 30 
9a.      Government Purchase Cards are accepted at or above the micro purchase 

            threshold.
9b.      Government Purchase Cards are accepted above the micro purchase threshold. 

10.       FOREIGN ITEMS: Not Applicable
11a.    TIME OF DELIVERY: Not Applicable

11b.    EXPEDIATED DELIVERY: Not Applicable

11c.    OVERNIGHT AND 2-DAY DELIVERY: Not Applicable

11d.    URGENT REQUIREMENTS: Call Contractor to request expedited delivery

12.       FOB POINT: Not Applicable
13.      ORDERING ADDRESS:        2709 W. I-44 Service Road
                                                          Oklahoma City, OK  73112
                                                          Phone Number: 405-942-8551
                                                          Fax Number: 405-942-2840 

                                                          Email Address: kim@tneesepersonnel.com
 14.      PAYMENT ADDRESS:        2709 W. I-44 Service Road
                                                         Oklahoma City, OK  73112
                                                         Phone Number: 405-942-8551
                                                         Fax Number: 405-942-2840
                                            Email Address: 
kim@tneesepersonnel.com or laurie@tneesepersonnel.com
15.       WARRENTY PROVISION: Not Applicable

16.       EXPORT PACKING CHARGES: Not Applicable

17.       TERMS AND CONDITIONS OF GOVERNMENT PURCHASE CARD ACCEPTANCE:      
             Call Contractor
18.       TERMS AND CONDITIONS OF RENTAL, MAINTENANCE, AND REPAIR: 
            Not Applicable

19.       TERMS AND CONDITIONS OF INSTALLATION: Not Applicable

20a.     TERMS AND CONDITIOS OF REPAIR PARTS INDICATING DATE OF PARTS  

             PRICE:  Not Applicable 
            LISTS AND ANY DISCOUNTS FROM LIST PRICES: Not Applicable

20b.     TERMS AND CONDITIONS FOR ANY OTHER SERVICES: Not Applicable

21.       LIST OF SERVICE AND DISTRIBUTION POINTS: Not Applicable

22.       LIST OF PARTICIPATING DEALERS: Not Applicable

23.       PREVENTIVE MAINTENANCE: Not Applicable

24a.     SPECIAL ATTRIBUTES SUCH AS ENVIRONMENTAL ATTRIBUTES: Not Applicable

24b.     SECTION 508 COMPLIANCE FOR EIT: Not Applicable

25.       DUNS NUMBER: 08-553-987
26.       NOTIFICATION REGARDING REGISTRATION IN CENTRAL CONTRACTOR  
            DATABASE: Contractor as an active registration in the CCR and ORCA data base.

TOTAL GSA PRICE LIST

Prices valid for geographic scope of the state of Oklahoma. 

	SKILL CATEGORY
	TOTAL HOURLY GSA PRICE

	Administrative Support and Clerical Services –736-1
	

	Accounting Clerk I
	$24.10

	Accounting Clerk II
	$26.39

	Accounting Clerk III
	$31.64

	Administrative Assistant
	$37.82

	Court Reporter
	$31.90

	Data Entry Operator I
	$22.16

	Data Entry Operator II
	$23.70

	Dispatcher, Motor Vehicle
	$29.87

	Document Preparation Clerk
	$24.70

	Duplicating Machine Operator
	$24.70

	General Clerk I
	$24.18

	General Clerk II
	$25.91

	General Clerk  III
	$31.23

	Housing Referral Assistant
	$32.34

	Messenger/Courier
	$20.69

	Order Clerk I
	$23.62

	Order Clerk II
	$25.59

	Personnel Assistant I
	$25.98

	Personnel Assistant II
	$28.43 

	Personnel Assistant III
	$31.09 

	Production Control Clerk 
	                                   $35.49

	Receptionist
	$23.67 

	Rental Clerk
	$25.54 

	Scheduler, Maintenance
	$25.54

	Secretary I
	$25.54

	 Secretary II
	$28.64 

	 Secretary III
	$32.34 

	 Service Order Dispatcher
	$26.99 

	 Supply Technician
	$37.82 

	Survey Worker
	$29.87

	Travel Clerk I
	$23.06

	Travel Clerk II
	$24.24

	Travel Clerk III
	$25.15

	Word Processor I
	$23.38

	Word Processor II
	$25.58

	Word Processor III
	$28.07

	
	 

	 Technical and Professional Occupations – SIN 736-5
	 

	Paralegal/Legal Assistant I
	$32.20

	Paralegal/Legal Assistant  II
	$38.60

	Paralegal/Legal Assistant  III
	$46.02

	Paralegal/Legal Assistant  IV
	$54.57


JOB DESCRIPTIONS:

Accounting Clerk I (SIN 736 1)

Performs administrative and accounting activities such as photocopying, data entry,  maintenance of the general ledger and preparation of various accounting statements and financial reports. Requires a high school diploma or its equivalent with 0-1 years of experience in the field or in a related area. Has some knowledge of commonly-used concepts, practices, and procedures within a particular field. Works under immediate supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to a supervisor or manager.
Accounting Clerk II (SIN 736 1)

Performs administrative and accounting activities such as, maintenance of the general ledger and preparation of various accounting statements and financial reports. Requires a high school diploma or its equivalent with 2-5 years of experience in the field or in a related area. Familiar with standard concepts, practices, and procedures within a particular field. Relies on limited experiences and judgment to plan and accomplish goals to perform a variety of tasks. Works under general supervision; typically reports to a supervisor or manager. A certain degree of creativity and latitude is required.
Accounting Clerk III (SIN 736 1)

Performs daily adminstrative and accounting activities such as, maintenance of the general ledger and preparation of various accounting statements and financial reports. Requires a high school diploma or its equivalent with at least 5 years of experience in the field or in a related area. Familiar with a variety of the field's concepts, practices, and procedures. Relies on experience and judgment to plan and accomplish goals. Performs a variety of complicated tasks.  Typically reports to a manager or head of a unit/department. A wide degree of creativity and latitude is expected.
Administrative Assistant (SIN 736 1)
Performs routine clerical duties, such as maintaining correspondence, cards, invoices, and other indexed records arranged in a file according to an established system. Requires a high school diploma or its equivalent with 2-5 years of experience in the field or in a related area. Familiar with standard concepts, practices, and procedures within a particular field. Relies on experience and judgment to plan and accomplish goals. Performs a variety of complicated tasks.  Works under general supervision; typically reports to a supervisor or manager. A certain degree of creativity and latitude is required.
Court Reporter (SIN 736 1)

Records examination, testimony, judicial opinions,judge’s charge to jury, judgement or sentence of court, or other proceedings in court of law by manual or machine shorthand.  Reads portions of transcript during trial on judge’s request, and asks speakers to clarify inaudible statements.  Transcribes recorded material, using typewriter, or dictates material into recording machine.  
Data Entry Operator I (SIN 736-1)
Work is routine and repetitive.  Under close supervision or following specific procedures or detailed instructions, works from various standardized source documents which have been coded and require little or no selecting, coding or interpreting of data to be entered.  Refers to supervisor problems arising from erroneous items, codes, or missing information.
Data Entry Operator II (SIN 736-1)

Work requires the application of experience and judgment in selecting procedures to be followed and in searching for, interpreting, selecting, or coding items to be entered from a variety of source documents.  On occasion may also perform routine work as described for Level I.

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

Dispatcher, Motor Vehicle (SIN 736-1)

Assigns motor vehicles and drivers for conveyance of freight or passengers.  Compiles list of available vehicles.  Assigns vehicles according to factors, such as length and purpose of trip, freight or passenger requirements and preference of user.  Issues keys, record sheets, and credential to drivers.  Records time of departure, destination, cargo, and expected time of return.  Investigates overdue vehicles.  May confer with customers to expedite or locate missing, misrouted, delayed or damaged merchandise.  May maintain record of mileage, fuel used, repairs made and other expenses.  May establish service or delivery routes.  May supervise loading and unloading.  May issue equipment to drivers, such as handtrucks, dollies and blankets.  May direct activities of drivers, using two-way radio.  May assign helpers to drivers.  May work at vehicle distribution center and assign vehicles to customer agencies.
Document Preparation Clerk (SIN 736-1) (Document Preparer)

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 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. 
Duplicating Machine Operator (SIN 736-1)

Operates a photocopy machine to complete assignments ranging from producing single color forms, reading material and other documents to those requiring the merge of covers, text, indices and related items in single or multi-color. May perform all phases of equipment set-up, operation and routine maintenance of machine and its supplies. Requires a high school diploma or its equivalent with 0-2 years of experience in the field

or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works under immediate supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to a supervisor or manager. 
General Clerk I (SIN 736 1)

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 cooperating office equipment, e.g., photocopy or mailing machine.
General Clerk II (SIN 736 1)

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.

General Clerk III (SIN 736 1)
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.
Housing Referral Assistant (SIN 736 1)
Provides housing information to an organization’s employees moving to a new location.  Contacts individuals or organizations such as landlords, real estate agents, mobile home dealers, trailer court managers and Chambers of Commerce by phone and correspondence to obtain listings of rental or sale properties, possible future prospects of housing, and to develop a working relationship with the housing referral service.  Compiles lists of houses, apartments and mobile homes which may be rented and properties which may be purchased.  Counsels applicants with regard to special circumstances and availability of housing that will meet applicant’s needs.  Maintains records of office activities.  Schedules appointments for housing inspections.  Prepares reports, as required, and replies to complaints, investigations and letters of inquiry.

Messenger/Courier (SIN 736 1)

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.
Order Clerk I (SIN 736 1)

Handles orders involving items which have readily identified uses and applications.  May refer to a catalog, manufacturer’s manual or similar document to insure that proper item is supplied or to verify price of ordered item.
Order Clerk II (SIN 736 1)

Handles orders that involve making judgments such as choosing which specific product or material from the establishment’s product lines will satisfy the customer’s needs, or determining the price to be quoted when pricing involves more than merely referring to a price list or making some simple mathematical calculations.
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.  Some receptionist or other clerical duties may be performed.  May be assigned work to provide training for a higher level position.  Detailed rules and procedures are available for all assignments.  

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 clerical tests.  Completes routine assignments independently.  Detailed guidance is available for situations which deviate from established precedents.  

Personnel Assistants 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 of 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 provide guidance to lower level clerks.  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, hiring activities, attendance and leave profiles, turnover, etc.  

Production Control Clerk (SIN 736-1)

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, performing any combination of the following duties:  Compiles and records production data from such documents as customer orders, work tickets, product specifications and individual worker production sheets, following prescribed recording procudures and using typewriter and other devices.  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 adding machine or calculator.  Writes production reports based on data compiled, tabulated and computed, following prescribed formats.  Maintains files of documents used and prepared.  Compiles from customer orders and other specifications detailed production sheets or work tickets for use by production workers as guides in assembly or manufacture of products.  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, or pegboard, based on statistics compiled for reference by production and management personnel.  Sorts and distributes work tickets or material to workers.  May compute wages from employee time cards and post wage data on records used for preparation of payroll.

Receptionist

Greets vendors, customers, job applications and other visitors, and arranges for transportation services.  Routes incoming calls.  Requires a high school diploma with 0-2 years of experience in the field or in a related area.  Has knowledge of commonly used concepts, practices, and procedures within a particular field.  Relies on instructions and pre-established guidelines to perform the functions of the job.  Works under immediate supervision.  Good communication skills required.  Typically reports to a manager or supervisor.

Rental Clerk
Performs clerical duties concerned with rental and management of public housing projects.  Answers telephone and responds to requests for maintenance, complaints, rental information or, as appropriate, forwards calls to senior officials.  Receives rental payments and other income, assesses late charges, applies cancellation stamp required by government housing agency, writes receipts, and prepares rental transmittal forms and collection logs for government accounting system.  Receives security deposits and prepares tenant receipts.  Prepares bank deposits.  Maintains tenant files.  Follows up on income recertification.

Scheduler, Maintenance

Schedules repairs and lubrication of motor vehicles for vehicle maintenance concern or company automotive service shop.  Schedules vehicles for lubrication or repairs based on date of last lubrication and mileage traveled or urgency of repairs.  Contacts garage to verify availability of facilities.  Notifies parking garage workers to deliver specified vehicles.  Maintains file of requests for services.  
SECRETARY* (Occupational Base) (Non-Professional)

This position provides principal secretarial support in an office, usually to one individual, and, in some cases, to the subordinate staff of that individual. The Secretary maintains a close and highly responsive relationship to the day-to-day activities of the supervisor and staff, works fairly independently receiving a minimum of detailed supervision and guidance, and performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office. Computers may exist

In the environment, requiring working knowledge of certain office software programs.

Classification by Level

Secretary jobs that meet the required characteristics are matched at one of three levels according to two factors:

(a) level of the secretary's supervisor within the overall organizational structure, and (b) level of the secretary's responsibility. The table following the explanations of these factors indicates the level of the secretary for each combination of factors.

Level of Secretary's Supervisor (LS)

Secretaries should be matched with one of the three LS levels below that best describes the organization of the secretary's supervisor.

LS-1 Organizational structure is not complex and internal procedures and administrative controls are simple and informal; supervisor directs staff through face-to-face meetings.

LS-2 Organizational structure is complex and is divided into subordinate groups that usually differ from each other as to subject matter, function, etc. Supervisor usually directs staff through intermediate supervisors. Internal procedures and administrative controls are formal. An entire organization (e.g., division, subsidiary, or parent organization) may contain a variety of subordinate groups that meet the LS-2 definition. Therefore, it is not unusual for one LS-2 supervisor to report to another LS-2 supervisor. The presence of subordinate supervisors does not by itself, mean LS-2 applies. For example, a clerical processing organization divided into several units, each performing very similar work, is placed in LS-1. In smaller organizations or industries such as retail trades, with relatively few organizational levels, the supervisor may have an impact on the policies and major programs of the entire organization, and may deal

with important outside contacts as described in LS-3.

LS-3 Organizational structure is divided into two or more subordinate supervisory levels (of which at least one is a managerial level) with several subdivisions at each level. Executive's program(s) are usually interlocked on a direct and continuing basis with other major organizational segments, requiring constant attention to extensive formal coordination, clearances, and procedural controls. Executive typically has: financial decision-making authority for assigned program(s); considerable impact on the entire organization's financial position or image; and responsibility for, or has staff specialists in such areas as, personnel and administration for assigned organization. Executive plays an important role in determining the policies and major programs of the entire organization, and spends considerable time dealing with outside parties actively interested in assigned program(s) and current or controversial issues.

Level of Secretary's Responsibility (LR)

This factor evaluates the nature of the work relationship between the secretary and the supervisor or staff, and the extent to which the secretary is expected to exercise initiative and judgment. Secretaries should be matched at the level best describing their level of responsibility. When a position's duties span more than one LR level, the introductory paragraph at the beginning of each LR level should be used to determine which of the levels best matches the position. (Typically, secretaries performing at the higher levels of responsibility also perform duties

described at the lower levels.)

LR-1 Carries out 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. The LR-1 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.

LR-2 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:

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.

LR-3 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: 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.

Excludes secretaries performing any of the following duties:

Acting as office manager for the executive's organization, e.g., determines when new procedures are needed for changing situations and devises and implements alternatives; revising or clarifying procedures to eliminate conflict or duplication; identifying and resolving various problems that affect the orderly flow of work in transactions with parties outside the organization. Preparing agenda for conferences; explain discussion topics to participants; drafts introductions and develops background information and prepares outlines for executive or staff member(s) to use in writing speeches. The LR-3 advises individuals outside the organization on the executive's views on major policies or current issues facing the organization; contacts or responds to contact from high-ranking outside officials (e.g., city or state officials, members of congress, presidents of national unions or large national or international firms, etc.) in unique situations. These officials may be relatively inaccessible, and each contact typically must be handled differently, using judgment and discretion. 

SERVICE ORDER DISPATCHER (Non-Professional)

This position receives, records, and distributes work orders to service crews upon customers' requests for service on articles or utilities purchased from wholesale or retail establishment or utility company, records information, such as name, address, article to be repaired, or service to be rendered, prepares work orders.

SUPPLY TECHNICIAN (Non-Professional)

This position performs limited aspects of technical supply management work (e.g., inventory management, storage management, cataloging, and property utilization) related to depot, local, or other supply activities. Work usually is segregated by commodity area or function, and controlled in terms of difficulty, complexity, or responsibility. Assignments usually relate to stable or standardized segments of technical supply management operations; or to functions or subjects that are narrow in scope or limited in difficulty. The work generally involves individual case

problems or supply actions. This work may require consideration of program requirements together with specific variations in or from standardized guidelines. Assignments require:

(a) a good working knowledge of the governing supply systems, programs, policies, nomenclature, work methods, manuals, or other established guidelines; (b) an understanding of the needs of the organization serviced; and (c) analytical ability to define or recognize the dimension of the problems involved, to collect the necessary data to establish the facts, and take or recommend action based upon application or interpretation of established guidelines.

Survey Worker 

Interviews people to obtain information on topics such as public issues or consumer buying habits.  Contacts people at home or place of business or by telephone following specified sampling procedures, or approaches them at random on street.  Asks questions relative to items on form or questionnaire, records answers, and assists persons in filling out forms.  May review, sort, classify and file forms according to specified procedures and criteria.  May participate in Federal, state or local census surveys. 

Travel Clerk I  (SIN 736 1)
Provides basic travel information to customers inquiring about fares, routes, and accommodations. May require a high school diploma or its equivalent with 0-2 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works under immediate supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to a supervisor or manager.

Travel Clerk II (SIN 736 1)

Provides basic travel information to customers inquiring about fares, routes, and accommodations. May require a high school diploma or its equivalent with 2-5 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-
established guidelines to perform the functions of the job. Works under immediate supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to a supervisor or manager.
Travel Clerk III (SIN 736 1)

Provides travel planning and advice to customers inquiring about fares, routes, and accommodations. May require a high school diploma or its equivalent with 5-7 years of experience in the field or in a related area. Has thorough knowledge of commonly-used concepts, practices, and procedures within a particular field. Works independently.
Word Processor I (SIN 736 1)

Utilizes the full scope of sophisticated work processing equipment to prepare complex typed documents. Confers with user departments to plan new projects and explores equipment capabilities to ensure maximum quality of the output. Requires a high school diploma with 0-2 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works under immediate supervision. Primary job functions do not typically require exercising independent judgment. Typically reports to a supervisor or manager.
Word Processor II (SIN 736 1)

Utilizes the full scope of sophisticated work processing equipment to prepare complex typed documents. Confers with user departments to plan new projects and explores equipment capabilities to ensure maximum quality of the output. Requires a high school diploma with 2-5 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works under immediate supervision. Typically reports to a supervisor or manager.
Word Processor III (SIN 736 1)

Utilizes the full scope of sophisticated work processing equipment to prepare complex typed documents. Confers with user departments to plan new projects and explores equipment capabilities to ensure maximum quality of the output. Requires a high school diploma with more than 5 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works independently. Typically reports to a supervisor or manager.
Paralegal/Legal Assistant I (SIN 736 5)

Provides support to attorneys. Under the direction of an attorney, resolves routine legal issues. May require an associate's degree or its equivalent and 0-2 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Relies on instructions and pre-established guidelines to perform the functions of the job. Works under immediate supervision; typically reports to an attorney or paralegal.
Paralegal/Legal Assistant II (SIN 736 5)

Provides support to attorneys. Under the direction of an attorney, resolves routine legal issues. May require an associate's degree or its equivalent and 2-5 years of experience in the field or in a related area. Has knowledge of commonly-used concepts, practices, and procedures within a particular field. Needs some supervision but can work independently.  Reports to an attorney or paralegal.
Paralegal/Legal Assistant III (SIN 736 5)

Provides support to attorneys. Under the direction of an attorney, resolves routine legal issues. May require an bachelor’s degree or its equivalent and 5-7 years of experience in the field or in a related area. Has extensive knowledge of commonly-used concepts, practices, and procedures within a particular field. Can work independently and usually reports to an attorney or group of attorneys.
Paralegal/Legal Assistant IV (SIN 736 5)

Provides support to attorneys. Under the direction of an attorney, resolves routine legal issues. May require an bachelor’s degree or its equivalent and 7 years of experience in a specific field. Is an expert of commonly-used concepts, practices, and procedures within a particular field. Works independently and may have a paralegal certification. Reports to an attorney or group of attorneys
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