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          Hopewell, VA 23860 
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                              E-mail: william.piper@lsgnet.com 
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CONTRACTOR'S ADMINISTRATION SOURCE: Bill Piper 
 
BUSINESS SIZE: Small Disadvantaged 8(a) Service Disabled Veteran Owned Business 
 
CUSTOMER INFORMATION: 
 
1a.  TABLE OF AWARDED SPECIAL ITEM NUMBERS (SINs)  
 

SIN   DESCRIPTION 
736-2             Automatic Data Processing Occupations 
736-3             General Services and Support Occupations 
736-5             Technical and Professional Occupations 

http://www.gsaadvantage.gov/


 
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: 

 
Norfolk, VA, Wage Determination Number 2005-2543 revision Number 7 dated 5/29/2008 
San Antonio, TX, Wage Determination Number 2005-2521 Revision Number 6 Dated 7/09/2008 
Washington, DC, Wage Determination Number 2005-2103 Revision Number 6 Dated 5/29/2008 
Richmond, VA, Wage Determination Number 2005-2545 revision Number 7 Dated 5/29/2008 
Miami, FL, Wage Determination Number 2005-2119, revision Number 6 Dated 5/29/2008 
 
 
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.  Customer should contact contractor 

for additional addresses. 
 
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:  157960787 
 



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

 
 

Skill Category

Total 
GSA 
Price

736-2
Media Specialist II  $28.66
Computer Operator I $26.03
Computer Operator II $28.73
Computer Operator III $31.66
Computer Operator IV $34.81
Computer Operator V $38.19
Computer Programmer I $32.53
Computer Programmer II $36.39
Computer Programmer III $42.95
Peripheral Equipment Operator $26.03

 
736-3  
Janitor $21.12
Laborer, Grounds Maintenance $19.21
Material Coordinator $34.08
Material Handling Laborer $19.18
Order Filler $18.74
Forklift Operator $25.70
Shipping/Receiving Clerk $22.44
Shipping Packer $22.44
Store Worker I $20.68
Stock Clerk $25.07
Tool and Parts Attendant $25.70
Warehouse Specialist $25.70

 
736-5  

Computer Based Training (CBT) Specialist/Instructor $47.44
Educational Technologist $44.17
Technical Writer II $41.73

Norfolk VA Wage Determination Number 2005-2543 
Revision Number 7 05/29/2008



Skill Category Total GSA Price
736-2
Media Specialist II  27.83$                
Computer Operator I 26.18$                 
Computer Operator II 28.91$                 
Computer Operator III 31.86$                 
Computer Operator IV 35.04$                 
Computer Operator V 38.45$                 
Computer Programmer I (1) 33.53$                 
Computer Programmer II (1) 42.42$                 
Computer Systems Analyst I (1) 42.68$                 
Peripheral Equipment Operator 26.18$                

 
736-3
Janitor 17.62$                
Laborer, Grounds Maintenance 18.79$                 
Material Coordinator 30.02$                 
Material Handling Laborer 18.82$                 
Order Filler 18.63$                 
Forklift Operator 20.86$                 
Shipping/Receiving Clerk 21.29$                 
Shipping Packer 21.29$                 
Store Worker I 17.62$                
Stock Clerk  22.44$                
Tool and Parts Attendant 20.86$                
Warehouse Specialist 20.86$                

 
736-5  
Computer Based Training (CBT) 
Specialist/Instructor 42.54$                 
Educational Technologist  40.58$                 
Technical Writer II 45.56$                 

San Antonion TX,  Wage Determination Number 2005-2521 
Revision Number 6 Dated 05/29/2008

 
 



Skill Category

Total 
GSA 
Price

736-2
Media Specialist $31.81
Computer Operator I $29.91
Computer Operator II $33.06
Computer Operator III $36.47
Computer Operator IV $40.18
Computer Operator V $44.14
Computer Programmer I $37.90
Peripheral Equipment Operator $29.91

 
736-3  
Janitor $19.57
Laborer, Grounds Maintenance $21.35
Material Coordinator $35.16
Material Handling Laborer $22.22
Order Filler $24.05
Forklift Operator $30.08
Shipping/Receiving Clerk $24.93
Shipping Packer $24.93
Store Worker I $19.61
Stock Clerk  $26.79
Tool and Parts Attendant $30.08
Warehouse Specialist $30.08

 
736-5  
Computer Based Training (CBT) 
Specialist/Instructor $50.11
Educational Technologist $49.52
Technical Writer II $42.19

Washington DC, Wage Determination Number 2005-
2103, Revision Number 6 dated 5/29/2008

 



Skill Category Total GSA Price
736-2
Media Specialist II  31.32$                
Computer Operator I 25.67$                 
Computer Operator II 27.59$                 
Computer Operator III 30.92$                 
Computer Operator IV 34.59$                 
Computer Operator V 37.96$                 
Computer Programmer I 36.69$                 
Computer Programmer II 39.30$                 
Computer Programmer III 44.64$                
Peripheral Equipment Operator 25.67$                

 
736-3
Janitor 18.34$                
Laborer, Grounds Maintenance 19.18$                 
Material Coordinator 34.29$                 
Material Handling Laborer 23.97$                 
Order Filler 21.38$                 
Forklift Operator 27.53$                 
Shipping/Receiving Clerk 23.34$                 
Shipping Packer 23.34$                 
Store Worker I 19.43$                
Stock Clerk  25.84$                
Tool and Parts Attendant 27.53$                
Warehouse Specialist 27.53$                

 
736-5  
Computer Based Training (CBT) 
Specialist/Instructor 48.74$                 
Educational Technologist 44.94$                 
Technical Writer II 45.35$                 

Richmond, VA, Wage Determination Number 2005-2545, Revision 
Number 7, dated 05/29/2008

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Skill Category

Total 
GSA 
Price

736-2
Media Specialist  $26.05
Computer Operator I $24.95
Computer Operator II $27.53
Computer Operator III $30.33
Computer Operator IV $34.37
Computer Operator V $36.54
Computer Programmer I $34.28
Computer Programmer II $40.82
Computer Programmer III $44.64
Computer Programmer IV $44.64
Computer Systems Analyst I $44.64
Computer Systems Analyst II $44.64
Computer Systems Analyst III $44.64
Peripheral Equipment Operator $24.95

 
736-3  
Janitor $17.46
Laborer, Grounds Maintenance $20.34
Material Coordinator $28.01
Material Handling Laborer $20.07
Order Filler $19.33
Forklift Operator $23.87
Shipping/Receiving Clerk $22.56
Shipping Packer $22.56
Store Worker I $16.20
Stock Clerk  $23.01
Tool and Parts Attendant $25.38
Warehouse Specialist $25.38

 
736-5
Computer Based Training (CBT) 
Specialist/Instructor $44.64
Educational Technologist $38.66
Technical Writer II $40.70
Financial Analyst IV (Professional) $85.00 
Financial  Analyst III (Professional) $65.00 

Miami FL, Wage Determination Number 2005-2119, 
Revision Number 6 dated 5/29/2008

 
 
 
 
 
 
 
 
 



SCA JOB DESCRIPTIONS 
 
SIN 736-2 
 
13062 MEDIA SPECIALIST II  
  
This Specialist maintains a range of media (tapes, cassettes and microfiche).  In addition to 
maintaining the media library and resolving common data processing problems, the incumbent 
diagnoses and acts on media errors not fully covered by existing procedures and guidelines (e.g., 
tape, disposition or making mechanical adjustments to maintain or restore media equipment).  In 
response to media error reports, this Worker may deviate from standard procedures if standard 
procedures do not provide a solution and refers still-unresolved problems to Media Specialist III.  
  
14041 COMPUTER OPERATOR I  
  
The Computer Operator I 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.    
 
 
14042 COMPUTER OPERATOR II  
  
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.   
 
14043 COMPUTER OPERATOR III  
  
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.   
  
14044 COMPUTER OPERATOR IV  
  
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.   
 
14045 COMPUTER OPERATOR V  
  
The Computer Operator V resolves a variety of difficult operating problems (e.g. making unusual 
equipment connections and rarely used equipment and channel configurations to direct processing 
through or around problems in equipment, circuits, or channels or reviewing test run requirements 
and developing unusual system configurations that will allow test programs to process without 
interfering with ongoing job requirements).  In response to computer output instructions and error 
conditions or to avoid loss of information or to conserve computer time, operator deviates from 
standard procedures.  Such actions may materially alter the computer unit's production plans.  This 
operator may spend considerable time away from the control station providing technical assistance to 
lower level operators and assisting programmers, systems analysts, and subject matter specialists 
with resolution of problems.   
 
14071 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.   
   
14072 COMPUTER PROGRAMMER II  
  
At this level, initial assignments are designed to develop competence in applying established 
programming procedures to routine problems.  This Computer Programmer performs routine 
programming assignments that do not require skilled background experience but do require 
knowledge of established programming procedures and data processing requirements, and works 
according to clear-cut and complete specifications.  The data are refined, and the format of the final 
product is very similar to that of the input, or is well defined when significantly different, i.e., there are 
few, if any, problems with interrelating varied records and outputs.   
  
The Computer Programmer II maintains and modifies routine programs, makes approved changes by 
amending program flow charts, developing detailed processing logic, and coding changes, tests and 
documents modifications and writes operator instructions, may write routine new programs using 



prescribed specifications, and may confer with EDP personnel to clarify procedures, processing logic, 
etc.   
  
In addition, the Computer Programmer II may evaluate simple interrelationships in the immediate 
programming area confers with user representatives to gain an understanding of the situation 
sufficient to formulate the needed change, and implements the change upon approval of the 
supervisor or higher level staff.  The incumbent is provided with charts, narrative descriptions of the 
functions performed, an approved statement of the product desired (e.g., a change in a local 
establishment report), and the inputs, outputs, and record formats.  This Worker reviews objectives 
and assignment details with higher level staff to insure thorough understanding; uses judgment in 
selecting among authorized procedures and seeks assistance when guidelines are inadequate, 
significant deviations are proposed, or when unanticipated problems arise.  Work is usually monitored 
in progress, and all work is reviewed upon completion for accuracy and compliance with standards.   
  
14073 COMPUTER PROGRAMMER III  
  
As a fully qualified Computer Programmer, this Worker applies standard programming procedures 
and detailed knowledge of pertinent subject matter in a programming area such as a record keeping 
operation (supply, personnel and payroll, inventory, purchasing, insurance payments, depositor 
accounts, etc.); a well-defined statistical or scientific problem; or other standardized operation or 
problem.  The incumbent works according to approved statements of requirements and detailed 
specifications.   
  
While the data are clear cut, related, and equally available, there may be substantial interrelationships 
of a variety of records and several varied sequences of formats are usually produced.  The programs 
developed or modified typically are linked to several other programs in that the output of one 
becomes the input for another.  This Computer Programmer recognizes probable interactions of other 
related programs with the assigned program(s) and is familiar with related system software and 
computer equipment, and solves conventional programming problems, (In small organizations, may 
maintain programs that concern or combine several operations, i.e. users, or develop programs 
where there is one primary user and the others give input.)   
  
The Computer Programmer III performs such duties as developing, modifying, and maintaining 
assigned programs, designing and implementing modifications to the interrelation of files and records 
within programs in consultations with higher level staff.  This Worker monitors the operation of 
assigned programs and responds to problems by diagnosing and correcting errors in logic and 
coding; implements and/or maintains assigned portions of a scientific programming project, applying 
established scientific programming techniques to well-defined mathematical, statistical, engineering, 
or other scientific problems usually requiring the translation of mathematical notation into processing 
logic and code.  (Scientific programming includes assignments such as: using predetermined physical 
laws expressed in mathematical terms to relate one set of data to another; the routine storage and 
retrieval of field test data, and using procedures for real-time command and control, scientific data 
reduction, signal processing, or similar areas.)  This Programmer tests, documents work, writes and 
maintains operator instructions for assigned programs, and confers with other EDP personnel to 
obtain or provide factual data.   
  



In addition, this Programmer may carry out fact-finding and programming analysis of a single activity 
or routine problem, applying established procedures where the nature of the program, feasibility, 
computer equipment, and programming language have already been decided.  Job tasks may require 
the incumbent to analyze present performance of the program and take action to correct deficiencies 
based on discussion with the user and consultation with and approval of the supervisor or higher-level 
staff.  This Programmer may assist in the review and analysis of detailed program specifications, and 
in program design to meet changes in work processes.   
  
The Computer Programmer III works independently under specified objectives; applies judgment in 
devising program logic and in selecting and adapting standard programming procedures, resolves 
problems and deviations according to established practices, and obtains advice where precedents 
are unclear or not available.  This Worker, may guide or instruct lower level programmers; supervise 
technicians and others who assist in specific assignments, works on complex programs under close 
direction of higher level staff or supervisor, and may assist higher level staff by independently 
performing moderately complex tasks assigned, and performing complex tasks under close 
supervision.  Work at a level above this is deemed Supervisory or Individual Contributor.  Completed 
work is reviewed for conformance to standards, timeliness, and efficiency.  
  
14074  COMPUTER PROGRAMMER IV  
  
The Computer Programmer IV applies expertise in programming procedures to complex programs; 
recommends the redesign of programs, investigates and analyzes feasibility and program 
requirements, and develops programming specifications.  Assigned programs typically affect a broad 
multi-user computer system which meets the data processing needs of a broad area (e.g., 
manufacturing, logistics planning, finance management, human resources, or material management) 
or a computer system for a project in engineering, research, accounting, statistics, etc.  This 
Programmer plans the full range of programming actions to produce several interrelated but different 
products from numerous and diverse data elements, which are usually from different sources; solves 
difficult programming problems, and uses knowledge of pertinent system software, computer 
equipment, work processes, regulations, and management practices.   
  
This Programmer performs such duties as: developing, modifying, and maintains complex programs; 
designs and implements the interrelations of files and records within programs which will effectively fit 
into the overall design of the project; works with problems or concepts and develops programs for the 
solution to major scientific computational problems requiring the analysis and development of logical 
or mathematical descriptions of functions to be programmed; and develops occasional special 
programs, e.g. a critical path analysis program to assist in managing a special project.  This Worker 
tests, documents, and writes operating instructions for all work, confers with other EDP personnel to 
secure information, investigate and resolve problems, and coordinates work efforts.   
  
In addition, this incumbent performs such programming analyses as: investigating the feasibility of 
alternate program design approaches to determine the best balanced solution, e.g., one that will best 
satisfy immediate user needs, facilitate subsequent modification, and conserve resources.  Duties 
include the following:  assisting user personnel in defining problems or needs, determining work 
organization on typical maintenance projects and smaller scale, working on limited new projects, the 
necessary files and records, and their interrelation with the program or working on large or more 



complicated projects, and participating as a team member along with other EDP personnel and users, 
holding responsibility for a portion of the project.   
  
The Computer Programmer IV works independently under overall objectives and direction, apprising 
the supervisor about progress and unusual complications and modifying and adapting precedent 
solutions and proven approaches.  Guidelines include constraints imposed by the related programs 
with which the incumbent's programs must be meshed.  Completed work is reviewed for timeliness, 
compatibility with other work, and effectiveness in meeting requirements.   
 
14101 COMPUTER SYSTEMS ANALYST I  
  
At this level, initial assignments are designed to expand practical experience in applying systems 
analysis techniques and procedures.  This Analyst provides several phases of the required systems 
analysis where the nature of the system is predetermined, uses established fact-finding approaches, 
knowledge of pertinent work processes and procedures, and familiarity with related computer 
programming practices, system software, and computer equipment.   
  
This Worker carries out fact finding and analyses as assigned, (usually of a single activity or a routine 
problem);  applies established procedures where the nature of the system, feasibility, computer 
equipment and programming language have already been decided; may assist a higher level systems 
analyst by preparing the detailed specifications required by computer programmers from information 
developed by the higher level analyst, and may research routine user problems and solve them by 
modifying the existing system when the solutions follow clear precedents.  When cost and deadline 
estimates are required, results receive closer review.   
  
The supervisor defines objectives, priorities, and deadlines.  Incumbents work independently; adapt 
guides to specific situations; resolve problems and deviations according to established practices; and 
obtain advice where precedents are unclear or not available.  Completed work is reviewed for 
conformance to requirements, timeliness, and efficiency.  This position may supervise technicians 
and others who assist in specific assignments.  Work at a level above this is deemed Supervisory or 
Individual Contributor.  
  
14102 COMPUTER SYSTEMS ANALYST II  
  
This Analyst applies systems analysis and design skills in an area such as a record keeping or 
scientific operation.  A system of several varied sequences or formats is usually developed, e.g. the 
analyst develops systems for maintaining depositor accounts in a bank, maintaining accounts 
receivable in a retail establishment, maintaining inventory accounts in a manufacturing or wholesale 
establishment, or processing a limited problem in a scientific project.  This position requires 
competence in most phases of system analysis and knowledge of pertinent system software and 
computer equipment and of the work processes, applicable regulations, workload, and practices of 
the assigned subject-matter area.  Job duties require the incumbent to be able to recognize probable 
interactions of related computer systems and predict impact of a change in assigned system.   
  
The Computer Systems Analyst II reviews proposals which consist of objectives, scope, and user 
expectations; gathers facts, analyzes data, and prepares a project synopsis which compares 



alternatives in terms of cost, time, availability of equipment and personnel, and recommends a course 
of action; upon approval of synopsis, prepares specifications for development of computer programs.  
Duties also include the ability to determine and resolve data processing problems and coordinate the 
work with program, users, etc.  This worker orients user personnel on new or changed procedures, 
may conduct special projects such as data element and code standardization throughout a broad 
system, working under specific objectives and bringing to the attention of the supervisor any unusual 
problems or controversies.   
  
In this position, the incumbent works independently under overall project objectives and 
requirements, and apprises supervisor about progress and unusual complications.  Guidelines usually 
include existing systems and the constraints imposed by related systems with which the incumbent's 
work must be meshed.  This worker adapts design approaches successfully used in precedent 
systems, works on a segment of a complex data processing scheme or broad system, as described 
for Computer Systems Analyst, level III, works independently on routine assignments and receives 
instructions and guidance on complex assignments.  Work is reviewed for accuracy of judgment, 
compliance with instructions, and to insure proper alignment with the overall system.  Completed 
work is reviewed for timeliness, compatibility with other work, and effectiveness in meeting 
requirements.  This analyst may provide functional direction to lower level assistants on assigned 
work.  
  
14103 COMPUTER SYSTEMS ANALYST III  
  
The Computer Systems Analyst III applies systems analysis and design techniques to complex 
computer systems in a broad area such as manufacturing, finance management, engineering, 
accounting, or statistics, logistics planning, material management, etc.  Usually, there are multiple 
users of the system; however, there may be complex one-user systems, e.g., for engineering or 
research projects.  This position requires competence in all phases of systems analysis techniques, 
concepts, and methods and knowledge of available system software, computer equipment, and the 
regulations, structure, techniques, and management practices of one or more subject-matter areas.  
Since input data usually come from diverse sources, this worker is responsible for recognizing 
probable conflicts and integrating diverse data elements and sources, and produces innovative 
solutions for a variety of complex problems.   
  
The Computer Systems Analyst III maintains and modifies complex systems or develops new 
subsystems such as an integrated production scheduling, inventory control, cost analysis, or sales 
analysis record in which every item of each type is automatically processed through the full system of 
records.  The incumbent guides users in formulating requirements, advises on alternatives and on the 
implications of new or revised data processing systems, analyzes resulting user project proposals, 
identifies omissions and errors in requirements and conducts feasibility studies.  This analyst 
recommends optimum approach and develops system design for approved projects, interprets 
information and informally arbitrates between system users when conflicts exist.   
 
14150 PERIPHERAL EQUIPMENT OPERATOR   
  
The Peripheral Equipment Operator operates peripheral equipment that directly supports digital 
computer operations.  Such equipment is uniquely and specifically designed for computer 



applications, but need not be physically or electronically connected to a computer.  Printers, plotters, 
tape readers, tape units or drives, disk units or drives, and data display units are examples of such 
equipment.   
  
The following duties characterize the work of a Peripheral Equipment Operator:  
 
 

• Loads printers and plotters with correct paper; adjusting controls for forms, thickness, 
tension, printing density, and location; and unloading hard copy;  

  
• Labels tape reels, or disks;   

  
• Checks labels and mounting and dismounting designated tape reels or disks on specified 

units or drives;   
  

• Sets controls which regulate operation of the equipment;  
  

• Observes panel lights for warnings and error indications and taking appropriate action;   
  

• Examines tapes, cards, or other material for creases, tears or other defects that could 
cause processing problems.   

 
Excludes workers who monitor and operate a control console or a remote terminal, or whose duties 
are limited to operating decollators, busters, separators, or similar equipment.  
 
SIN 736-3 
 
11150  JANITOR  
  
The Janitor 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.   
  
Excluded are:  
  

a. Workers who specialize in window washing.  
  
b.  Housekeeping staff who make beds and change linens as a  
 primary responsibility.   
  
c.  Workers required to disassemble and assemble equipment in  
    order to clean machinery.   

  



d.  Workers who receive additional compensation to maintain   
    sterile facilities or equipment.   

 
11210 LABORER, GROUNDS MAINTENANCE   
  
The Laborer, Grounds Maintenance maintains grounds of industrial, commercial or public property 
such as buildings, camp and picnic grounds, parks, playgrounds, greenhouses, and athletic fields, 
and repairs structures and equipment, performing one or more of the following tasks: cut grass, using 
walking-type or riding mowers (less than 2000 lbs.), trim hedges and edges around walks, 
flowerbeds, and wells, using hedge trimmers, clippers and edging tools, prunes shrubs and trees to 
shape and improve growth, using shears and other hand tools, sprays lawn, shrubs, and trees with 
fertilizer or insecticide. Job duties also include the following: planting grass, flowers, trees, and 
shrubs, watering lawn and shrubs during dry periods, using hose or activating sprinkler system, picks 
up and burns or carts away leaves, paper or other litter;  removing snow from walks, driveways, 
roads, or parking lots, using shovel and snow blower, spreads salt on walkways and other areas, 
repairing and painting fences, gates, benches, tables, guardrails, and outbuildings.  This Worker 
assists in repair of roads, walks, buildings, and mechanical equipment, and may clean comfort 
stations, offices workshop areas, and parking lots by sweeping, washing, mopping and polishing. 
 
21030 MATERIAL COORDINATOR   
  
The Material Coordinator coordinates 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.  
    
21050 MATERIAL HANDLING LABORER  
  
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.   
  
Excluded from this definition are workers whose primary function involves:  



  
a. Participating directly in the production of goods (e.g., moving items from        one production 
station to another or placing them on or removing them from  the production process);  
  
b.  Stocking merchandise for sale;  
   
c.  Counting or routing merchandise;   
  
d.  Operating a crane or heavy-duty motorized vehicle such as forklift or truck;  
  
e.  Loading and unloading ships (alongshore workers);   
  
f. Traveling on trucks beyond the establishment's physical location to load or  unload 

merchandise.  
 

21071 ORDER FILLER  
  
The Order Filler 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.  
 
21020 FORKLIFT OPERATOR   
  
The Forklift Operator 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 
establishment.  
  
 
 
21130 SHIPPING/RECEIVING CLERK  
  
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.  



 
21110 SHIPPING PACKER   
  
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.   
  
Exclude packers who also make wooden boxes or crates.   
 
21140 STORE WORKER I   
  
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.    
  
Note:  this class excludes any work performed in a warehouse, see warehousing 
classifications.  
 
21150 STOCK CLERK (Shelf Stocker; Store Worker II)   
  
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.   
 



21210 TOOLS AND PARTS ATTENDANT (Tool Crib Attendant)   
  
This incumbent receives, stores, and issues hand tools, machine tools, dies, replacement parts, shop 
supplies and equipment, such as measuring devices, in an industrial establishment.  The Tools and 
Parts Attendant does the following keeps records of tools issued to and returned by workers, 
searches for lost or misplaced tools, prepares periodic inventory or keeps perpetual inventory and 
requisitions stock as needed, unpacks and stores new equipment; visually inspects tools or measures 
with micrometer for wear or defects and reports damaged or worn-out equipment to superiors;  may 
coat tools with grease or other preservative, using a brush or spray gun, and may attach identification 
tags or engrave identifying information on tools and equipment using electric marking tool.  
 
21410 WAREHOUSE SPECIALIST (Warehouse Worker)   
  
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.   
  
Note:  Exclude workers whose primary duties involve shipping and receiving work (see 
Shipping/Receiving Clerk), order filling (see Order Filler), or operating forklifts (see Forklift 
Operator).   
  
SIN 736-5 
 
15050 COMPUTER BASED TRAINING SPECIALIST  
  
The Computer Based Training Specialist works with courseware production team to design, develop, 
revise and validate interactive computer based courseware.  This specialist uses specialized 
computer software and/or hardware to develop, integrate and edit instructional text, audio, graphics, 
animation and video for interactive presentations.  This person also uses appropriate 
programming/branching logic and screen layout and remediation/feedback techniques.  The Worker 
also implements quality control and review and revision procedures throughout the courseware 
development process.  
 
15060 EDUCATIONAL TECHNOLOGIST  
 
The Educational Technologist will provide expertise in instructional methodology, tests and 
measurement, and curriculum development, develop courseware format guidelines, review and 
maintain task lists and objective hierarchies, and write courseware materials in designated format 
(student study guide, workbooks, etc.). This technologist will work with Instructional Developers and 
Instructor/Subject Matter Experts to ensure accurate content and format. This person plans graphics 
integrates completed graphics into curriculum. Responsibilities require the Technologist to track 



individual lesson status, review lesson materials before submission ensure revisions do not impact 
instructional flow, and monitor lecture presentations to evaluate and assist with lesson organization 
and content. 
 
 
30462 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.  
 
 
Professional Job descriptions 
 
 
736-5 Professional Positions 
 
 
Financial Analyst III 
 
The Financial Analyst III assists in the development of detailed financial planning for government 
programs and Resource Management Directorates. They prepare related staff products and tracking 
matrices, serve as a program analyst and process staff events for staffing approval. The Financial 
Analyst III supports the development of command products related to the reporting and analysis of 
the Command budget and senior executive financial briefings. They support the development of 
financial and business planning initiatives for government programs and oversee their 
implementation. Complete staffing taskers and other official requests for information and support, 
assists the command staff on the preparation of contracting and procurement processes, and provide 
day to day tracking and reporting of programmatic cost data. The Financial Analyst III assists in the 
development of programmatic guidance and training materials on all financial initiatives and systems. 
 



The Financial Analyst III requires a Bachelors Degree in Finance, Accounting or Business. Five years 
of applicable experience may substitute for the Bachelors degree. 
 
The Financial Analyst III position requires extensive knowledge of Department of Defense Financial 
Systems, a minimum of five years experience at the Major Army Command Resource Management 
level and knowledge of Microsoft Office Suite. 
 
Financial Analyst IV 
 
The Financial Analyst IV develops detailed financial planning for government programs and Resource 
Management Directorates. They monitor the preparation, design and distribution of related staff 
products and tracking matrices. Is responsible to support the development of command products 
related to the reporting and analysis of the Command budget and senior executive financial briefings. 
The Financial Analyst IV develops financial and business planning initiatives for the Government 
Programs and oversees their implementation.  They are responsible to manage the completion and 
staffing of staffing taskers and other official requests for information and support. The Senior 
Financial Analyst IV assists the command staff on the preparation of contracting and procurement 
processes.  Ensure that all changes in regulatory or internal guidance is disseminated to program 
personnel working the command area of responsibility, participate as an expert member of all 
command working groups and meetings related  financial issues and programs. Responsible to 
manage the day to day tracking and reporting of programmatic cost data, and provide and develop 
programmatic guidance and training on all financial initiatives and systems.  
 
The Financial Analyst IV requires a Bachelors Degree or higher in Finance, Accounting or Business.  
 
The Financial Analyst IV position requires extensive knowledge of Department of Defense Financial 
Systems, a minimum of five years experience at the Major Army Command Resource Management 
level and knowledge of Microsoft Office Suite. 
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