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CUSTOMER INFORMATION
	1a. 
	SIN 736-5 Technical and Professional Occupations


	1b. 
	The Associated SINS, Job Descriptions and Rates are presented below. 


	2.
	Maximum Order - $100,000.00

	3.
	Minimum Order - $100.00

	4.
	Geographic Coverage (delivery area) – Nationwide (CONUS)

	5.
	Points of Production - N/A

	6.
	Discount From List Prices or Statement of Net Price – N/A 

	7.
	Quantity Discounts - N/A

	8.
	Prompt Payment Terms - Net 30 Days

	9a. 
	Notification That Government Purchase Cards are Accepted Up To the Micro-Purchase Threshold - Government purchase cards are acceptable for all orders at or below the micro-purchased threshold

	9b. 
	Notification Whether Government Purchase Cards Are Accepted or Not Accepted Above the Micro-Purchase Threshold - Government purchase cards are not acceptable above the micro-purchase threshold

	10.
	Foreign Items - N/A

	11a.
	Time of Delivery - Will adhere to delivery schedule as specified by the agency purchase order.



	11b
	Expedited Delivery – N/A

	11c
	Overnight and 2-day Delivery – N/A

	12.
	F.O.B. Point(s) - N/A

	13.
	Ordering Address - 3877 Fairfax Ridge Rd; Suite 300C, Fairfax, VA 22030

	14.
	Payment Address – 3877 Fairfax Ridge Rd; Suite 300C, Fairfax, VA 22030

	15.
	Warranty Provision – Standard Commercial Warranty.  Customer should contact contractor for a copy of the warranty


	16.
	Export Packing Charges, if applicable - N/A

	17.
	Terms and Conditions of Government Purchase Card Acceptance (any thresholds above the micro-purchase level) – N/A

	18.
	Terms and Conditions of Rental, Maintenance and Repair - N/A

	19.
	Terms and Conditions of Installation - N/A

	20
	Terms and Conditions of Repair Parts Indicating Date of Parts Price Lists and Any Discounts From List Prices - N/A

	20a.
	Terms and Conditions For Any Other Services - N/A

	21.
	List of Service and Distribution Points - Fairfax, VA or destination

	22.
	List of Participation Dealers - N/A

	23.
	Preventive Maintenance - N/A

	24.
	Environmental Attributes - N/A

	25.
	Data Universal Number System (DUNS)Number - 031777167

	26.
	Notification Regarding Registration In Central Contractor Registration (CCR) Database - YRCI's CCR number is 3BBZ7


	ADMINISTRATIVE CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Administrative Assistant I

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	1
	Experienced in all aspects of providing basic technical and administrative support to those supported. Performs both routine administrative, clerical and related duties in support of team or individual.  

Has sufficient knowledge in automated office software suites to included word processing, spreadsheets, electronic mail, graphics, database, and communication systems. 

Work may include typing correspondence, reports, and memos, maintaining computer-based and paper files, answering and screening telephone calls, opening and distributing mail for those supported. Answers routine inquiries and prepares standard correspondence. Makes travel arrangements, prepares briefings and presentations, coordinates meetings, meeting agenda, and scheduling of logistics required to support office staff and is able to perform Internet based research.  Must possess good communication skills, detail-oriented, organized, flexible, able to set priorities and juggle multiple demands, ability to work both as a team member and individually, experience working in fast-paced environments, proven ability to be dependable, ability to produce quality work under deadlines.



	Administrative Assistant II

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	3
	Possess knowledge and demonstrated experience in the Administrative Assistant I category.  Plus, performs more complex administrative, clerical and related duties in support of a specific team, event or individual.  May provide work direction to lower level secretarial staff in the same department or unit.  Possess strong written and oral communication skills, able to apply sound business judgment and has the ability to be resourceful, creative and a problem solver.



	Executive Administrative Assistant

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	5
	Possess knowledge and demonstrated experience in the Administrative Assistant I & II categories.

Responsibilities also include supervising lower level administrative personnel.  Performs more complex assignments, including, but not limited to, project research and analysis, presentation and other related duties in support of a specific team, event or individual. Is able to handle highly confidential information with sensitivity and is able to quickly learn and comprehend organizations policies and procedures and implement them from an administrative and clerical perspective. 


	PROCUREMENT / CONTRACTS CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Procurement Specialist / Contracts Assistant I
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	1
	Functions under supervision of Contract/Acquisition Specialist performs or assists in the performance of some contract administration duties at an entry level or clerical level.  

Office experience and experience in commercial and/or government contracting required

	Procurement Specialist / Contracts Assistant II
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	3
	Possess knowledge and demonstrated experience in the Procurement Specialist / Contracts Assistant I category.
Additionally, possesses more years experience and progressively more responsibility and experience in supporting commercial and/or government contracting, including, but not limited to administration, disputes, project control, change negotiation and analysis.


	PRICING/COSTING CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Contracts Price & Cost Specialist / Analyst I
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	1
	Experience in providing pricing and/or proposal and/or request for proposal (RFP) support services which develop/review cost proposals.  Experience/exposure to some of the phases of the cost proposal development and lifecycle cost and review.  May include limited support to RFP development & analysis, cost model development, costing and/or proposal review/evaluation.

Knowledge of Federal Acquisition Regulations (FAR), procurement regulations and/or contracting principles.  Some knowledge of Cost Accounting Standards, public and private sector legal principles and practices, concepts, terminology, etc.

	Contracts Price & Cost Specialist / Analyst II
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	3
	Possess knowledge and demonstrated experience in the Contracts Price & Cost Specialist / Analyst I category.
Additionally, possesses more years experience in supporting pricing and/or proposal and/or request for proposal (RFP) source selection review teams  More detailed experience in some of the phases of the cost proposal development and lifecycle cost and review.
Demonstrated experience and capabilities performing costing and pricing efforts.   Prior experience with a variety of contract types and financial plans.

Has a working knowledge of PL 87-653.  Knowledge of forward pricing, cost accounting, auditing standards and/or related skills.

	Contracts Price & Cost Specialist / Analyst III
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	5
	Possess knowledge and demonstrated experience in the Contracts Price & Cost Specialist / Analyst II category.
Additionally, possesses more years experience in pricing and/or proposal and/or request for proposal (RFP) review teams which develop or review cost proposals.  Experience in some of the phases of the cost proposal development and review lifecycle, including RFP analysis, model development, costing, document preparation and/or proposal review/evaluation support.

Demonstrated experience and capabilities performing costing and pricing efforts.   Prior experience with a variety of contract types and financial plans.

Knowledge of Federal Acquisition Regulations, procurement regulations and contracting principles.  Ability to interpret procurement and industry trends pertaining to acquisitions.  Possesses basic knowledge of public and private sector and legal principles and practices, concepts, terminology, etc.

Has a working knowledge of PL 87-653.  Knowledge of forward pricing, cost accounting, auditing standards and/or related skills.

	Contracts Price & Cost Specialist / Analyst IV
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	8
	Possess knowledge and demonstrated experience in the Contracts Price & Cost Specialist / Analyst III category.

Additionally, possesses experience in the complete range of contracting activities, such as proposal pricing and rate development, negotiation efforts, review and evaluation of RFPs, and contract cost and price evaluation.  Experience interpreting and implementing complex, agency-approved federal CAS procurement regulations and other guidelines, advises on policies and procedures.  Effectively communicates with executives, managers, employees and external customers.  Plans, coordinates, and manages (functional/case management or contractor employees) the contract cost and price functions critical to the mission objective. Develops detailed reports on cost/price analysis, including recommendations.  Determines cost and pricing policy recommendations in coordination with offices.

Serves as an advisor to senior management on cost and price problems and issues. Recommends strategies requiring additional emphasis or clarification and provides alternative courses of action for attaining compliance.

Expert knowledge of planning, budgets, project control activities, performance measurement and scheduling.  Complete understanding of required government compliance program. Has expert knowledge of Federal Acquisition Regulations and PL 87-653.  Has expert knowledge and understanding of procurement regulations and contracting principles, including the latest procedures and techniques.  Has comprehensive working knowledge of forward pricing, cost accounting, cost evaluation techniques and methodologies, auditing standards and related skills.


	CONTRACTS CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Contract Specialist / Administrator I
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	1
	Functions in an entry level/assistant capacity.  Under the guidance of a Contract Specialist/Administrator V, carries out pre-determined and recurring tasks which are designed to provide broad, but limited exposure to the contracts profession.  Assignments may include, but are not limited to general cradle to grave contract administration.  
Limited support functions may include acquisition planning, proposal solicitation preparation, market research/analysis, selection and administration of terms and conditions, negotiation and preparation of contract modifications.  Knowledge and exposure to different contract types.  Some exposure to FAR and/or DFAR.

	Contract Specialist / Administrator II

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	2
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator I category and:
Additionally, possesses more years experience in contracts administrative duties to include additional exposure to limited cost/price analysis, evaluation of performance, contract termination, and contract closeout FAR and/or DFAR.

	Contract Specialist / Administrator III

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	5
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator II category and:

Functions in mid-level capacity.  Under the guidance of a Contract Specialist/Administrator V, carries out pre-determined and recurring contract administration duties.  

Functions may include acquisition planning, proposal solicitation preparation, SOW development, market research/analysis, selection and administration of terms and conditions, cost/price analysis, negotiation, preparation of contract modifications, evaluation of performance, contract termination, and contract closeout.  Knowledge and exposure to different contract types.  Knowledge of FAR and/or DFAR.

	Contract Specialist / Administrator IV

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	7
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator III category and:

Additionally, possesses more years experience in contracts administrative duties, perform with limited or no supervision.


	Contract Specialist / Administrator V

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	10
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator IV category and:

Functions in a senior level/supervisory capacity.  Carries out pre-determined and recurring cradle to grave contract administration duties.  Functions may include acquisition planning, proposal solicitation preparation, market research/analysis, selection and administration of terms and conditions, cost/price analysis, negotiation, preparation of contract modifications, evaluation of performance, contract termination, and contract closeout.  Knowledge and exposure to cost reimbursement/cost sharing contracts and review of claims and equitable adjustments.  

Provide guidance and direction to lower level administrators.

Have ability to work independently.  Ability to simultaneously manage, coordinate and pursue multiple, complex projects and activities.

Interface with corporate management and government officials.  Has limited commitment authority.

Extensive knowledge of the FAR and / or DFAR. 

	Contract Specialist / Administrator VI

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	12
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator IV category and:

Functions in supervisory level capacity.  Carries out tasks that may include acquisition strategy, analysis and development  of an A-76 Procurement, termination for convenience/default and review of bid protests
Experience setting performance standards and provide guidance to lower level administrators.

Has ability to independently complete difficult and complex assignments, simultaneously manage, coordinate and pursue multiple, complex projects and activities.

Interface with senior corporate management and government officials.  

Mastery of procurement regulation and contracting principles.  Mastery of negotiation techniques to serve as advisor during pre-negotiation strategy development.  


	ACQUISITIION CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Acquisition Specialist / Administrator I
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	1
	Functions in an entry level/assistant capacity.  Under the guidance of a Acquisition Specialist/Administrator V, carries out pre-determined and recurring tasks which are designed to provide broad support to the functional area technical experts (COTR and program offices) on contractual matters in the acquisition planning and execution stages based on a growing knowledge of regulation policy. 
May also be responsible for assisting with the planning, preparing and maintaining of the current acquisition plans and overall program office acquisition, administration functions to include program control and tracking.  
Will gain further working knowledge of the acquisition planning stages.

	Acquisition Specialist / Administrator II
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	2
	Possess knowledge and demonstrated experience in the Acquisition Specialist / Administrator I category.  Additionally, possesses more years experience in contracts administrative duties and exposure to the FAR and Acquisition processes. 
Assist functional area technical experts (COTR and program offices) on contractual matters in the acquisition planning and execution stages based on a working knowledge of regulation policy under the supervision of a Senior Acquisition Specialist / Administrator.  Responsible for assisting with the development of writing performance criteria and requirements into sound/sufficient Statement of Work and or task/orders.  
May perform or evaluate market research and trends, conditions and technological advances as they apply to the program.  May also assist with the development of source selection evaluation criteria.  Coordinates and works with the technical experts and the contracting office to ensure project milestones and reflected in the contractual documents and project plan.  May assist in the development of independent Government Cost Estimates.  
May also be responsible for assisting with the planning, preparing and maintaining of the current acquisition plans and overall program office acquisition, administration functions to include program control and tracking.  

	Acquisition Specialist / Administrator III
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	5
	Possess knowledge and demonstrated experience in the Acquisition Specialist / Administrator II category.  Additionally, possesses more years experience in contracts administrative duties and exposure to the FAR and Acquisition processes.

Functions in mid-level capacity under the guidance of a senior Acquisition Specialist / Administrator V.   Will assist functional area technical experts (COTR and program offices) on contractual matters in the acquisition planning and execution stages based on a working knowledge of regulation policy.  
Responsible for assisting with the development of writing performance criteria and requirements into sound/sufficient Statement of Work and or task/orders.  Perform or evaluate market research and trends, conditions and technological advances as they apply to the program.  
May also assist with the development of source selection evaluation criteria.  Coordinates and works with the technical experts and the contracting office to ensure project milestones and reflected in the contractual documents and project plan.  May assist in the development of independent Government Cost Estimates.  
Assist with the planning, preparing and maintaining of the current acquisition plans and overall program office acquisition, administration functions to include program control and tracking.  Individuals will possess working knowledge of the acquisition planning stages as well as technical or subject matter expertise depending on the acquisition type and nature of the program

	Acquisition Specialist / Administrator IV
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	7
	Possess knowledge and demonstrated experience in the Acquisition Specialist / Administrator III category. 

Additionally, possesses more years experience in contracts administrative duties and exposure to the FAR and Acquisition processes. Will assist functional area technical experts (COTR and program offices) on contractual matters in the acquisition planning and execution stages based on a working knowledge of regulation policy.  
Responsible for assisting with the development of writing performance criteria and requirements into sound/sufficient Statement of Work and or task/orders.  Perform or evaluate market research and trends, conditions and technological advances as they apply to the program.  
May also assist with the development of source selection evaluation criteria.  Coordinates and works with the technical experts and the contracting office to ensure project milestones and reflected in the contractual documents and project plan.  May assist in the development of independent Government Cost Estimates.  
May also be responsible for assisting with the planning, preparing and maintaining of the current acquisition plans and overall program office acquisition, administration functions to include program control and tracking.  Individuals as required will possess working knowledge of the acquisition planning stages as well as technical or subject matter expertise depending on the acquisition type and nature of the program.  


	Acquisition Specialist / Administrator V
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	10
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator IV category and:

Functions in senior/supervisory level capacity.  
Coordinates and works with the technical experts and the contracting office to ensure project milestones and reflected in the contractual documents and project plan.  May assist in the development of independent Government Cost Estimates.  
Responsible for assisting with the planning, preparing and maintaining of the current acquisition plans and overall program office acquisition, administration functions to include program control and tracking.  
Individuals will possess working knowledge of the acquisition planning stages as well as technical or subject matter expertise depending on the acquisition type and nature of the program.  Provide guidance to lower level specialists / administrators.

Has ability to independently complete difficult and complex assignments, simultaneously manage, coordinate and pursue multiple, complex projects and activities.

Interface with senior corporate management and government officials

	Acquisition Specialist / Administrator VI

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	12
	Possess knowledge and demonstrated experience in the Contracts Specialist / Administrator IV category and:

Additionally, possesses more years of experience in acquisition support duties, exposure to the FAR and Acquisition programs. 

Functions in senior/ supervisory level capacity.  

Experience setting performance standards and provide guidance to lower level specialists / administrators.

Has ability to independently complete difficult and complex assignments, simultaneously manage, coordinate and pursue multiple, complex projects and activities.

Interface with senior corporate management and government officials


	GRANTS CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Grants Specialist / Administrator I

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	1
	Performs some of the same functions as a Contract Specialist but with specialized expertise in the areas of grant policies and administration.  Assists in facilitating and tracking the progression of proposals and grants as they go through the various stages of work. Assists in generating appropriate correspondence with applicants and grantees. Assists in creating electronic and physical records of activity that foster communication, management, and compliance. Contributing to continuous improvement of the company’s standards for proposal and grant processing.
May assist in the entire grant cycle including but not limited to grant writing and application, grant contract processing, grant administration, and reporting.  Previous experience with government grant processes and audits is a plus.  

Typically posses a bachelors degree in any of the following areas: accounting, business, finance, law, contracts, purchasing, economics, industrial management, marketing, quantitative methods, or organization and management 

	Grants Specialist / Administrator II
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	3
	Possess knowledge and demonstrated experience in the Grants Specialist / Administrator I category and:

Additionally, possesses more years of experience in grants administrative duties and will be responsible to handle some of the duties without assistance.



	Grants Specialist / Administrator III
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	5
	Possess knowledge and demonstrated experience in the Grants Specialist / Administrator II category and:

Additionally, possesses more years of experience and perform more complex grants administrative duties.



	Grants Specialist / Administrator IV
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	7
	Possess knowledge and demonstrated experience in the Grants Specialist/Administrator III category.  Plus, performs more complex grants administrative related duties.  May manage the entire grant cycle including but not limited to grant writing and application, grant contract processing, grant administration, and reporting.  The ideal candidate will have strong organizational, time management and research skills as well as the ability to track and reconcile expenditures and financial reporting.  The ability to professionally manage details and regulations is imperative.  Must possess a bachelors degree and an advanced degree is a plus.

	Grants Specialist / Administrator V
In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	10
	Possess knowledge and demonstrated experience in the Grants Specialist / Administrator IV category and:

Additionally, possesses more years of experience and perform more complex grants administrative duties.

Provide guidance to lower level specialists / administrators.

Has ability to independently complete difficult and complex assignments, simultaneously manage, coordinate and pursue multiple, complex projects and activities.

Interface with senior corporate management and government officials

	Grants Specialist / Administrator VI

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	12
	Will possess expert knowledge and demonstrated experience in the Grants Specialist/Administrator category.
Experience setting performance standards and provide guidance to lower level specialists / administrators.

Has ability to independently complete difficult and complex assignments, simultaneously manage, coordinate and pursue multiple, complex projects and activities.

Interface with senior corporate management and government officials


	SME CATEGORIES

	Category
	Yrs Exp
	Past Experience / Qualifications

	Subject Matter Expert  Level I

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	10+
	Services may include providing expert advice, assistance, guidance or counseling in support of agencies' mission oriented business functions. This may include studies, analyses and reports documenting any proposed developmental, consultative or implementation efforts. Examples of consultation include but are not limited to: strategic, business and action planning; high performance work; process and productivity improvement; systems alignment; leadership systems; organizational assessments; cycle time; performance measures and indicators; program audits, evaluations, and customized training.

Enforces and maintain performance standards. Have ability to work independently on difficult and complex assignments.  Ability to simultaneously manage, coordinate and pursue multiple, complex projects and activities.  Interface with corporate management and government officials.  

	Subject Matter Expert  Level II

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	13+
	Services may include providing expert advice, assistance, guidance or counseling in support of agencies' mission oriented business functions. This may include studies, analyses and reports documenting any proposed developmental, consultative or implementation efforts. Examples of consultation include but are not limited to: strategic, business and action planning; high performance work; process and productivity improvement; systems alignment; leadership systems; organizational assessments; cycle time; performance measures and indicators; program audits, evaluations, and customized training.

Enforces and maintain performance standards. Have ability to work independently on difficult and complex assignments.  Ability to simultaneously manage, coordinate and pursue multiple, complex projects and activities.  Interface with corporate management and government officials.  

	Subject Matter Expert  Level III

In no way are these following Job Descriptions to imply, infer, represent, deduce, conclude or surmise that any YRCI temporary employee is performing in any way, any inherently Government functions as delineated in (i) the definition contained under FAR subpart 7.501(a) and (ii) the Policy under 7.503.  YRCI’s task will include, but not be limited to, all other functions that are NOT inherently government as exampled in FAR 7.501(b)
	16+
	Services may include providing expert advice, assistance, guidance or counseling in support of agencies' mission oriented business functions. This may include studies, analyses and reports documenting any proposed developmental, consultative or implementation efforts. Examples of consultation include but are not limited to: strategic, business and action planning; high performance work; process and productivity improvement; systems alignment; leadership systems; organizational assessments; cycle time; performance measures and indicators; program audits, evaluations, and customized training.

Enforces and maintain performance standards. Have ability to work independently on difficult and complex assignments.  Ability to simultaneously manage, coordinate and pursue multiple, complex projects and activities.  Interface with corporate management and government officials.  


	Contracts Management & Procurement Commercial Rate Schedule

	 
	GSA Bill Rate

	New Titles FY 2008
	10/1/2008

	Administrative Assistant I
	 $       37.78 

	Administrative Assistant II
	 $       43.59 

	Executive Administrator
	 $       59.50 

	 
	 

	Procurement Specialist/Contracts Assistant I
	 $       42.83 

	Procurement Specialist/Contracts Assistant II
	 $       53.05 

	 
	 

	Associate Contract Price/Cost Analyst
	 $       55.12 

	Contract Price/Cost Analyst
	 $       61.99 

	Senior Contract Price/Cost Analyst
	 $       95.66 

	Principle Contract Price/Cost Analyst
	 $     110.19 

	 
	 

	Contract Specialist/Administrator I 
	 $       59.56 

	Contract Specialist/Administrator II
	 $       69.26 

	Contract Specialist/Administrator III
	 $       77.20 

	Contract Specialist/Administrator IV
	 $       91.34 

	Contract Specialist/Administrator V
	 $       97.57 

	Contract Specialist/Administrator VI 
	 $     114.37 

	 
	 

	Acquisition Specialist I 
	 $       59.56 

	Acquisition Specialist II
	 $       69.26 

	Acquisition Specialist III
	 $       77.20 

	Acquisition Specialist IV
	 $       91.34 

	Acquisition Specialist V
	 $       97.57 

	Acquisition Specialist VI 
	 $     114.37 

	 
	 

	Subject Matter Expert 1
	 $     122.98 

	Subject Matter Expert 2
	 $     152.32 

	Subject Matter Expert 3
	 $     195.46 

	 
	 

	Grants Administrator/Specialist I
	 $       91.34 

	Grants Administrator/Specialist II
	 $       97.57 

	Grants Administrator/Specialist III
	 $     109.90 

	Grants Administrator/Specialist IV
	 $     122.98 
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