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General Services Administration 

Schedule for Environmental Services                  


Federal Supply Group: 899 

Contract Number: GS-10F-0003V
Contract Period: October 1, 2008 – September 30, 2013

Point of Contact: Mary Reckenberger
Florida Offices:

Orlando

651 Danville Drive, Suite 100

Orlando, FL 32825

407-281-1100

Winter Haven

5615 Recker Hwy

Winter Haven, FL  33880



North Palm Beach

860 US Hwy 1, Suite 212

North Palm Beach, FL 33408

561-775-7715

Website:  http://www.zf-inc.com
E-Mail:    general@zf-inc.com

ZFI is an approved Small Business Environmental Services Contractor with the US General Services Administration and a certified 8A Contractor with the Small Business Administration.  We specialize in environmental engineering and water resources planning and management and serve both public and private sector clients. Our staff of 35 professionals includes engineers, geologists, hydrologists, hydrogeologists, modelers, inspectors, writers, specialists, and others. 

Our Engineering Services include SINs 899-1 and 899-1RC, Environmental Planning Services and Documentation, and SINs 899-6 and 899-6RC, Environmental Advisory Services.  We specialize in:
· Watershed Assessments


· Hydrology (Surface & Groundwater) 

· Hydrologic and Hydrogeologic Modeling

· River Hydraulics



· Urban Drainage

· Hydraulic Structures and Dams

· Hydrologic Monitoring

· Hydrologic Data Quality Control

· Drainage & Utility Design

· Civil Engineering Design

· Site Development Design

· Stream Gauging & Aquifer Tests

· Water Quality Sampling & Analysis


· Environmental Plans

· Total Maximum Daily Load Analysis

· Environmental Permitting

· Environmental Impact Analyses

· Environmental Site Assessments

· Environmental Project Management 

Labor Rates (1Oct 2008 – 30 Sep 2009)

Hourly Billing Rates
SINs 899-1, 899-1RC, 899-6, 899-6RC
	Engineer Technician
	$59.00
	HR

	Engineer Associate
	$72.00
	HR

	Staff Engineer
	$84.00
	HR

	Senior Engineer
	$108.00
	HR

	Lead Engineer/Project Manager
	$128.00
	HR

	Chief Consulting Engineer
	$143.00
	HR

	Geotechnical Field Technician
	$59.00
	HR

	Geotechnical Associate
	$72.00
	HR

	Staff Geotechnical Engineer
	$84.00
	HR

	Senior Geotechnical Engineer
	$108.00
	HR

	Lead Geotechnical Engineer/Project Manager
	$128.00
	HR

	Chief Consulting Geotechnical Engineer
	$143.00
	HR

	Inspection Associate
	$46.00
	HR

	Senior Inspector
	$83.00
	HR

	Lead Inspector/Project Manager
	$128.00
	HR

	Staff Technical Writer/Editor
	$68.00
	HR

	Senior Technical Writer/Editor
	$108.00
	HR

	Quality Assurance Specialist
	$62.00
	HR

	Senior Quality Assurance Specialist
	$83.00
	HR

	Environmental Scientist/Analyst Associate
	$72.00
	HR

	Staff Environmental Scientist/Analyst
	$84.00
	HR

	Senior Environmental Scientist/Analyst
	$108.00
	HR

	Lead Environmental Scientist/Analyst
	$128.00
	HR

	Chief Environmental Scientist/Analyst
	$143.00
	HR

	Hydrologic Modeler Technician
	$59.00
	HR

	Hydrologic Modeler Associate
	$72.00
	HR

	Staff Hydrologic Modeler
	$84.00
	HR

	Senior Hydrologic Modeler
	$108.00
	HR

	Lead Hydrologic Modeler/Project Manager
	$128.00
	HR

	Chief Consulting Hydrologic Modeler
	$143.00
	HR

	Hydrologist Technician
	$59.00
	HR

	Hydrologist Associate
	$72.00
	HR

	Staff Hydrogeologist
	$84.00
	HR

	Senior Hydrogeologist
	$108.00
	HR

	Lead Hydrogeologist
	$128.00
	HR

	Chief Hydrogeologist
	$143.00
	HR

	GIS/RS Associate
	$72.00
	HR

	Staff GIS/RD Analyst
	$84.00
	HR

	Staff Program Control Specialist
	$67.00
	HR

	Staff Estimator
	$69.00
	HR

	Administrative Assistant Clerk
	$41.00
	HR

	Administrative Assistant Associate
	$51.00
	HR


Labor Category Descriptions 

	Title/Level 
	Minimum Education 
	Minimum Experience 

	Engineer Technician
	High school diploma 
	2 years 

	Engineer Associate
	Associate degree or equivalent 
	2 years

	Staff Engineer
	Bachelor’s degree or equivalent 
	4 years

	Senior Engineer
	Bachelor’s degree or equivalent, Professional Eng. required
	6 years

	Lead Engineer/Project Manager
	Bachelor’s degree or equivalent, 
	8 years

	Chief Consulting Engineer

	Master’s degree or equivalent, Professional Eng. required
	10 years

	Geotechnical Field Technician
	High school diploma 
	2 years 

	Geotechnical Associate
	Associate degree or equivalent 
	2 years

	Staff Geotechnical Engineer
	Bachelor’s degree or equivalent 
	4 years

	Senior Geotechnical Engineer

	Bachelor’s degree or equivalent, Professional Geologist or Professional Eng. required
	6 years

	Lead Geotechnical Engineer/Project Manager
	Bachelor’s degree or equivalent 
	8 years

	Chief Consulting Geotechnical Engineer 
	Master’s degree or equivalent, Professional Geologist of Professional  Eng. required
	10 years

	Inspection Associate
	Associate degree or equivalent 
	2 years

	Senior Inspector
	Bachelor’s degree or equivalent
	6 years

	Lead Inspector Rep/Project Manager
	Bachelor’s degree or equivalent 
	8 years

	Staff Technical Writer/Editor
	Bachelor’s degree or equivalent 
	3 years

	Senior Technical Writer/Editor
	Bachelor’s degree or equivalent
	5 years

	Quality Assurance Specialist
	Associate degree or equivalent 
	5 years

	Senior Quality Assurance Specialist
	Bachelor’s degree or equivalent
	7 years

	Env Scientist/Analyst Associate
	Associate degree or equivalent 
	2 years

	Staff Env Scientist/Analyst 
	Bachelor’s degree or equivalent 
	5 years

	Senior Env Scientist/Analyst
	Bachelor’s degree or equivalent 
	6 years

	Lead Env Scientist/Analyst
	Bachelor’s degree or equivalent 
	7 years

	Chief Env Scientist/Analyst
	Master’s degree or equivalent Professional Eng. required
	10 years

	Hydrologic Modeler Technician
	Associate degree or equivalent 
	0 years 

	Hydrologic Modeler Associate
	Associate degree or equivalent 
	2 years

	Staff Hydrologic Modeler
	Bachelor’s degree or equivalent 
	2 years

	Senior Hydrologic Modeler
	Bachelor’s degree or equivalent 
	5 years

	Lead Hydrologic Modeler/Project Manager
	Bachelor’s degree or equivalent 
	7 years

	Chief Consulting Hydrologic Modeler
	Master’s degree or equivalent Professional Eng. required
	10 years

	Hydrologist Technician
	Associate degree or equivalent 
	0 years 

	Hydrologist Associate
	Associate degree or equivalent 
	2 years

	Staff Hydrogeologist
	Bachelor’s degree or equivalent 
	2 years

	Senior Hydrogeologist
	Bachelor’s degree or equivalent
	4 years

	Lead Hydrogeologist/Project Mgr
	Bachelor’s degree or equivalent 
	6 years

	Chief Hydrogeologist
	Master’s degree or equivalent 
	10 years

	GIS/RS Associate
	Associate degree or equivalent 
	0 years

	Staff GIS/RS Analyst
	Bachelor’s degree or equivalent 
	2 years

	Staff Program Controls Specialist
	Bachelor’s degree or equivalent 
	0 years

	Staff Estimator
	Bachelor’s degree or equivalent 
	3 years

	Administrative Assistant Clerk
	High School Diploma
	0 years

	Administrative Assistant Associate
	High School Diploma
	3 years


	Engineer Technician


	Qualifications: High school diploma and 2 years experience in science or engineering.  Duties include assisting in such areas as engineering design, development, monitoring or testing.  Assists with developing schematics diagrams, and defined plans to support engineering work. Conducting both field operation and desk-study activities in the assigned projects.  Works under the supervision of a Staff Engineer or higher.      


	Engineer Associate


	Qualifications: Associate degree and at least 2 years experience in science or engineering.  Functional responsibilities and duties include working in such areas as research design, development, monitoring or testing.  Works from conceptual designs, written and verbal descriptions or directions or defined plans to perform calculations, data collections, testing, drawings, and draft designs in various engineering projects.  Works under the supervision of a Staff Engineer or higher.      


	Staff Engineer


	Qualifications: Bachelor degree in relevant engineering fields and at least 4 years experience in engineering.  Functional responsibilities and duties include working in areas such as research, design, development, monitoring or testing.  Work includes design, plan development, written and verbal communication with clients, customers and team workers.  


	Senior Engineer


	Qualifications: Bachelor degree in relevant engineering fields with Professional Engineer certification and at least 6 years experience in engineering.  Functional responsibilities and duties include evaluating research, design, development, monitoring or testing.  Work includes high level design and plans development/review, written and verbal communication with clients, customers and team workers.  Senior technical lead for resolution of engineering problems.  


	Lead Engineer/Project Manager
	Qualifications: Bachelor degree in relevant engineering fields and at least 8 years experience in engineering.  Functional responsibilities and duties include project management in areas such as research, design, development, monitoring or testing.  Work includes project design, plan development, written and verbal communication with clients, project development, management level presentation, public relations, and project team operation.  Provides supervision/training of project team. 


	Chief Consulting Engineer


	Qualifications: Master’s degree in relevant engineering fields with Professional Engineer certification and at least 10 years experience in engineering.  Functional responsibilities and duties include engineering program development and supervision, top level technical training, and direction of performance of multiple projects in such areas as research, design, engineering, and development.  Work includes management, supervision, project and program development, expert consultation, critical document writing, management level presentation, and public relations.  He/she is the top engineering consultant for most engineering projects, engineering contracts, and relation with clients.  


	Geotechnical Field Technician


	Qualifications: High school diploma and 2 years experience in geology, science, or engineering.  Functional responsibilities and duties include assisting with basic geotechnical exploration and field investigations.  Works under the supervision of a Staff Geotechnical Engineer or higher.


	Geotechnical Associate


	Qualifications: Associate degree and at least 2 years experience in geology, science or engineering.  Functional responsibilities and duties include supporting geotechnical investigations, foundation and earth structure design, earth retention system design, geotechnical instrumentation systems, groundwater studies, underground engineering, and earthwork construction.  Works under the supervision of a Staff Geotechnical Engineer or higher.      


	Staff Geotechnical Engineer


	Qualifications: Bachelor degree in geology or relevant science and engineering fields and at least 4 years experience in geology, science, or engineering. Functional responsibilities and duties include performing geotechnical investigations, foundation and earth structure design, earth retention system design, geotechnical instrumentation systems, groundwater studies, underground engineering, earthwork construction and evaluation, and construction document preparation.  


	Senior Geotechnical Engineer


	Qualifications: Bachelor degree in geology or relevant science and engineering fields with a professional geologist or professional engineer certification and at least 6 years experience in geology, science or engineering.  Functional responsibilities and duties include evaluating geotechnical investigations, foundation and earth structure design, earth retention system design, geotechnical instrumentation systems, groundwater studies, underground engineering, earthwork construction and evaluation, construction document preparation, client development, and construction quality assurance.


	Lead Geotechnical Engineer/Project Manager
	Qualifications: Bachelor degree in geology or relevant science and engineering fields and at least 8 years experience in geology, science or engineering.  Functional responsibilities and duties include leading geotechnical projects by defining and directing technical work including subsurface exploration, testing, analysis, recommendations and design; supervising technical staff; and cover all aspects of geotechnical engineering such as shallow and deep foundation analysis and design, slope stability analyses, design and analysis of earth retaining structures, instrumentation and monitoring.


	Chief Consulting Geotechnical Engineer


	Qualifications: Master’s degree in geology or relevant science and engineering fields with Professional Geologist or Professional Engineer certification and at least 10 years experience in geology or engineering. Functional responsibilities and duties include geotechnical engineering program development and supervision, top level technical training, and direction of performance of multiple geotechnical projects in such areas as research, design, engineering, and development.  Work includes management, supervision, project and program development, expert consultation, critical document writing, management level presentation, and public relations.  He/she is the primary representative for most geotechnical engineering projects, geotechnical engineering contracts, and relation with clients.     


	Inspection Associate


	Qualifications: Associate degree and at least 2 years experience in inspection.  Functional responsibilities and duties assisting in inspecting environmental control systems; collecting air, water, and soil samples to determine compliance with performance objectives, reviewing Material Safety Data Sheets to identify  hazardous conditions at work sites; assisting with field, documentation and safety training; and supporting inspections of project procedures, equipment, and data.   Perform other inspection duties assigned by the Senior or Lead Inspector.  Works under the supervision of a Senior Inspector or higher.      


	Senior Inspector


	Qualifications: Bachelor degree and at least 6 years experience in inspection.  Functional responsibilities and duties include understanding technical approach to environmental systems to be installed; performing inspection of those systems to ensure their performance within established standards; conducting visual inspections and identifying defects in environmental control systems; entering confined spaces; establishing safety and quality requirements into inspection procedures, environmental manuals and  company policies.  Ensures company safety standards are followed throughout project development.   Observes and train other inspectors in good safety practices. 


	Lead Inspector Rep/Project Manager
	Qualifications: Bachelor degree and at least 8 years experience in inspection and/or project management.  Functional responsibilities and duties include having a detailed understanding of the engineering project technical approach for installation of environmental control systems, establishing inspection protocols of those systems, and setting inspection criteria to measure their performance.  Examines project materials and products to ensure their compliance with contract specifications.  Determines whether identified defects are within allowable engineering standards.  Conducts inspections to check compliance with project objectives.  Identifies potential solutions and alternatives to meeting performance outcomes.  Ensures safety standards are met.


	Staff Technical Writer/Editor


	Qualifications: Associate degree and at least 3 years experience in technical writing and editing.  Functional responsibilities and duties include creating, editing, and maintaining technical documentation for engineering related policies and procedures, and application guides.  Writes, edits, produces, and maintains on-line (internet/web-based) documentation. Develops project plans and timelines. Provides instruction on needed improvements in documentation.  Performs other related duties incidental to the work described herein. Will work under the supervision of a Senior Technical Writer/Editor.     


	Senior Technical Writer/Editor


	Qualifications: Bachelor degree and at least 5 years experience in technical writing and editing.  Functional responsibilities and duties include researching, developing, and writing content for printed manuals, documentation, and supporting materials for software, hardware, technical procedures, and computer-related services. Writes, organizes, enters, and compiles online help files to support end users.  Gathers and researches technical information, including engineering and development information, for use in documentation activities.  Maintains understanding of applications and levels of user proficiency. Prepares written documents following standard guideline for technical publications. 
Coordinates layout and organization of documentation. Reviews and revises previously created documentation. Creates graphical images, flow charts, and diagrams for inclusion in documentation.  Coordinates with graphics and printing production personnel or vendors to produce documentation.  Reviews, edits, and proofreads materials written by others. Reviews and tests software and hardware for accuracy and consistency with documentation, identifying problems and suggesting revisions.  Supervise and train lower level employees and provide informational assistance on an ongoing basis. 




	Quality Assurance Specialist


	Qualifications: Associate degree and at least 5 years experience in quality assurance and/or quality control.  Functional responsibilities and duties include assisting in the planning and performing of QA/QC audits, QA/QC training classes, and QA/QC procedures, as well providing limited QA/QC oversight of assigned activities.  Collects information on adherence to procedures and identifies problems related to QA/QC.


	Senior Quality Assurance Specialist


	Qualifications: Bachelor degree and at least 7 years experience in quality assurance and/or quality control. Functional responsibilities and duties include setting QA/QC standards; conducting QA/QC classes; recommending QA/QC solutions; scheduling, planning, and performing QA audits either as a Team Leader or as a qualified Auditor; verifying the completion and effectiveness of corrective actions and closes them as appropriate; and interfacing with regulators related to QA/QC matters.


	Env Scientist/ Analyst Associate


	Qualifications: Associate degree and at least 2 years experience in science and/or engineering.  Functional responsibilities and duties include monitoring and maintaining environmental protection and monitoring systems; performing related work as required to monitor and maintain environmental protection and monitoring systems; compiling and computing environmental and engineering data; maintaining environmental databases, maintaining and calibrating basic environmental sampling equipment.  Works under the supervision of a Staff Env Scientist/Analyst or higher.


	Staff Env Scientist/ Analyst


	Qualifications: Bachelor degree in science and/or engineering related fields and at least 5 years experience in science and/or engineering.  Functional responsibilities and duties include natural resource planning and project management support on a variety of environmental projects such as Environmental Impact Statements (EIS), Environmental Assessments (EAs), Natural Resource Management Plans, and water resource projects; performing environmental  investigations through sampling and analysis and other related field work; and compiling reports through analysis of environmental data. 


	Senior Env Scientist Analyst


	Qualifications: Bachelor degree in science and/or engineering related fields and at least 6 years experience in science and/or engineering.  Functional responsibilities and duties include conducting research or overseeing environmental investigations for the purpose of identifying, abating, or eliminating sources of pollutants or hazards; utilizing knowledge of various scientific disciplines to collect, synthesize, study, report, and take action based on data derived from measurements or observations of air, food, soil, water, and other sources.


	Lead Env Scientist Analyst
	Qualifications: Bachelor degree in science and/or engineering related fields and at least 7 years experience in science and/or engineering.  Functional responsibilities and duties including managing environmental projects; independently develops evaluation techniques; and preparing and integrating environmental data leading to a preliminary or final report. Independently evaluates and applies standard scientific techniques, procedures, and criteria, using judgment in making minor adaptations and modifications.  Manages environmental teams in the execution of their field work.


	Chief Env Scientist Analyst


	Qualifications: Master’s degree in science and/or engineering related fields, with Professional Engineer certification, and at least 10 years experience in science and/or engineering.  Functional responsibilities and duties include evaluating the accuracy of technical reports, methods, and analyses in the fields of environmental science/engineering; evaluating technical and legal positions regarding applications of environmental law; interacting with various federal, state, and local governmental agencies; monitoring, interpreting, and evaluating existing and proposed environmental rules and regulations; serves as expert witness on environmental matters; and maintains client relations through expert consultation, critical document writing, and management level presentations.  


	Hydrologic Modeler Technician


	Qualifications: Associate degree with water resources assisting with basic data collection, completion of modeling drawings, and basic flow calculations.  Works under the supervision of a Staff Hydrologic Modeler.


	Hydrologic Modeler Associate


	Qualifications: Associate degree and at least 2 years experience in water resources.  Functional responsibilities and duties include assisting with modeling data collection, completion of modeling drawings, and performing basic flow calculations.  Works under the supervision of a Staff Hydrologic Modeler or higher. 


	Staff Hydrologic Modeler


	Qualifications: Bachelor degree in engineering, geology or water resources related fields and at least 2 years experience in hydrogeology.  Functional responsibilities and duties include technical project performance in groundwater, hydrologic data collection, design, planning, computer modeling; and written and verbal communications, customers and team workers.  


	Senior Hydrologic Modeler



	Qualifications: Bachelor degree in engineering, geology or water resources related fields and at least 5 years experience in hydrogeology.  Functional responsibilities and duties include determining hydraulic modeling requirements; evaluating modeling work; assessing hydrologic data collection and research; evaluating historical studies and data; participating with project manager and local interests in selecting technical approach to modeling strategies; and reviewing hydrologic modeling results to verify reasonableness of conclusions.  


	Lead Hydrologic Modeler/Project Manager
	Qualifications: Bachelor degree in engineering, geology, or water resources related fields and at least 7 years experience in hydrogeology.  Functional responsibilities and duties include determining hydraulic modeling methodology; managing hydrological studies to establish flow discharges or justifies adoption of existing informa​tion; arranging and coordinating peer review in accordance with professional standards of practice; overseeing the preparation of technical reports; and managing project staff and mentoring personnel in daily project activities.


	Chief Consulting Hydrologic Modeler


	Qualifications: Master’s degree in engineering, geology or water resources related fields with Professional Geologist or Professional Engineer certification and at least 10 years experience in hydrogeology.  Functional responsibilities and duties include overseeing hydraulic modeling methodology, establishing parameters, ensuring modeling development achieves performance standards; evaluating modeling results in an iterative process so that the water profile model adequately represents actual conditions; and participating in public meetings to inform the public of hydrologic findings and results.  


	Hydrologist Technician


	Qualifications: Associate degree with water resources related course work.   Functional responsibilities and duties include the preparation and calibration of hydrogeological measurement equipment, and assisting in the performance of groundwater, surface water, soil, air, and sediment monitoring.  Works under the supervision of a staff hydrogeologist or higher.


	Hydrologist Associate


	Qualifications: Associate degree and at least 2 years experience related to water resources.   Functional responsibilities and duties include assisting in the development of water resource reports and work plans; and performing field measurements for groundwater, surface water, soil, air, and sediment monitoring. Works under the supervision of a staff hydrogeologist or higher.  


	Staff Hydrogeologist


	Qualifications: Bachelor degree in engineering, geology, or water resources related fields and at least 2 years experience in hydrogeology.  Functional responsibilities and duties include  groundwater contamination studies including hydrogeological aspects of site inspections, hydrogeological risk assessment, groundwater remediation design and implementation; ground resource investigations including borehole performance assessment, borehole feasibility studies and design; groundwater modeling including groundwater flow and contaminant modeling; and hydrogeological impact assessment and mitigation. 


	Senior Hydrogeologist


	Qualifications: Bachelor degree in engineering, geology, or water resources related fields and at least 4 years experience in hydrogeology.  Functional responsibilities and duties include technical review of groundwater contamination studies including hydrogeological aspects of site inspections, hydrogeological risk assessment, groundwater remediation design and implementation; ground resource investigations including borehole performance assessment, borehole feasibility studies and design; groundwater modeling including groundwater flow and contaminant modeling; and hydrogeological impact assessment and mitigation. 


	Lead Hydrogeologist/

Project Manager
	Qualifications: Bachelor degree in engineering, geology, and/or water resources related fields and at least 6 years experience in hydrogeology.  Functional responsibilities and duties include managing hydrogeologic technical data compilation, interpretation, and analysis; leading database design/modeling initiatives, overseeing the preparation of technical reports for regulatory agencies and government officials, managing project staff; and mentoring personnel in daily project activities.


	Chief  Hydrogeologists


	Qualifications: Master’s degree in engineering, geology, and/or water resources related fields, with Professional Geologist or Professional Engineer certification, and at least 10 years experience in hydrogeology.  Functional responsibilities and duties include evaluating and testing the accuracy of technical reports, methods, and analyses in the fields of hydrology, engineering, agriculture, water law, and hydrogeology; evaluating technical and legal positions regarding water rights, water use, and water supply, interacting with various federal, state, and local governmental agencies, monitoring, interpreting, and evaluating existing and proposed administrative rules and regulations; and directing computer programmers in the creation of computer databases containing hydrologic, water use, water rights, water supply and engineering data.


	GIS/RS Associate


	Qualifications: Associate degree and at least 2 years experience in GIS/RS.   Functional responsibilities and duties include creating digital mapping products for use in technical reports, proposals, project websites and presentations; designing interactive mapping applications for distribution via internet; manipulating and analyzing remotely sensed (RS) data; organizing and maintaining geospatial data libraries; and contributing to project reports and proposals by writing data documentation and descriptions.  Works under the supervision of a staff GIS/RS analyst.  


	Staff GIS/RS Analyst
	Qualifications: Bachelor degree and at least 2 years experience in GIS/RS.  Functional responsibilities and duties include creating digital mapping products for use in technical reports, proposals, project websites and presentations; designing interactive mapping applications for distribution via internet; performing quantitative and statistical analyses on geospatial datasets; manipulating and analyzing remotely sensed (RS) data; manipulating and combining geospatial datasets using standard techniques; conducting quality assurance of geospatial data sets; organizing and maintaining geospatial data libraries; contributing to project reports and proposals by writing data documentation and descriptions of data analysis protocols; and communicating verbally and in written form on design objectives and results.


	Staff Program Controls Specialist


	Qualifications: Bachelor degree in engineering, science, or water resources related fields.  Functional responsibilities and duties include managing and coordinating plans and schedules for new or existing programs, determining, monitoring, and reviewing costs, operational budgets and schedules, and manpower requirements. Supports and participates in negotiation with customers. Analyzes effects of projects upon various areas such as engineering to determine the most practical and cost efficient methods to obtain the required resources. Assesses the progress against established plans and parameters. Formulates and recommends corrective measures such as schedule revisions, manpower adjustments, fund allocations, and work requirements. 


	Staff Estimator


	Qualifications: Bachelor degree in engineering, science, or water resources related fields and at least 3 years experience in cost estimating.  Functional responsibilities and duties include analyzing project requirements and other documentation, prepare time, cost, materials, and labor estimates, assess cost effectiveness of products, projects or services, tracking actual costs relative to projected costs, consult with clients and vendors to discuss and formulate estimates and resolve issues, confer with engineers, architects, owners, contractors and subcontractors on changes and adjustments to cost estimates, and prepare estimates for purposes such as planning, organizing, and scheduling work.


	Administrative Assistant Clerk


	Qualifications: High school diploma with training in MS Word and Excel and related administrative support.  Functional responsibilities and duties include administrative duties such as typing correspondence, data entry and scheduling, records maintenance, answer phones, direct calls, and respond to inquiries.


	Administrative Assistant Associate


	Qualifications:  High school diploma with training in MS office suite and at least 3 years experience in providing administrative support.  Functional responsibilities and duties include administrative support for project work such as development of graphs and charts, data collection and analysis, project research, and composing correspondence.  Duties also include those of the administrative assistant clerk. 


