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GENERAL SERVICES ADMINISTRATION

Federal Acquisition Service

Authorized Federal Supply Schedule Price List

On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an electronic delivery order is available through GSA Advantage!™, a menu-driven database system.  The INTERNET address for GSA Advantage!™ is:  http://www.GSAAdvantage.gov.

Schedule for – Professional Engineering Services
Federal Supply Group: 871
Class:  R425
Contract Number:  GS-10F-0025V
For more information on ordering from Federal Supply Schedules 

click on the FSS Schedules button at http://www.fss.gsa.gov

Contract Period:  November 13, 2008 through November 12, 2013

Contractor: 
Conley & Associates, Inc.


15933 Clayton Rd, Suite 115

Ballwin, MO 63011 2172

Business Size:
Small, Woman Owned Business

Telephone:
(636) 230-0234

Extension:

FAX Number:
(636) 230-0062

Web Site: 
www.commo.com

E-mail: 
swinters@commo.com

Contract Administration:
Stacy Winters

CUSTOMER INFORMATION:

1a.
Table of Awarded Special Item Number(s) with appropriate cross-reference to page 


numbers:  871-1(ME), 871-1RC, 871-2(ME), 871-2RC, 871-3(ME), 871-3RC, 871-4(ME), 871-4RC, 871-5(ME), 871-5RC, 871-6(ME), 871-6RC
1b. Identification of the lowest price model number and lowest unit price for that model for 
each special item number awarded in the contract.  This price is the Government price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other concession affecting price.  Those contracts that have unit prices based on the geographic location of the customer, should show the range of the lowest price and cite the areas to which the prices apply.

1c. If the Contractor is proposing hourly rates, a description of all corresponding commercial 
job titles, experience, functional responsibility and education for those types of employees or subcontractors who will perform services shall be provided.  If hourly rates are not applicable, indicate “Not Applicable” for this time.
2.
Maximum Order:  $750,000.00

3.
Minimum Order:  $100.00
4.
Geographic Coverage (delivery Area):  Domestic and Overseas
5.
Point(s) of production (city, county, and state or foreign country):  Ballwin, MO; Newport News, VA; Warner Robbins, GA; Davenport, IA; Rock Island, Illinois
6.
Discount from list prices or statement of net price:  Government net prices (discounts already deducted).  See Attachment.

7.
Quantity discounts:  None Offered
8.
Prompt payment terms:  .5% - 15 days, NET 30 days
9a.
Notification that Government purchase cards are accepted up to the micro-purchase threshold:  Yes
9b.
Notification whether Government purchase cards are accepted or not accepted above the micro-purchase threshold:  Contact Contractor
10.
Foreign items (list items by country of origin):  None 

11a.
Time of Delivery (Contractor insert number of days):  Specified on the Task Order
11b.
Expedited Delivery.  The Contractor will insert the sentence “Items available for expedited delivery are noted in this price list.” under this heading.  The Contractor may use a symbol of its choosing to highlight items in its price list that have expedited delivery:  Contact Contractor
11c. Overnight and 2-day delivery.  The Contractor will indicate whether overnight and 2-day delivery are available.  Also, the Contractor will indicate that the schedule customer may contact the Contractor for rates for overnight and 2-day delivery:  Contact Contractor
11d.
Urgent Requirements.  The Contractor will note in its price list the “Urgent Requirements” clause of its contract and advise agencies that they can also contact the Contractor’s representative to effect a faster delivery:  Contact Contractor
12.
F.O.B Points(s):  Destination
13a.
Ordering Address(es):  Same as company address
13b.
Ordering procedures: For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA’s), and a sample BPA can be found at the GSA/FSS Schedule homepage (fss.gsa.gov/schedules).  

14.
Payment Address(es):  Same as company address
15.
Warranty provision:  Contractor’s standard commercial 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):   Contact Contractor
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 applicable):   N/A

20a.
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
24a. Environmental attributes, e.g., recycled content, energy efficiency, and/or reduced pollutants:  N/A

24b. 
If applicable, indicate that Section 508 compliance information is available on Electronic and Information Technology (EIT) supplies and services and show where full details can be found (e.g. contactor’s website or other location.)  The EIT standards can be found at:  www.Section508.gov/.
25.
Data Universal Numbering System (DUNS) number:  62-2230522
26.  
Notification regarding registration in Central Contractor Registration (CCR) database:  Registered
	Labor Category
	Awarded Rate W/IFF

	Program Manager
	$108.62

	Journeyman Engineer
	$62.76

	Senior Technical Writer I
	$53.52

	Senior Training Specialist
	$54.76

	Database Manager
	$73.48

	Program Coordinator
	$54.76

	Business Administrator
	$60.39

	Entry Level Technical Specialist
	$40.68

	Technical Specialist
	$47.35

	Senior Technical Specialist
	$68.04

	Senior Illustrator
	$71.32

	Senior Technical Writer II
	$65.09

	Administrative Assistant
	$35.38

	Engineer
	$83.36

	Project Leader
	$89.15

	Senior Instructor
	$52.49

	Subject Matter Expert
	$61.13


1. Program Manager

Minimum/General Requirements: Progressive experience which includes: managing, directing, and implementing engineering and technology projects, demonstrated ability to provide guidance and technical direction for projects, proven expertise in program/project management, manufacturing, purchasing, management/control of funds and resources, contracts, testing, and business. Must possess extensive knowledge of technical and management concepts, procedures and practices. General experience includes increasing responsibilities in: systems design and management; management of diverse functional activities and technical/support personnel; managing complex, multi-task commercial and government contracts; and allocation/prioritization of resources.

Functional Responsibilities: Serves as the contractor's single contract manager, and shall be the contractor's authorized technical interface with the Government Contracting Officer (CO), Contracting Officer's Representatives (CORs), government management personnel, and customer agency representatives. Directs all phases of programs/projects from inception through completion. Coordinates the preparation of project plans, milestones, and operating budgets; development of project approaches/concepts; and obtaining proper resources within and across organizational boundaries. Reviews and evaluates work of staff, provides task oversight and prepares periodic performance reports. Acts as primary customer contact for task activities, leading task review sessions with customer to discuss cost, schedule, and technical performance. Evaluates requirements, establishes task approach, organizes personnel resources, and directs engineering efforts for services or system/equipment research, development, integration, test, and sustainment. Establishes milestones and monitors adherence to master plans and schedules. Identifies program problems and obtains solutions. Directs the work of technical, engineering, and support personnel assigned to the task and is responsible for overall task performance, product quality and timeliness of efforts.

Minimum Education: BS/BA in engineering, logistics, computer science, information systems, math, business, physical science or other related management or technical discipline and four years experience in program/project management, corporate management, or consulting. An MS/MA in engineering, logistics, computer science, information systems, math, business, physical science would substitute for two years of the manager position experience requirements.

2. Journeyman Engineer
Minimum/General Requirements:  Experience in engineering logistics as it relates to: concept, requirements analysis, trade studies, design, rapid prototyping, manufacturing processes, systems engineering and integration, production engineering, industrial and project management, system maintenance, quality assurance, test and evaluation, software development/integration, field engineering, and logistics. Additional experience includes the application of automated design tools to create and model system designs and processes, development of models, conduct of simulations, and performance of hardware/software assessments.  General experience includes knowledge and application of engineering tools/techniques throughout the life cycle, and skills in interfacing software with imbedded and non-imbedded hardware systems.
Functional Responsibilities:  Performs professional work in research, development, design, testing, analysis, production, construction, maintenance, operation, planning, estimating, or standardization of facilities, systems, structures, processes, equipment, devices, or materials, requiring knowledge of the art and science of engineering.  Provides comprehensive definition of all aspects of system development from analysis of mission needs to verification of system performance.  Analyzes/develops system requirements; develops specifications, solutions and alternatives as part of engineering studies; and assesses risks and costs to satisfy those requirements.  Formulates preliminary designs, performs tests, takes measurements, or performing system analyses of simulations.  Applies reverse engineering and reengineering disciplines to develop production planning and manufacturing documents.  Develops block diagrams and logic flow charts and translates detailed design into prototype or pre-production hardware/software.  Prepares schematics, layouts, and diagrams; develops design solutions, and prepares relevant procurement and design documentation.  Implements performance and technical standards and conducts appropriate tests to assess, debug and validate system performance.  

Minimum Education: BS/BA in engineering, logistics, computer science, information systems, math, business, physical science or other related scientific or technical discipline and two years experience in engineering applications/techniques such as manufacturing methods, production management, metallurgy, material science, computer-aided design and drafting, modeling and computer simulation.  An MS/MA in engineering, logistics, computer science, information systems, math, business, physical science would substitute for two years of the Engineer position experience requirements.
3. Senior Technical Writer I

Minimum/General Requirements: Demonstrated skills in technical writing, reviewing and/or editing of technical documentation in business, government, or industry. Must have a thorough understanding of computer processing, including commonly used information technology and engineer terminology and must possess good organizational skills. Requires a sound foundation in grammar, punctuation and use of the English language as well as composing, editing, and formatting using personal computers. Transforms technical information into clear, readable documents. Requires progressive knowledge of technical writing, production of reports or documents and a good understanding of applicable Government and/or industry standards.

Functional Responsibility: Duties include writing, editing, and graphics presentation of engineering and management information for both technical and non-technical personnel. Organizes material and completes writing assignments with regard to order, clarity, conciseness, style, and terminology. Collects and organizes information and prepares, in clear and concise language, technical documents such as functional descriptions, procedure manuals, service manuals, special reports, training materials, installation guides, system specifications, brochures, bulletins, slide/sound/movie presentations and related technical publications concerned with the design, test, production, installation, operation, and maintenance of electronic, electrical, mechanical, chemical and other equipment. Acquires or verifies knowledge of subject by interviewing workers engaged in developing new products and services or in making improvements, observing methods of production, referring to blueprints, schematics, engineering drawings, trade and engineering journals, manuals, or similar publications. Revises text and recommends changes in scope, format, and content to ensure conformance with established standards. Performs final quality assurance on all materials. Must be capable of typing technical narrative and data and transcribing audio to written text. Will be responsible for accurate spelling, proper grammar usage, proper format, and proofreading finished documents.

Minimum Education: An Associates of Arts or Sciences Degree in English, journalism, literature, communications, business, technical writing, biology, chemistry or other related disciplines or four years experience in technical writing and editing. A BS/BA in English, literature, graphics arts, computer science, information systems, business, or physical science would substitute for two years of the Technical Writer-Editor position experience requirements.
 

4. Senior Training Specialist
Minimum/General Requirements:  Responsible for all aspects of the ADDIE Model.  Designs and develops instructional material for customer training courses.  Demonstrates and utilizes effective needs analysis, design, development and evaluation and project management skills.  Able to effectively use multi-media technology and authoring tools.  Acts as liaison between subject matter experts and customers to determine course requirements and appropriate delivery methods. 

Functional Responsibility:  Responsible for the design and development of training materials as required by contract.  Must have specific knowledge of Instructional Design (ID) techniques and tools.  May be designated project/team leader on specific projects and will be responsible for completion of the project on-time and within budgeted hours.  Demonstrates capability to develop and create templates that can be used to facilitate production of training deliverables. Will proof read and perform quality management functions as required regarding work personally performed or for work performed by a member of the ID team.  Must have familiarity of ASAT, AIM II and other associated DoD training systems.  

Minimum Education: A BS/BA Degree in Education, Instructional Design, Adult Training or related field and two years experience or AA or two years of college and four years experience with an emphasis on graphics arts, instructional design or related discipline.  
5. Database Manager
Minimum/General Requirements: Analyzes actual and predictable interacting operational activities of military, governmental, or business systems to obtain a quantitative, rational basis for decision making through the application of logic, statistical, scientific or economic disciplines and techniques. Devises and develops modeling and measuring techniques utilizing mathematical and statistical principles and economic disciplines.

Functional Responsibility: Oversees and provides daily management for a team of analysts allocates workload and matches individual skills and capabilities with the analytical tasks to be accomplished.  Responsible for overall Supply Chain Management (SCM) for a major military depot or related operational environment.  Responsible for conducting analytical studies and data analysis by which a customer can optimize its organic capability.  Performs requirements determination, level setting, repair determination, funds allocation / management, constraints analysis, requirements forecasting and system analysis for a variety of logistical programs and initiatives. May chair or participate in Supply Chain Management meetings and IPRs and will be expected to identify problems and issues that are uncovered during the analysis function and recommend solutions as well as analytical support for them.  Conduct trend analysis of various metrics , for example, Issue and Stockage Effectiveness, Percent Fill, Constraints, Base Maintenance Wait Time, Customer Wait Time, MICAPs, Backorders, funding and adhoc query and report development on request.  
Minimum Education: BS/BA degree with major in Math, Business, Engineering, Computer Science, Information Systems, or other business or science degree and five years in related experience or two year technical degree with 7 years related working experience.
6. Program Coordinator
Minimum/General Requirements:  Directly supports GMs and PMs regarding the oversight and administration of contracts and the associated financial issues associated with those contracts. Business unit point of contact to Corporate, Finance, Accounting and Contract Management Departments for contract and financial issues.

Functional Responsibilities:  Supports Technical and Price proposal preparation.  This includes: management of quote numbers and logs the following information for all quotes - when/if awarded, which contract it applies to, how much was awarded, etc. Updates the contract and projection sheet with this information.  Proofs all quotes and proposals before they are sent to Corporate. Maintain data regarding contract status, e.g. cost, delivery, and other performance requirements.  Maintains Past Performance data, drafts contract status reports, maintains list of all deliverables due for all active contracts, maintains and logs hardcopies and electronic copies of all deliverables sent to the government, creates and maintains a tracking and projection system including CLINs, charge codes, award amounts, actual costs, monthly invoiced amounts and variance between projected and invoiced amounts, proofs and reconciles all monthly vouchers, notifies Accounts Receivable (A/R) regarding final billing, invoice reconciliation and other related information, corrects all charge codes on expense reports, operational reimbursements, etc., review and corrects charge codes and labor categories on timesheets
Minimum Education:  BA/BS in Business, Accounting, Contracting or Finance and two years related experience.   

7.  Business Administrator:
Minimum/General Requirements:  Directly supports COO, CFO and Contracts Manager regarding the oversight and administration of contracts and the associated financial issues associated with those contracts. Responsible for performing cost proposals for all contracts.
 Functional Responsibilities:  Oversees all proposal development.  Develops cost proposal in in standard formats to ensure they are audtable by Government auditors.  Validates all rates and ensures that labor rates and categories match solicitation requirements.  Performs basic analyses for Firm Fixed-Price, Time and Material and Cost type contracts. Assists with the administration of awarded contracts.  Issues Purchase orders and subcontracts to major suppliers and administers them.  Supports the Business development function and creates marketing material as needed.  Analyzes potential customers and market conditions to bring in new business.
Minimum Education:  BA/BS in Business Management or related fields and five years experience in related field is required.

8. Entry Level Technical Specialist
Minimum/General Requirements:  Able to troubleshoot, assess, repair and install various types of electronic\electrical equipment. Equipment may include commercial and military equipment and systems based on technical skills required.  Work under direct supervision on all jobs assigned. Fabricates tests, troubleshoots, repairs, and modifies electronic and electro-mechanical and mechanical equipment, parts, components, and systems according to Senior Technician instructions.

Functional Responsibility:  Under supervision of project leader or senior technician, performs technical functions in support of engineering activities. Activities include but not limited to; set-up, operation, maintenance, modification, circuit testing, as appropriate, calibration and troubleshooting of electronic,electro-mechanical components and systems.   Works from schematics, diagrams, work instructions augmented by other written and\or verbal instructions. Assists senior technician with engineering tests to collect design data or assist in general research work. Assist with diagnoses and isolation of equipment and system malfunctions. . Maintain certifications for skill sets as required.
Minimum Education: HS Diploma and 2 years experience
9. Technical Specialist
Minimum/General Requirements:  Work under general supervision on all jobs assigned. Able to troubleshoot, assess, repair and install various types of electronic\electrical, electro-mechanical, and mechanical equipment based on the technology and skills required.. Equipment may include commercial and military equipment and systems based on technical skills required.  Must be able to set up, operate and train others in the use of system required test equipment. Fabricates tests, troubleshoots, repairs, and modifies electronic and electro-mechanical and mechanical equipment, parts, components, and systems according to Senior Technician instructions. Grooms technical assistant or entry level technician. May serve as a team leader depending on complexity of job.
Functional Responsibility:  Under supervision of project leader or senior technician, performs technical functions in support of engineering activities. Activities include but not limited to; set-up, operation, maintenance, modification, circuit testing, as appropriate, calibration and troubleshooting of electronic,electro-mechanical components and systems.   Works from schematics, diagrams, work instructions augmented by other written and\or verbal instructions. Assists senior technician with engineering tests to collect design data or assist in general research work. Assist with diagnoses and isolation of equipment and system malfunctions. . Maintain certifications for skill sets as required. 
Minimum Education: HS Diploma and 6 years experience: Must have or be able to obtain a Secret security clearance or higher.

10. Senior Technical Specialist

 Minimum/General Requirements: Demonstrated experience in the design, assembly, production, inspection, installation, calibration, test, trouble shoot, operation and/or maintenance of electronic, electromechanical, and/or mechanical systems and components. Progressive experience in fabrication, assembly, electrical/mechanical stresses, material capabilities, and instrumentation. Possesses soldering skills for repair of equipment and hardware and ability to read mechanical drawings.

Functional Responsibility: Applies advanced technical knowledge to solve unusually complex problems (i.e., those that typically cannot be solved solely by interpreting manufacturers manuals or similar documents). Uses judgment and initiative to recognize inconsistencies or gaps in data and seek sources to clarify information. Analyzes technical data to determine applicability to design problems; selects from several possible design layouts; calculates design data; and prepares layouts, detailed specifications, parts lists, estimates, procedures, etc. Applies conventional engineering practices to develop, prepare, or recommend schematics, designs, specifications, electrical drawings, and parts lists. Responsible for following inspection procedures in conducting monitoring/witnessing of hardware activities in design, prototyping, fabrication, assembly, integration, test, fielding and sustainment. Performs test/calibration procedures, observes results, and records information for evaluation. Conducts tests or experiments requiring selection and adaptation or modification of a wide variety of critical test equipment and test procedures; sets up and operates equipment; records data, measures and records problems of significant complexity that sometimes require resolution at a higher level; and analyzes data and prepares test reports. Applies technical knowledge of electrical and mechanical principles in fault isolation, identifying malfunction cause, and restoring equipment/system operations.

Minimum Education: An AA/AS two-year degree in electronic, electrical, electromechanical or mechanical specialization, military technician school, or equivalent experience related to maintenance and repair of systems/equipment or technical trade school certification and 6 years specialized experience. A BS in engineering technology, computer science, information systems, or physical science would substitute for two years of the Technician position experience requirements.

11. Senior Illustrator

Minimum/General Requirements:  Must be proficient in at least four of the following programs: AutoCAD, Adobe Illustrator, IsoDraw, Corel Draw, Canvas, or Voloview and be able to produce .cgm output.  Prepares line drawings of complex electrical circuits, machined parts, wiring diagrams and schematics from interpreting draft layouts, sketches, photos or other sources within the applicable Military Specifications. Ensures all Technical Manual illustrations are in compliance with the applicable Military and contractual standards and are error free.  Creates engineering drawings as required.

Functional Responsibility:  Provides technical illustrations based on a variety of sources. Oversee work produced from less experienced Illustrators.  Ensures quality and compliance with applicable standards of all illustrations.  Ensures all illustrations are completed ahead or on schedule according to contract.  Manages the printing, cataloguing and storage of all illustrations into an accessible art  library.  Must have in-depth ability to use perspective, isometric, and schematic techniques to prepare technical and non-technical illustrations and line drawings.  Must be able to prepare complex drawings of electrical circuits, machined parts, wiring diagrams and schematics from interpreting draft layouts, sketches, photos or other sources.  Must have a working knowledge of at least one service (Army, Navy, Air Force or Marine) related Military Specifications (MIL-SPECs).  Must have direct Technical Manual (TM) experience with some types of TMs such as: Maintenance, Illustrated Parts Breakdowns (IPBs), Job Guides, Work Packages, Checklists, etc.  Must be able to produce near-error free work with minimum supervision.  Must be able to edit and proof changes to material prepared by other illustrators.  Must be able to manage/supervise junior illustrators.

Minimum Education:  Must have a four year degree in graphic design and one year of related experience or high school diploma or equivalent and six years equivalent work experience.
12. Senior Technical Writer II
Minimum/General Requirements: May lead team of writers and illustrators. Responsible for the content (layout, text and illustrations) and quality of the Technical Manuals being worked in accordance with applicable specifications and standards.

Demonstrated skills in technical writing, reviewing and/or editing of technical documentation in business, government, or industry. Must have a thorough understanding of computer processing, including commonly used information technology and engineer terminology and must possess good organizational skills. Requires a sound foundation in grammar, punctuation and use of the English language as well as composing, editing, and formatting using personal computers. Transforms technical information into clear, readable documents. Requires progressive knowledge of technical writing, production of reports or documents and a good understanding of applicable Government and/or industry standards.

Functional Responsibility: Duties include writing, editing, and graphics presentation of engineering and management information for both technical and non-technical personnel. Organizes material and completes writing assignments with regard to order, clarity, conciseness, style, and terminology. Collects and organizes information and prepares, in clear and concise language, technical documents such as functional descriptions, procedure manuals, service manuals, special reports, training materials, installation guides, system specifications, brochures, bulletins, slide/sound/movie presentations and related technical publications concerned with the design, test, production, installation, operation, and maintenance of electronic, electrical, mechanical, chemical and other equipment. Acquires or verifies knowledge of subject by interviewing workers engaged in developing new products and services or in making improvements, observing methods of production, referring to blueprints, schematics, engineering drawings, trade and engineering journals, manuals, or similar publications. Revises text and recommends changes in scope, format, and content to ensure conformance with established standards. Performs final quality assurance on all materials. Must be capable of typing technical narrative and data and transcribing audio to written text. Will be responsible for accurate spelling, proper grammar usage, proper format, and proofreading finished documents.

Minimum Education: An Associates of Arts or Sciences Degree in English, journalism, literature, communications, business, technical writing, biology, chemistry or other related disciplines and five years experience in technical writing and editing. Must be proficient the following programs: FrameMaker, PageMaker, Microsoft Word, Adobe Acrobat, and/or ArborText. Must have direct Technical Manual (TM) experience with some types of TMs such as: Maintenance, Illustrated Parts Breakdowns (IPBs), Job Guides, Work Packages, Checklists, On-equipment Maintenance Manual Sets (OMMS), or Publication Change Requests (PCRs). A BS/BA in English, literature, graphics arts, computer science, information systems, business, or physical science would substitute for two years of the Technical Writer-Editor position experience requirements.  

13. Administrative Assistant

 Minimum/General Requirements: Provide administrative support to a department and/or Manager. Duties include general clerical, receptionist and project based work. Project a professional company image through in-person and phone interaction. Possesses excellent grammar and composition skills. Proficient in PC-based computers, printers, scanners and local area networks and various administrative/clerical software that could include one or more: word processing, databases, e-mail, Internet browsers, document publishing and graphics software programs. Proven administrative skills associated with project office or operational support functions including the preparation of correspondence; the coordination/scheduling of meetings, training sessions and conferences; and the oversight of daily administrative operations. Demonstrated familiarity with engineering-related nomenclature and Government correspondence standards and procedures.

 Functional Responsibilities: Performs specialized program/project administrative duties support project management staff, which may include maintaining records or technical reports, verifying statistical reports for accuracy and completeness, making travel, meeting, or conference arrangements, taking inventory of equipment and supplies, and helping prepare financial or technical reports. Properly prepares, formats, and prints administrative correspondence. Proofreads, edits, and corrects correspondence. Operates computer equipment, telecommunications equipment, including telephones/facsimile machines and basic office equipment, including reproduction machines/GBC binder systems. Composes correspondence that requires an understanding of engineering/technical nomenclature. Prepares required administrative reports. Coordinates and plans office administration and support. Provides administrative-type support to managers, engineers, specialists and analysts. This includes, but is not limited to, documentation planning and support, project administration, general office support, executive secretarial support, human resource planning, event planning and administration, office relocation planning, mail services, records, data input, etc. 

Minimum Education: High School diploma or General Education diploma or one year certificate in communications, microcomputer/office technology or office administration and four years related experience. A BS/BA in administration, computer science, information systems, business, or physical science would substitute for four years of the administrative specialist position experience requirements.  An AA/AS in related fields will substitute for two years related experience.

14. Engineer
Minimum/General Requirements:  Experience in conducting strategic planning for high technology programs, developing concepts analyzing requirements, or supporting acquisition and product sustainment activities over the complete life cycle. Analysis experience for each labor category level shown in Table 1 must be related to planning, design, development, evaluation, control, and/or operation of tactical, electronic or mechanical systems and be in the PES primary disciplines of electrical, chemical and/or mechanical engineering. Experience must further be in one or more of the PES functional specialties (e.g., analysis of mission, program goals and objectives; requirements analysis; special studies and analysis; cost/cost-performance trade-off analysis; cost engineering; feasibility analyses; organizational performance assessment or regulatory compliance support; technology conceptual designs; life cycle support; operational and maintenance, program/project management; technology transfer/insertion assessments; training; privatization; and outsourcing). 
Functional Responsibilities:  Plans, organizes, directs, and conducts strategic planning for high technology programs, concept development and requirements analysis, or acquisition and life-cycle management tasks in problem areas of moderate scope and complexity addressing topics such as productibility, design, manufacturing, research, systems, processes, technology, materials, analytical tools, application environment and test/evaluation. Applies specialized knowledge of PES-related primary disciplines and functional specialties. Work requires the modification and extension of existing methods and may require the use of advanced techniques. Plans and conducts work requiring judgment in the evaluation, selection, and adaptation and/or modification of methodologies and tools. Normally receives guidance or consults with consultants or functional specialists on unusual or complex problems. Work is reviewed by a consultant, functional specialist, or manager to ensure accuracy, and to ensure it satisfies customer needs and complies with the contractor s overall consulting standards. Identifies and applies novel approaches and use of appropriate analysis techniques. Has moderate/extensive technical responsibility for interpreting, organizing, executing, and coordinating assignments, including the interface with other personnel assigned to a task. Makes decisions, which are considered authoritative and which demonstrate mature judgment in anticipating and solving complex problems. Work is reviewed by the task manager to ensure it satisfies customer needs and complies with the contractor s overall consulting standards.

Minimum Education:  BS/BA in engineering, math, business or physical science and two years experience in quantitative analysis such as statistics, chemistry, biology, metallurgy, tolerance analysis, dimensional stacking, forecasting, economics, modeling, computer simulation, and finite element analysis, and physics. An MS/MA in engineering, math, business or physical science will substitute for two years of the engineering analyst experience requirements.

15. Project Leader
Minimum/General Requirements:  Supervises team of technical staff, instructors, and SMEs to perform tasks required by contract.  Having overall accountability to lead one or more projects, create and execute project work plans and revise as appropriate to meet changing needs and requirements, including cost, schedule and performance through to project completion. Manage customer expectations and satisfaction. Provide Subject Matter Expertise and technical oversight on a project. 
Functional Responsibility:  Creates and executes project work plans and revises as appropriate to meet changing needs and requirements.  Identifies resources needed and assigns individual responsibilities. Maintains day-to-day operational oversight of data, reports and services.  Manages cost, schedule and performance constraints imposed by the Program Manager. Reviews deliverables prepared by team before passing to client. Effectively applies our methodology and enforces project standards. Minimizes our exposure and risk on project. Manages project budget.   Identifies business development and "add-on" sales opportunities as they relate to a specific project. Facilitates team and client meetings effectively. Keeps project team well informed of changes within the organization and general corporate news. Effectively communicates relevant project information to superiors. Keeps project team well informed of changes within the organization and general corporate news.  Creates and executes project work plans and revises as appropriate to meet changing needs and requirements. Delivers engaging, informative, well-organized presentations. Maintains awareness of new and emerging technologies and the potential application on client engagements.

Minimum Education: HS Diploma required and at least 5 years directly related work experience required. BS/BA degree in management or related area substitutes for four years experience. Advanced technical knowledge of specific subject matter is also required.  .
16. Senior Instructor
Minimum/General Requirements: Provide instruction / on-site training, administrative, and technical support for the lessons being delivered and any associated equipment. Supervise, evaluate and coordinate the efforts of assigned Instructor I.    

Functional Responsibility: Delivers training in accordance with contract specifications.  Confers with SME, Instructional Designers, and other personnel in order to determine training needs and objectives.  Ensures any training administration requirements are performed IAW contract specifications.  Develops / schedules in-house training of personnel based on classroom and equipment availability.  Provides maintenance / troubleshooting of any associated equipment to ensure it is operational for training.  Attends showings, and consult with engineering, marketing, production and sales representatives to establish design concepts.  Supervises, evaluates and coordinate the efforts of assigned Instructor I.  May be assigned Project Lead

Minimum Education: 2 years of college or HS diploma and 5 years relevant experience as a military or industrial instructor and have thorough knowledge of the content of the lessons being instructed. A strong background and experience in the subject matter being taught and the operation of any equipment, process, or systems are essential.
17. Subject Matter Expert
Minimum/General Requirements: Provides supply, maintenance, on-site training, administrative, and technical services. Expert in logistics, supply management, fielding, maintenance, operations, testing and training of new equipment and systems. A strong background and experience in the subject matter being taught and the operation of any equipment, process, or systems are essential. 

Functional Responsibility: Acts as primary Technical Subject Matter Expert for all functional areas assigned and may support both military units, e.g., SBCTs, BCTs, and the Combat Support Brigade or Instructional Designers or other customers.  Develops and conducts technical orientations and demonstrations on new/modified equipment operations and maintenance procedures for the Military Logistics Assistance Representatives (LARs).  Ensure any training administration requirements are performed IAW contract specifications.   Develop/schedule in-house training of personnel based on classroom and equipment availability.   Provide maintenance/trouble shooting of any associated equipment to ensure it is operational for training. Attend showings and consult with engineering, marketing, production and sales representatives to establish design concepts. Supervise, evaluate and coordinate the efforts of assigned Instructors.

Minimum Education: AA/AS degree or advanced expertise in subject area.  10 years of experience in supply management, fielding, maintenance, and training of new and redistributed systems and equipment. A strong background and experience in the subject matter being taught and the operation of any equipment, process, or systems are essential. 

** An AA degree is worth 2 years of work experience

** BA/BS degree is worth 4 years of work experience

**MS degree is worth 6 years of work experience.
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