
Potomac-Hudson Engineering, Inc. (PHE) is a multidisciplinary consulting firm
providing environmental, engineering, and information technology services to Federal, municipal, and private clients since 1988.  

Maryland    |    New Jersey    |   Nevada    |   California

SCHEDULE 899: ENVIRONMENTAL SERVICES
Contract Number  GS-10F-0045K

Online access to contract ordering information, terms and conditions, and up-to-date pricing are all available on the GSA
Advantage! site (www.gsaadvantage.gov).  Search on GS-10F-0045K.  

General Services Administration
Federal Supply Schedule Industrial Group 89, FSS 899

Contract Period:  November 22, 1999 to November 21, 2009
(Options through 2019)

Data Universal Numbering System (DUNS):  60-647-1688

COMPANY BACKGROUND

PHE is a multidisciplinary environmental, engineering,
and information technology consulting firm.  Our
mission is to help government and private clients meet
the demands for higher productivity under increasing
competition for limited resources. Founded in 1988,
PHE has established a nationwide reputation for the
consistent delivery of high-quality technical services at
very competitive prices.

The company is staffed by a diverse group of profes-
sionals with expertise in environmental programs,
computer systems, documentation, and training.  Our
corporate experience includes all levels of support,
from policy development and systems analysis to

hands-on site work and applications programming.
PHE has successfully performed environmental 
management projects for the General Services
Administration (GSA), Department of Energy (DOE),
Department of Defense (DOD), Department of
Veterans Affairs (VA), Department of the Treasury,
Department of Justice (DOJ), other Federal and state
agencies, and numerous private clients.  These clients
demand a comprehensive knowledge of environmental
requirements including Federal and state laws and
regulations; local ordinances; and respective depart-
mental, agency, and military policies. 

Authorized Federal Supply Schedule Price List

Continues on next page

CORPORATE ADDRESS

Potomac-Hudson Engineering, Inc.
7830 Old Georgetown Road
Suite 220
Bethesda, MD 20814
www.phe.com

CONTRACT ADMINISTRATOR

Diane Allgyer-Moore

Director of Contracts and Finance

Voice: (301) 907-9078 x 3005

Fax: (301) 907-3446

E-mail: diane.allgyer@phe.com

    



CUSTOMER INFORMATION

■ Awarded Special Item Numbers (SINs):
899-1, 899-1 RC, 899-2, 899-2 RC, 899-3, 
899-3 RC, 899-4, 899-4 RC (see page 3)

■ Unit pricing for Awarded SINs (see below)
■ Maximum Order:  $5,000,000

■ Minimum Order:  $100
■ Geographic Coverage:  Worldwide and Domestic

(all U.S. states, DC, and Puerto Rico)
■ Ordering Address:  See page 1 
■ Payment Address:  See page 1  

TERMS AND CONDITIONS

AUTHORIZED PRICE LIST

■ 52.212-4  Contract Terms and Conditions:
Commercial Items

■ 52.219-8  Utilization of Small Business Concerns
■ 52.242.15  Stop-Work Order
■ 52.212-1  Instructions to Offerors
■ 52.222-41  Service Contract Act of 1965

■ 52.232-17  Interest

■ 52.232-34  Payment by Electronic Funds Transfer

■ 552.211-75 Preservation, Packaging, and Packing

■ 552.232-8  Discounts for Prompt Payment

■ 552.246-73  Warranty

Hourly Labor Rates* (Net Prices) for Awarded SINs (899-1, 899-1 RC, 899-2, 899-2 RC, 899-3, 899-3 RC, 899-4, 899-4 RC)

LABOR CATEGORY Option Year 4: 11/22/07-11/21/08 Option Year 5: 11/22/08-11/21/09

PROGRAM MANAGEMENT 
Program/Project Manager IV $ 130.00  $ 134.55
Program/Project Manager III 114.45 118.00
Program/Project Manager II 106.99  110.31
Program/Project Manager I 101.62 105.18  
Management Analyst 76.41 78.78  

ENGINEERING
Engineer IV 108.96 112.77  
Engineer III 91.70  94.54
Engineer II 61.14 63.03  
Engineer I 42.80 44.13  
Technician I 32.87  33.88

ENVIRONMENTAL SCIENCES & COMPLIANCE
EMS/Compliance Specialist IV 117.34 120.98  
EMS/Compliance Specialist III 98.71  101.77
EMS/Compliance Specialist II 89.03  91.79
EMS/Compliance Specialist I 67.63  69.72
Scientist/Planner IV 111.87  115.79
Scientist/Planner III 98.21  101.26
Scientist/Planner II 88.64 91.39  
Scientist/Planner I 76.11 78.47  
Analyst II 61.14 63.03 
Analyst I 53.68 55.35
Biologist II 48.91 50.62  
Biologist I 38.22 39.56
Chemist II 76.41 79.08
Chemist I 58.08 60.11

INFORMATION TECHNOLOGY
IT Specialist IV 114.49 118.50
IT Specialist III 84.06 86.66
IT Specialist II 61.14 63.03
IT Specialist I 32.87 34.02

EDITORIAL AND CLERICAL
Editor/Writer II 74.75 77.37
Editor/Writer I 53.50 55.16
Technical Illustrator 45.86 47.28
Clerical/Administrative II 42.01 43.48
Clerical/Administrative I 30.56 31.51

*NOTE: Rates for GSA FSS Option Years beginning in November 2009 will be subject to Escalation Index as approved in GSA FSS Modification No. PS04.

For a complete listing of Terms and Conditions, please contact the Contract Administrator.

                                                                    



AWARDED SINs

SIN 899-1:  Environmental Planning Services & Documentation

■ Environmental Assessments and Environmental Impact Statements under NEPA
■ Endangered Species and Wetlands Analysis
■ Watershed and Other Natural Resource Management Plans
■ Archeological and Cultural Resource Management Plans
■ Environmental Program Management and Environmental Policy Development
■ Economic, Technical and Risk Analysis
■ Vulnerability Assessments
■ Biochemical Protection
■ Identification and Mitigation of Threats 
■ Crime Prevention Through Environmental Design (CPTED) Surveys
■ Carbon Emissions, Global Climate Change Studies

SIN 899-2:  Environmental Compliance Services

■ Environmental Compliance Audits
■ ISO 14001, Environmental Management Systems (EMS)
■ Compliance Management and/or Contingency Planning
■ Spill Prevention, Control and Countermeasures Plans
■ Pollution Prevention Surveys
■ Community Right-to-Know Act Reporting

SIN 899-3:  Environmental Occupational Training Services

■ Standard Off-the-Shelf Courses
■ Customized Course Development and Computer-based Interactive Courses
■ Computer-based Course Development
■ Conversion of Existing Courses to Electronic Media

SIN 899-4:  Waste Management Services

■ Data Collection, Feasibility and Risk Analysis
■ RCRA/CERCLA Site Investigation
■ Hazard and Non Hazard Exposure Assessments
■ Waste Characterization and Source Reduction Studies
■ Review and Recommendation of Waste Tracking or Handling Systems
■ Waste Management Plans and Surveys
■ Waste Minimization/Pollution Prevention Initiatives
■ Review of Technologies and Processes Impacting Waste Management
■ Management, Furnishing and Inventory of Material Safety Data Sheets (MSDS)
■ Development of Emergency Response Plans



ACQUIRING PHE SERVICES

1. Contact our Contract Administrator.
Diane Allgyer-Moore can be reached at (301) 907-9078 ext. 3005, or diane.allgyer@phe.com.  She will put you in touch with a
senior representative specializing in the services you need.

2. Establish your requirements.
Discuss your requirements with our senior representative, who can recommend information to include in the 
statement of work (SOW).

3. Prepare a Statement of Work (SOW).
Include:

■ The location and a description of the work to be performed
■ The period of performance, deliverables, and delivery schedule
■ Any applicable standards, acceptance criteria, and special requirements
■ Required expertise, labor categories, and projected hours (if appropriate)
■ Delivery location and points of contact  

4. Obtain approval and a funding source from your contracting office.

5. Submit a Request for Quotation (RFQ) with the SOW to PHE.

6. Contracting office issues PHE a task order.

PHE BUSINESS AREAS AND REPRESENTATIVE EXPERIENCE

ENVIRONMENTAL SERVICES
Environmental Studies ■ Environmental Compliance ■ EMS

Hazardous Waste Management and Pollution Prevention ■ Design and Remediation
REPRESENTATIVE PROJECTS Nationwide NEPA contractor for DOE (Yucca Rail Alignment EIS, FutureGen EIS, Carbon Sequestration
Environmental Reference)  ■ Nationwide NEPA contractor for U.S. Army Environmental Command (White Sands Missile Range EIS, Fort Carson
EIS)  ■ NEPA contractor for GSA Region 4 (Volunteer Army Ammunition Plant EIS, CDC EIS, NIOSH EIS)  ■ Nationwide NEPA contractor
for DOJ grants program  ■ Integrated Natural Resources Management Plan for National Naval Medical Center, Bethesda, MD  ■ Wetlands
Delineations and GIS Layers, Upland Forest Surveys, Environmental Baseline Surveys, and Cultural Resources Surveys for Robins Air Force Base  ■

EMS and EQA Implementation Support (HQMC, CNO, Navy and USMC Activities Worldwide, Defense Energy Support Center, U.S. Mint)  ■

Environmental Compliance Evaluations, USMC Worldwide  ■ Environmental Compliance Audits (U.S. Mint Nationwide, VA Medical Centers
Nationwide)  ■ Phase I/II Environmental Site Assessments for GSA Region 4  ■ Remediation Support, Wellhead Protection, and SPCC Plans for
VA Medical Center, Martinsburg, WV  ■ Nascolite Superfund Site Remediation, Millville, NJ

COMPUTER SERVICES 

Software Development ■ Systems Integration and Networking ■ Environmental Databases ■ CAD and GIS Services
REPRESENTATIVE PROJECTS Environmental Applications Portal, Headquarters, USMC (HQMC) ■ Microsoft SharePoint Portal Design, U.S. Senate
■ SharePoint Team Site Deployment, DOE (Yucca Rail Alignment EIS, FutureGen EIS) ■ SeatCheck, American Council for Traffic Safety and the
International Association of Chiefs of Police, Fairfax, VA ■ Automated Compliance Evaluation (ACE) Software, HQMC ■ Automated Sampling
and Analysis Planner (ASAP) Software, U.S. Army, Aberdeen, MD ■ Compliance Tracking (CompTRAK) System, HQMC ■ Wetlands and Upland
Forest GIS Components, Robins Air Force Base ■ Life Cycle Cost Analysis (LCCA) Tool, HQMC 

PUBLICATIONS & TRAINING 

Technical Manuals ■ Graphic Design ■ Training (Environmental Compliance, and Software Implementation) ■ Public Relations
REPRESENTATIVE PROJECTS Environmental Compliance and Protection Manual (MCO P5090.2A), USMC  ■ Compliance Check A Practical Guide
to Environmental Issues, USMC  ■ Commander’s Guide to Environmental Compliance and Protection, USMC  ■ Environmental Awareness Guide,
USMC  ■ EMS and EQA Program Guides and Training, U.S. Navy CNO  ■ System Administrator Guide for Hazardous Substance Management
System, USMC  ■ Environmental Compliance Training, U.S. Army Corps of Engineers  ■ CompTRAK System Training, USMC  ■ Conference/
Event Support and Briefing Materials, USMC.

CORPORATE HEADQUARTERS
7830 Old Georgetown Road, Suite 220,  Bethesda, MD 20814    |    T 301.907.9078    |    F 301.907.3446    |    www.phe.com



Potomac-Hudson Engineering, Inc. 
GSA FSS 899 – Contract GS-10F-0045 

Labor Category Descriptions 

Labor Category Responsibilities Education & Experience 

Program Management 
Program/Project 
Manager IV 

Manages schedule, budget, and technical performance on the most complex 
and challenging programs and projects for the firm. Oversees respective staff 
and subcontractors performing environmental, engineering, scientific, or 
technical activities on these programs and projects. Generally responsible for 
managing a business area or program consisting of one or more technical 
disciplines and multiple tasks. May also serve as an advanced or lead 
engineering, scientific, or analytical resource.  

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 10 years or  
MA/MS plus 12 years or 
BA/BS plus 14 years 

Program/Project 
Manager III 

Manages schedule, budget, and technical performance on complex and 
challenging programs and projects for the firm. Oversees respective staff and 
subcontractors performing environmental, engineering, scientific, or technical 
activities on these programs and projects.   

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 8 years or  
MA/MS plus 10 years or 
BA/BS plus 12 years 

Program/Project 
Manager II 

Manages schedule, budget, and technical performance on moderately complex 
projects or groups of tasks for the firm. Oversees respective staff and 
subcontractors performing environmental, engineering, scientific, or technical 
activities on these projects and tasks. May also serve as a midlevel 
engineering or scientific resource. 

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 2 years or  
MA/MS plus 8 years or 
BA/BS plus 10 years 

Program/Project 
Manager I 

Manages schedule, budget, and technical performance on smaller projects or 
large tasks for the firm. Oversees respective staff and subcontractors 
performing environmental, engineering, scientific, or technical activities on 
these projects and tasks.  

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 0 years or  
MA/MS plus 6 years or 
BA/MS plus 8 years 
12 years experience may be 
substituted for a degree 

Management 
Analyst 

Supports Program/Project Managers in overseeing schedule, budget, and 
technical performance on environmental, engineering, scientific, or technical 
projects and tasks. Provides technical, analytical, and budgetary support to 
Program/Project Managers and may manage smaller tasks or discrete efforts 
on larger tasks. May serve as deputy on moderate-sized projects. 

Degree in management, business, 
engineering, or scientific discipline: 
MA/MS plus 2 years or 
BA/BS plus 4 years 

Engineering 
Engineer IV Serves as a lead or advanced engineering resource on complex and 

challenging programs, projects, and tasks. Provides analysis, guidance, and 
insight into the engineering subject under evaluation. May provide expert 
consulting and testimony. 

Degree in engineering: 
PhD plus 2 years or  
MA/MS plus 8 years or 
BA/BS plus 10 years 
PE License desirable 

Engineer III Serves as a midlevel engineering resource on complex projects and may lead 
efforts on complex tasks. Provides analysis, guidance, and insight into the 
engineering subject under evaluation.  

Degree in engineering: 
PhD plus 4 years or 
MA/MS plus 6 years or 
BA/BS plus 8 years 
EIT Registration preferred 

Engineer II Serves as an engineering resource on projects and complex tasks. As part of a 
team, contributes analysis, guidance, and insight into the engineering subject 
under evaluation.  

Degree in engineering: 
MA/MS plus 0 years or  
BA/BS plus 2 years 
7 years experience may be substituted 
for a degree 

Engineer I Entry level professional serving as an engineering resource on projects and 
tasks. Under direct supervision, assists in providing analysis, guidance, and 
insight into the engineering subject under evaluation.  

Degree in engineering: 
BA/BS plus 0 years 
5 years experience may be substituted 
for a degree 

Engineering 
Technician 

Performs tasks to assist engineers such as preliminary research, initial 
drawings or diagrams, design modification, or testing. Works under immediate 
supervision. 

Degree in engineering: 
AA/AAS plus 0 years 
3 years experience may be substituted 
for a degree 

Environmental Sciences & Compliance 
EMS/Compliance 
Spec IV 

Manages schedule, budget, and technical performance on complex and 
challenging programs and projects for the firm. Oversees respective staff and 
subcontractors performing environmental, engineering, scientific, or technical 
activities on these programs and projects.  ISO 14000 training plus 
demonstrated experience managing EMS, Compliance or EQA plans/ 
programs. 

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 8 years or  
MA/MS plus 10 years or 
BA/BS plus 12 years 
Professional Certification preferred 



Potomac-Hudson Engineering, Inc. 
GSA FSS 899 – Contract GS-10F-0045 

Labor Category Descriptions 

Labor Category Responsibilities Education & Experience 

EMS/Compliance 
Spec III 

Serves as a lead or advanced planning resource on complex and challenging 
programs and projects. Provides analysis, guidance, and insight into the 
scientific, environmental, or natural resource subject under evaluation. ISO 
14000 or PHE Level II EMS/compliance training plus demonstrated experience 
preparing EMS/EQA or compliance plans/programs. 

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 6 years or  
MA/MS plus 8 years or 
BA/BS plus 10 years 

EMS/Compliance 
Spec II 

Serves as a lead specialist on ECE, EMS or compliance audits.   ISO 14000 
auditor or PHE Level II EMS/compliance training plus experience applying and 
interpreting environmental regulations demonstrated through audits or other 
compliance management. 

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 6 years or  
MA/MS plus 8 years or 
BA/BS plus 10 years 

EMS/Compliance 
Spec I 

Serves as a specialist on ECE, EMS or comparable compliance audits.   PHE 
Level I EMS/EQA or compliance training plus experience applying and 
interpreting environmental regulations demonstrated through audits or other 
compliance management. 

Degree in management, business, 
engineering, or scientific discipline: 
PhD plus 2 years or  
MA/MS plus 4 years or 
BA/BS plus 6 years 

Scientist/Planner 
IV 

Manages schedule, budget, and technical performance on complex and 
challenging programs and projects for the firm.  Serves as a senior scientific 
resource on projects and complex tasks. Contributes analysis, guidance, and 
insight into the scientific, environmental, or natural resource subject under 
evaluation.  Experience applying and interpreting NEPA/other regulations 
demonstrated through preparation of complex and broadly scoped 
environmental assessments and environmental impact statements. 

Degree in a scientific discipline: 
PhD plus 6 years or  
MA/MS plus 8 years or 
BA/BS plus 12 years 

Scientist/Planner 
III 

Serves as a lead scientific resource on projects and complex tasks. 
Contributes analysis, guidance, and insight into the scientific, environmental, or 
natural resource subject under evaluation.  Experience applying and 
interpreting NEPA/other regulations demonstrated through preparation of 
complex and broadly scoped environmental assessments and environmental 
impact statements. 

Degree in a scientific discipline: 
PhD plus 4 years or  
MA/MS plus 6 years or 
BA/BS plus 10 years 

Scientist/Planner 
II 

Serves as a scientific resource on projects and tasks. Contributes analysis into 
the scientific, environmental, or natural resource subject under evaluation.  
Experience applying and interpreting  NEPA/other regulations demonstrated 
through preparation of environmental assessments and environmental impact 
statements. 

Degree in a scientific discipline: 
PhD plus 2 years or  
MA/MS plus 4 years or 
BA/BS plus 8 years 
15 years experience may be 
substituted for a degree 

Scientist/Planner 
I 

Serves as a scientific resource on projects and tasks. Contributes analysis into 
the scientific, environmental, or natural resource subject under evaluation.  
Experience applying and interpreting  NEPA/other regulations demonstrated 
through preparation of environmental assessments and environmental impact 
statements. 

Degree in a scientific discipline: 
PhD plus 0 years or  
MA/MS plus 2 years or 
BA/BS plus 5 years 
10 years experience may be 
substituted for a degree 

Analyst II Serves as a resource on projects and tasks. Contributes analysis into the 
scientific, environmental, or natural resource subject under evaluation.  
Understanding of environmental regulations demonstrated through academic 
course work or experience. 

Degree in a scientific discipline: 
PhD plus 0 years or  
MA/MS plus 1 years or 
BA/BS plus 3 years 
7 years experience may be substituted 
for a degree 

Analyst I Entry level staff serves as a resource on projects and tasks. Understanding of 
environmental regulations demonstrated through academic course work or 
experience. 

Degree in a scientific discipline: 
PhD plus 0 years or  
MA/MS plus 0 years or 
BA/BS plus 2 years 
5 years experience may be substituted 
for a degree 

Biologist II Studies the basic principles of plant and animal life and the affects of varying 
environmental and physical conditions such as radioactivity or pollution. 
Studies reactions of plants, animals, and marine species to parasites, bacteria, 
pharmaceuticals and chemicals. Has knowledge of commonly-used concepts, 
practices, and procedures within a particular field. Relies on instructions and 
pre-established guidelines to perform the functions of the job.  

Degree in a scientific discipline: 
MA /MS plus 0 years or 
BA/BS plus 2 years 
7 years experience may be substituted 
for a degree 

Biologist I  Supports the study of the basic principles of plant and animal life and the 
affects of varying environmental and physical conditions.  Has knowledge of 
commonly-used concepts, practices, and procedures within a particular field. 
Works under immediate supervision.  

Degree in a scientific discipline: 
BA/BS plus 0 years 
5 years experience may be substituted 
for a degree 



Potomac-Hudson Engineering, Inc. 
GSA FSS 899 – Contract GS-10F-0045 

Labor Category Descriptions 

Labor Category Responsibilities Education & Experience 

Chemist II Valuates the chemical and physical properties of various organic and inorganic 
substances in order to investigate their applications to medicine and other 
industries. Familiar with a variety of the field's concepts, practices, and 
procedures. Relies on instructions and pre-established guidelines to perform 
the functions of the job. 

Degree in a scientific discipline: 
MA /MS plus 2 years or 
BA/BS plus 4 years 
7 years experience may be substituted 
for a degree 

Chemist I Supports the valuation of the chemical and physical properties of various 
organic and inorganic substances in order to investigate their applications to 
medicine and other industries. Familiar with a variety of the field's concepts, 
practices, and procedures. Works under immediate supervision. 

Degree in a scientific discipline: 
BA/BS plus 2 years 
5 years experience may be substituted 
for a degree 

Information Technology 
IT Specialist IV Serves as an advanced or lead IT resource on complex and challenging 

programs and projects. Provides analysis, guidance, and insight into the IT 
subject under evaluation. Generally performs other responsibilities described 
for IT Specialist V. May provide expert consulting and testimony. 

Degree in computer sciences, IT, 
engineering or related discipline:  
PhD plus 6 years or 
MA/MS plus 10 years or 
BA/BS plus 12 years 

IT Specialist III Serves as a midlevel IT resource on complex projects and may lead efforts on 
complex tasks. Provides analysis, guidance, and insight into the IT subject 
under evaluation. Generally performs other responsibilities described for IT 
Specialist V on complex tasks, moderate-sized projects, or in a supporting 
capacity on larger projects. Provides research and support for expert 
consulting and testimony. 

Degree in computer sciences, IT, 
engineering or related discipline: 
MA/MS plus 2 years 
BA/BS plus 4 years  

IT Specialist II Serves as an IT resource on projects and moderately complex tasks. As part of 
a team, contributes analysis, guidance, and insight into the IT subject under 
evaluation. Generally performs other responsibilities as described for IT 
Specialist V on moderately complex tasks, small projects, or in a supporting 
capacity on moderate-sized projects. Provides research and support for expert 
consulting and testimony. 

Degree in computer sciences, IT or 
related discipline:  
MA/MS plus 1 years 
BA/BS plus 3 years 
5 years experience may be substituted 
for a degree 

IT Specialist I Entry level staff serving as an IT resource on projects and tasks. Under direct 
supervision, assists in providing analysis, guidance, and insight into the IT 
subject under evaluation. Generally supports other IT specialists by performing 
responsibilities on discrete tasks for projects and programs.  

Degree computer sciences, IT or 
related discipline:  
AAS plus 0 years 
3 years experience may be substituted 
for a degree  

Editorial and Clerical 
Editor/Writer II Serves as a lead or midlevel writing and editing resource on complex projects 

and tasks. Working independently, prepares manuals, reports, procedures, 
brochures, guides, specifications, and other technical documentation. Edits 
environmental documents on complex and challenging projects for submission 
to and publication by federal clients. 

Degree in engineering, scientific, or 
technical writing discipline: 
MA /MS plus 2 years or 
BA/BS plus 5 years 
10 years experience may be 
substituted for a degree 

Editor/Writer I Serves as a writing and editing resource on moderately complex projects and 
tasks. Working with minimal supervision, prepares manuals, reports, 
procedures, brochures, guides, specifications, and other technical 
documentation. Edits discrete portions of environmental documents for 
submission to and publication by federal clients. 

Degree in engineering, scientific, or 
technical writing discipline: 
MA/MS plus 0 years or 
BA /BS plus 2 years 
5 years experience may be substituted 
for a degree 

Technical 
Illustrator 

Serves as an illustrator on moderately complex projects and tasks. Under 
direct supervision, performs detailing, illustrating, and graphics layout using 
automated graphics tools and methodologies in an engineering environment. 
Prepares limited original work on environmental documents for submission to 
and publication by federal clients. 

Degree in fine arts or technical 
illustrating discipline: 
BA plus 0 to 4 years 
5 years experience may be substituted 
for a degree 

Clerical/ 
Administrative II 

Provides midlevel administrative support to a professional staff on projects and 
tasks. Under general supervision, performs word processing, editing, 
photocopying, scheduling, travel arrangements, recordkeeping, administrative 
reporting, supply management, and messaging functions in support of project 
staff and the completion of deliverables for submission to federal clients.  

5 years experience 

Clerical/ 
Administrative I 

Entry level administrative position on projects and tasks. Under direct 
supervision, performs data entry, recordkeeping, photocopying, messaging, 
and other administrative functions in support of project staff. 

0-4 years experience 

 




