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I. PDA Overview
Background and Mission

Established in Raleigh, North Carolina in 1989, PDA, Inc., a professional consulting firm, serves primarily the health care industry. Developed as a partner firm to an architectural and planning firm, and organized to serve emerging rural economies and health care clients, PDA has expanded from a singular mission:  to develop lasting design and management solutions that will meet the demands of a rapidly changing environment. PDA is committed to market-based solutions, community value, and future durability.
Our products include:

Strategic Planning

Master Facility Plans

Market Research

Simulation/Process Improvement

Certificate of Need Applications

Strategic Board Retreats

Risk Management

Clients

PDA’s clients cover a broad spectrum of provider groups.

Small urban and rural community hospitals

Large academic medical centers

High-technology diagnostic labs: MRI, CT, PET

Physician group practices

Home health agencies

Long-term-care facilities

Oncology centers

Assisted living facilities

Urgent care and emergency care centers

Dialysis centers

Ambulatory surgery centers

County health departments

Alternative therapy providers

Hospital-physician joint ventures

Each Client has benefited from the PDA philosophy:

 Take a problem. Mark it a feature.

II. PDA Services

Consulting

PDA helps build viable, competitive providers. Fast-paced change requires sound adaptable strategic plans that often involve enormous capital expenditures and countless hours of work. Administrators can ill-afford mistakes. Drawn from hospital, clinic, and pharmaceutical markets, PDA’s business and health care consultants stay ahead of critical changes in health care delivery to keep our clients on course with their goals and in control of their budgets.
Areas of Expertise
Certificate of Need

Used as business plan by clients

Creative Strategies

Understands Markets

Template models for forecasting demand and building proformas

Library of decisions, competitors and appeals

Tracking systems

Proprietary database of North Carolina utilization patterns in most healthcare delivery services

GIS-based market mapping

Links with continuously updated national demographic and utilization sources such as Claritas and Solucient

Strategic Planning

In-house charette facilities producing quick turnaround reports

Centrally located in North Carolina

Transportable tool kits that move to your location to produce overnight reports from charettes with your staff

Regulatory profiles updated annually from multiple national sources

Databases of business strategies profiled to market types

Market maps

Balance fixed and working capital and cash requirements with strategic initiatives
Strong visual summaries

Capital asset plans

Process Improvement

Government relations

Master Facility Plans and Space Programming

Market-based scenarios of future demand

Architectural partners set constraints and opportunities in existing structures

Depreciation and capital life integrated with space opportunities

Phase big initiatives into affordable projects

Spreadsheet capital management model permits client-driven updates

Space programming library backed by key drivers

Bridging the concept and staffing from the business plan to set parameters for the physical space

Analysis-based process

 Grant Preparation

NIH experience

HRSA Success

Market Research

Focus groups

Competitive analysis

Technology scans

Scenario/model building

Best practices design teams

Brand development

Market mapping from GIS-based demographic and product use information

Simulation/Process Improvement

Workflow analysis

Peak load simulation and testing

Visual presentation

Community Health Assessment

Integration of services

Planning models – community-based, demographic and epidemiological

Development of community health profiles useful in setting new product line priorities

Benchmarking

Strategic Board Retreats

Paced

Entertaining 

Outcome rated

Integrated Delivery Systems

PDA provides operational and systems design for integrating the strategic business plans of small and large urban health care systems including:

Alternative medicine

Home health

Nursing homes

Sub-acute

Ambulatory care

Wellness

Equipment acquisition

Physician group practices

Risk Management

Certified risk manager available

III. SINs Offered
PDA, Inc. was awarded a Mission Oriented Business Integrated Services (MOBIS) contact in October 2004, making us an authorized GSA Federal Supply Service (FSS) contractor under contract # GS-10F-0051R.
SIN 874-1 Consulting Services

Contractors shall provide expert advice, assistance, guidance or counseling in support of agencies’ mission oriented business functions.  This may also include studies, analyses and reports documenting any proposed developmental, consultative or implementation efforts.  Examples of consultation include but are not limited to: 

	· strategic, business and action planning 
	· high performance work
	· process and productivity improvement

	· systems alignment
	· leadership systems
	· organizational assessments

	· cycle time

· Program audits
	· performance measures and indicators

· Evaluations
	· program audits, and evaluations

· Customized Training




SIN 874-2 Facilitation Services

Contractors shall provide facilitation and related decision support services to agencies engaging in collaboration efforts, working groups, or integrated product, process, or self-directed teams.  Agencies bringing together diverse teams and/or groups with common and divergent interests may require a neutral party to assist them in:

	· the use of problem solving techniques
	· defining and refining the agenda
	· debriefing and overall meeting planning 

	· resolving disputes, disagreements, and divergent views 
	· logistical meeting/conference support when performing technical facilitation
	· convening and leading large and small group briefings and discussions 

	· providing a draft for the permanent record 
	· recording discussion content and focusing decision-making
	· preparing draft and final reports for dissemination


SIN 874-3 Survey Services

Contractors shall provide expert consultation, assistance, and deliverables associated with all aspects of surveying within the context of MOBIS.  Contractors shall assist with, and/or perform all phases of the survey process to include, but not limited to:

	· planning survey design
	· sampling; survey development
	· pretest/pilot surveying

	· defining and refining the agenda
	· survey database administration
	· assessing reliability and validity of data

	· determining proper survey data collection methodology
	· administering surveys using various types of data collection methods
	· analyses of quantitative and qualitative survey data

	Production of reports to include, but not limited to:  description and summary of results with associated graphs, charts, and tables; description of data collection and survey administration methods; discussion of sample characteristics and the representative nature of data; analysis of non-response; and briefings of results to include discussion of recommendations and potential follow-up actions




SIN 874-5 Support Products

*Support products are those items used in support of services offered in SINs 1 through 4, 6, 7, 8 and 99.  They could include:
	· Workbooks
	· Videotapes
	· CDs

	· Training manuals 
	· DVDs
	· Slides


Any support products offered must be supplies in conjunction with services offered herein.  Support products should not be a significant part of the task.

Two categories of support products may be priced in this solicitation: (1) off-the-shelf and (2) custom-designed.  

*No administrative supplies (i.e. binders, index cards, pencils, paper, pens, blank cassette and/or videotapes, etc.) shall be offered as support products.

All products to be shipped FOB Destination.

SIN 874-7 Program Integration and Project Management Services

Contractors shall provide management or integration of programs and projects to include, but not limited to:
	· program management
	· program oversight
	· project management

	· program integration of a limited duration
	
	


A variety of functions may be utilized to support program integration or project management tasks.
IV. Pricing

MOBIS RATE SCHEDULE

SERVICES HOURLY RATES

1.
Principal-in-Charge





$234.24/hr.

2.
Senior Consultant





$168.66/hr.

3.
Client Manager





$135.36/hr.

4.
Consultant






$112.40/hr.

5.
Planner






$107.75/hr.

6.
Administrative Assistant/Research Assistant


$ 79.64/hr.

7.
Clerical Assistant





$ 69.59/hr.

8.
Survey Consultant





$110.00/hr.
REIMBURSABLE EXPENSES

1.
Black and White Reproductions



$   .10/page

2.
Color Reproductions





$ 1.00/page

3. 
10 Minute Surveys





$20.00/survey

V.
Labor Category Description, Experience and Education
Principal in Charge

Job Title: 
Senior Management Consultant 

Reports To: 
President

FLSA Status: 
Exempt

Prepared Date: 
June 5, 2009

SUMMARY 

As Principal-in-Charge, the Senior Management Consultant is responsible for the development and management of consulting engagements for the health care industry.  Additionally, the Senior Management Consultant is responsible for insuring that the firm makes at least the expected profit and that the firm's quality expectations are met.  The Senior Management Consultant shall have the authority to carry out the assigned duties defined herein. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Develop marketing contacts, proposals, and negotiate new business.

· Prepare or assist with the preparation of the necessary contracts. Understand completely the contract requirements, inform the project team of those requirements and insure they are met. Make modifications to the contract when necessary.

· Organize, direct, and produce business plans for new technology, joint ventures, and mergers.  Prepare and present reports and executive briefings.

· Build models for predicting impact of market and regulatory changes on business plans, maintain liaison with state regulatory bodies, and maintain reports on incipient trends and regulatory changes.

· Assist with completion of CON and other regulatory and legal applications required to initiate new health care business.  Prepare reports in collaboration with other members of the team.

· Help formulate and conduct market surveys.

· Learn secondary data sources and maintain contact with data suppliers; continuously track reliability of sources.

· Travel to client sites as required and collect and analyze primary data and present findings.

· Writes preliminary and final project reports, presenting study/problem, pertinent facts, desired objectives, and recommended solution in business plan format.

· Direct and participate in client briefings.  Coordinate in-house tasks with client-produced work.

· Respond to client requests for information and keep team briefed on changes that may redirect projects.

· Develop proficiency in health care delivery field and participate in in-house briefings and journal reviews.

· Take responsibility for updating company resource files.

· Participate in continuous quality improvement programs.

· Develop work plan and insure the efficient performance of the work by the project team. Apply the discipline and control needed to obtain optimum performance. 

· Plans and manages management consultant team activities.

· Develop and maintain the schedule of the work. Insure schedules are met. 

· Look after the business functions of the project such as billing (get billings out correctly and quickly), collections (take actions if payment is overdue) and additional services (identify such services, get approvals and bill promptly). 

· Insure that the profit goals of the work are met.

· Insure the content and technical quality of the project meets the company's standards. 

· Apply the PDA standard procedures and details.

· Keep information flowing to corporate management, business office and to marketing.  Provide adequate documentation to support all business and legal needs. 

· Conducts self in a professional manner and is prepared to represent the company at any time.

· Directly supervises 2 or more employees.  Carry out supervisory responsibilities in accordance with the organization's policies and applicable laws. Supervisory responsibilities include: planning, assigning, and directing work; appraising performance; disciplining employees; addressing complaints and resolving problems.

QUALIFICATIONS  

EDUCATION and EXPERIENCE
Masters degree in business administration, health administration, or industrial engineering.  At least five years of health care operations, including application of financial, marketing, and analytical skills.   Working knowledge of MS Excel, MS Word, MS PowerPoint and spreadsheet modeling and analysis essential.  Knowledge of managed care and outpatient care preferred.  Excellent communication skills both written and verbal. 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Senior Consultant
Job Title: 
Senior Management Consultant 

Reports To: 
President

FLSA Status: 
Exempt

Prepared Date: 
June 5, 2009

SUMMARY 

The Senior Management Consultant is responsible for the development and management of consulting engagements for the health care industry.  Additionally, the Senior Management Consultant is responsible for insuring that the firm makes at least the expected profit and that the firm's quality expectations are met.  He/she shall cooperate with the Principal-in-Charge in performing his/her duties; however, the Senior Management Consultant shall have the authority to carry out the assigned duties defined herein.  The Senior Management Consultant shall report to the President. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Develop marketing contacts, proposals, and negotiate new business.

· Assist with the preparation of the necessary contracts. Understand completely the contract requirements, inform the project team of those requirements and insure they are met. Make modifications to the contract when necessary.

· Organize, direct, and produce business plans for new technology, joint ventures, and mergers.  Prepare and present reports and executive briefings.

· Build models for predicting impact of market and regulatory changes on business plans, maintain liaison with state regulatory bodies, and maintain reports on incipient trends and regulatory changes.

· Assist with completion of CON and other regulatory and legal applications required to initiate new health care business.  Prepare reports in collaboration with other members of the team.

· Help formulate and conduct market surveys.

· Learn secondary data sources and maintain contact with data suppliers; continuously track reliability of sources.

· Travel to client sites as required and collect and analyze primary data and present findings.

· Writes preliminary and final project reports under supervision, presenting study/problem, pertinent facts, desired objectives, and recommended solution in business plan format.

· Direct and participate in client briefings.  Coordinate in-house tasks with client-produced work.

· Respond to client requests for information and keep team briefed on changes that may redirect projects.

· Develop proficiency in health care delivery field and participate in in-house briefings and journal reviews.

· Take responsibility for updating company resource files.

· Participate in continuous quality improvement programs.

· Develop work plan and insure the efficient performance of the work by the project team. Apply the discipline and control needed to obtain optimum performance. 

· In collaboration with President, plans and manages management consultant team activities.

· Develop and maintain the schedule of the work. Insure schedules are met. 

· Insure that the profit goals of the work are met.

· Insure the content and technical quality of the project meets the company's standards. 

· Apply the PDA standard procedures and details.

· Keep information flowing to corporate management, business office and to marketing.  Provide adequate documentation to support all business and legal needs. 

· Conducts self in a professional manner and is prepared to represent the company at any time.

· May directly supervise 1 or more employees.  Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Supervisory responsibilities include: planning, assigning, and directing work.

QUALIFICATIONS  

EDUCATION and EXPERIENCE
Masters degree in business administration, health administration, or industrial engineering.  At least five years of health care operations, including application of financial, marketing, and analytical skills.   Working knowledge of MS Excel, MS Word, and spreadsheet modeling and analysis essential.  Knowledge of managed care and outpatient care preferred.  Excellent communication skills both written and verbal. 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Client Manager
Job Title: 
Senior Management Consultant 

Reports To: 
President

FLSA Status: 
Exempt

Prepared Date: 
June 5, 2009

SUMMARY 

As Client Manager, the Senior Management Consultant is responsible for the development and management of consulting engagements for the health care industry.  Additionally, the Senior Management Consultant is responsible for insuring that the firm makes at least the expected profit and that the firm's quality expectations are met.  He/she shall cooperate with the Principal-in-Charge in performing his/her duties; however, the Senior Management Consultant shall have the authority to carry out the assigned duties defined herein.  The Senior Management Consultant shall report to the President. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Develop marketing contacts, proposals, and negotiate new business.

· Assist with the preparation of the necessary contracts. Understand completely the contract requirements, inform the project team of those requirements and insure they are met. Make modifications to the contract when necessary.

· Organize, direct, and produce business plans for new technology, joint ventures, and mergers.  Prepare and present reports and executive briefings.

· Build models for predicting impact of market and regulatory changes on business plans, maintain liaison with state regulatory bodies, and maintain reports on incipient trends and regulatory changes.

· Assist with completion of CON and other regulatory and legal applications required to initiate new health care business.  Prepare reports in collaboration with other members of the team.

· Help formulate and conduct market surveys.

· Learn secondary data sources and maintain contact with data suppliers; continuously track reliability of sources.

· Travel to client sites as required and collect and analyze primary data and present findings.

· Writes preliminary and final project reports under supervision, presenting study/problem, pertinent facts, desired objectives, and recommended solution in business plan format.

· Direct and participate in client briefings.  Coordinate in-house tasks with client-produced work.

· Respond to client requests for information and keep team briefed on changes that may redirect projects.

· Develop proficiency in health care delivery field and participate in in-house briefings and journal reviews.

· Take responsibility for updating company resource files.

· Participate in continuous quality improvement programs.

· Develop work plan and insure the efficient performance of the work by the project team. Apply the discipline and control needed to obtain optimum performance. 

· In collaboration with President, plans and manages management consultant team activities.

· Develop and maintain the schedule of the work. Insure schedules are met. 

· Insure that the profit goals of the work are met.

· Insure the content and technical quality of the project meets the company's standards. 

· Apply the PDA standard procedures and details.

· Keep information flowing to corporate management, business office and to marketing.  Provide adequate documentation to support all business and legal needs. 

· Conducts self in a professional manner and is prepared to represent the company at any time.

· May directly supervise 1 or more employees.  Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. Supervisory responsibilities include: planning, assigning, and directing work.

QUALIFICATIONS  

EDUCATION and EXPERIENCE
Bachelors or Masters degree in business administration, health administration, or industrial engineering.  At least five years of health care operations, including application of financial, marketing, and analytical skills.   Working knowledge of MS Excel, MS Word, MS PowerPoint and spreadsheet modeling and analysis essential.  Knowledge of managed care and outpatient care preferred.  Excellent communication skills both written and verbal. 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Consultant
Job Title: 
Management Consultant

Department: 
Management Consulting

Reports To: 
Senior Management Consultant

FLSA Status: 
Exempt

Approved Date: 
June 1, 2009
SUMMARY 

The Management Consultant is responsible for insuring that the firm makes at least the expected profit and that the firm's quality expectations are met.  He/she shall cooperate with the Principal in Charge and the Senior Management Consultant in performing his/her duties; however, the Management Consultant shall have the authority to carry out the assigned duties defined herein.  The Management Consultant shall report to the Senior Management Consultant. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Develop marketing contacts, proposals, and negotiate new business.

· Assist with the preparation of the necessary contracts. Understand completely the contract requirements, inform the project team of those requirements and insure they are met. Make modifications to the contract when necessary.

· Assist with space programming and work with operational system flows.

· Participate in regulatory analyses for impact on business plans; attend meetings of state regulatory bodies to report on trends and meeting conclusions.

· Assist with completion of CON and other regulatory and legal applications required to initiate new health care business.  Prepare reports in collaboration with other members of the team.

· Help formulate and conduct market surveys.

· Learn secondary data sources and maintain contact with data suppliers; continuously track reliability of sources.

· Travel to client sites as required and collect and analyze primary data and present findings.

· Writes preliminary and final project reports under supervision, presenting study/problem, pertinent facts, desired objectives, and recommended solution in business plan format.

· Direct and participate in client briefings.  Coordinate in-house tasks with client-produced work.

· Respond to client requests for information and keep team briefed on changes that may redirect projects.

· Develop proficiency in health care delivery field and participate in in-house briefings and journal reviews.

· Take responsibility for updating company resource files.

· Participate in continuous quality improvement programs.

· Develop work plan and insure the efficient performance of the work by the project team. Apply the discipline and control needed to obtain optimum performance. 

· Develop and maintain the schedule of the work. Insure schedules are met. 

· Insure that the profit goals of the work are met.

· Insure the content and technical quality of the project meets the company's standards. 

· Apply the PDA standard procedures and details.

· Keep information flowing to corporate management, business office and to marketing.  Provide adequate documentation to support all business and legal needs. 

· Conduct self in a professional manner and be prepared to represent the company at any time.

QUALIFICATIONS  

EDUCATION and EXPERIENCE 

Bachelor of Science degree in health administration or industrial engineering with at least one year of health care experience or equivalent combination of degree plus experience.  Experience must include application of financial, marketing, and analytical skills.   Working knowledge of MS Excel, MS Word, MS PowerPoint and spreadsheet modeling and analysis essential.  Knowledge of managed care and outpatient care preferred.  Excellent communication skills both written and verbal. 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Planner
Job Title: 
Management Consultant

Department: 
Management Consulting

Reports To: 
Senior Management Consultant

FLSA Status: 
Exempt

Approved Date: 
June 1, 2009

SUMMARY 

As Planner, the Management Consultant is responsible for insuring that the firm makes at least the expected profit and that the firm's quality expectations are met.  He/she shall cooperate with the Principal in Charge and the Senior Management Consultant in performing his/her duties; however, the Management Consultant shall have the authority to carry out the assigned duties defined herein.  The Management Consultant shall report to the Senior Management Consultant. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Develop marketing contacts, proposals, and negotiate new business.

· Assist with the preparation of the necessary contracts. Understand completely the contract requirements, inform the project team of those requirements and insure they are met. Make modifications to the contract when necessary.

· Assist with space programming and work with operational system flows.

· Participate in regulatory analyses for impact on business plans; attend meetings of state regulatory bodies to report on trends and meeting conclusions.

· Assist with completion of CON and other regulatory and legal applications required to initiate new health care business.  Prepare reports in collaboration with other members of the team.

· Help formulate and conduct market surveys.

· Learn secondary data sources and maintain contact with data suppliers; continuously track reliability of sources.

· Travel to client sites as required and collect and analyze primary data and present findings.

· Writes preliminary and final project reports under supervision, presenting study/problem, pertinent facts, desired objectives, and recommended solution in business plan format.

· Direct and participate in client briefings.  Coordinate in-house tasks with client-produced work.

· Respond to client requests for information and keep team briefed on changes that may redirect projects.

· Develop proficiency in health care delivery field and participate in in-house briefings and journal reviews.

· Take responsibility for updating company resource files.

· Participate in continuous quality improvement programs.

· Develop work plan and insure the efficient performance of the work by the project team. Apply the discipline and control needed to obtain optimum performance. 

· Develop and maintain the schedule of the work. Insure schedules are met. 

· Insure that the profit goals of the work are met.

· Insure the content and technical quality of the project meets the company's standards. 

· Apply the PDA standard procedures and details.

· Keep information flowing to corporate management, business office and to marketing.  Provide adequate documentation to support all business and legal needs. 

· Conduct self in a professional manner and be prepared to represent the company at any time.

QUALIFICATIONS  

EDUCATION and EXPERIENCE 

Bachelor of Science degree in health administration or industrial engineering with at least one year of health care experience or equivalent combination of degree plus experience.  Experience must include application of financial, marketing, and analytical skills.   Working knowledge of MS Excel, MS Word, MS PowerPoint and spreadsheet modeling and analysis essential.  Knowledge of managed care and outpatient care preferred.  Excellent communication skills both written and verbal. 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
Administrative Assistant/Research Assistant

Job Title: 
Administrative Assistant 

Reports To: 
President/Controller

FLSA Status: 
Exempt

Prepared Date: 
June 5, 2009
SUMMARY 

Support the staff in meeting production deadlines and developing and maintaining quality controls that support operating standards, policies, and procedures.  Support the President in preparing for meetings, scheduling meetings, word processing, and coordinating work with staff as needed or requested.

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Assist President in handling routine matters that do not need his/her immediate attention.

· Assist the President in managing his workload and deadlines to ensure timely follow-up.

· Ensure that the President is aware of incoming verbal and written correspondence from vendors, clients, consultants, or contractors.  Assist with follow-up as required or requested.

· Compose correspondence as needed.

· Review and edit outgoing correspondence for proper grammar, content, and standard format.

· Maintain and document contract standards, formats, and procedures; research contract-related issues as requested or needed; train staff as required. 

· Prepare and review contracts and contract-related correspondence to assist with maintaining established standards, completeness, and consistency.

· Assist in setting up and maintaining data base programs as necessary.

· Assist with production including word processing correspondence and reports; scheduling meetings; sending, copying, scanning, sorting, and routing faxes; copying; and preparing outgoing mail. 

· Assist with setting up and maintaining project files and notebooks.

· Make travel arrangements as needed.

· Answer telephone and greet visitors at the front reception area.

· Assist with completion of all other related work as assigned or apparent. 

· Assist President with preparation for meetings and related follow-up, including compiling information; drafting correspondence; scheduling meetings with staff and others; and, prepare agendas, transcribing meeting notes and minutes.

· Review President’s assignments and deadlines; monitor and review status with President; and assist with production as required or requested.

· Assist with coordinating President’s calendar items with PDA calendar.
· Preparation of demographic and other data maps 

QUALIFICATIONS  

EDUCATION and EXPERIENCE 
Two (2) years of business school or college with training in business administration or equivalent of six (6) years of progressively responsible training and experience in business related fields.  Four (4) years progressive work experience in an office environment including experience with client communications, both oral and written.  Knowledge of standard office and business procedures.  Proficient in MS Word, MS Excel and MS PowerPoint; experience in Access desirable.

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively with customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.
REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Demonstrate a capacity to learn new computer programs as necessary.

Clerical Assistant

Job Title: 
Administrative Assistant 

Reports To: 
President/Controller

FLSA Status: 
Exempt

Prepared Date: 
June 5, 2009
SUMMARY 

Support the staff in meeting production deadlines and developing and maintaining quality controls that support operating standards, policies, and procedures.  Support the President in preparing for meetings, scheduling meetings, word processing, and coordinating work with staff as needed or requested.

ESSENTIAL DUTIES AND RESPONSIBILITIES 

· Assist President in handling routine matters that do not need his/her immediate attention.

· Assist the President in managing his workload and deadlines to ensure timely follow-up.

· Ensure that the President is aware of incoming verbal and written correspondence from vendors, clients, consultants, or contractors.  Assist with follow-up as required or requested.

· Compose correspondence as needed.

· Review and edit outgoing correspondence for proper grammar, content, and standard format.

· Maintain and document contract standards, formats, and procedures; research contract-related issues as requested or needed; train staff as required. 

· Prepare and review contracts and contract-related correspondence to assist with maintaining established standards, completeness, and consistency.

· Assist in setting up and maintaining data base programs as necessary.

· Assist with production including word processing correspondence and reports; scheduling meetings; sending, copying, scanning, sorting, and routing faxes; copying; and preparing outgoing mail. 

· Assist with setting up and maintaining project files and notebooks.

· Make travel arrangements as needed.

· Answer telephone and greet visitors at the front reception area.

· Assist with completion of all other related work as assigned or apparent. 

· Assist President with preparation for meetings and related follow-up, including compiling information; drafting correspondence; scheduling meetings with staff and others; and, prepare agendas, transcribing meeting notes and minutes.

· Review President’s assignments and deadlines; monitor and review status with President; and assist with production as required or requested.

· Assist with coordinating President’s calendar items with PDA calendar.
· Preparation of demographic and other data maps 

QUALIFICATIONS  

EDUCATION and EXPERIENCE 
Two (2) years of business school or college with training in business administration or equivalent of six (6) years of progressively responsible training and experience in business related fields.  Four (4) years progressive work experience in an office environment including experience with client communications, both oral and written.  Knowledge of standard office and business procedures.  Proficient in MS Word, MS Excel and MS PowerPoint; experience in Access desirable.

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively with customers or employees of organization.

MATHEMATICAL SKILLS 

Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.
REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Demonstrate a capacity to learn new computer programs as necessary.
Survey Consultant

PDA contracts with Sue Bullock, IORC, and others for independent surveys.

IORC or other subcontractors do the survey instrument, telephone surveys, automated response tally and statistical testing and data consolidation.  She provides a fully automated phone bank capable of SAS, SPSS or Boeing statistical analysis with national coverage.
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