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	COMPANY PROFILE

	

	
	
	


· Prime Contractor since 2003
· Commercial Corporation operating and licensed within the Commonwealth of Virginia since 2001

· Small business concern

· Registered in the System for Award Management (SAM) 

· Employee background investigations completed

· DAWIA Equivalent Certifications and training requirements

· GSA MOBIS contract holder since 2004

Federal Acquisition Resources, Inc (FAR, Inc) is a commercial corporation licensed and operating in the Commonwealth of Virginia since 2001.  FAR, Inc is a small business concern registered in the System for Award Management database, and was first awarded a Mission Oriented Business Integrated Services (MOBIS) schedule in November 2004.  FAR, Inc currently holds a Secret Level Facility Clearance under Cage Code 3KKC3 with the Defense Security Service.  

FAR, Inc has been a prime contractor with the Federal Government providing on-site equivalent GS1102 Contract Specialist staff augmentation since 2003.  FAR, Inc is currently providing staff augmentation support services to the Department of State, Office of Acquisition Management (AQM), and the Department of State, Bureau of Diplomatic Security.  Since 2005, FAR, Inc has played a critical role in supporting the Department of State through a myriad of staffing positions.  FAR, Inc has also held prime contracts with the Bureau of Engraving and Printing; the Office of the Comptroller of the Currency; Employer Service for the Guard and Reserve, and the Consumer Financial Protection Bureau.
FAR, Inc has extensive experience in conducting federal procurements, from acquisition planning to source selection. Our acquisition planning assistance includes conducting market research to documenting the procurement strategy. We are experts in writing the solicitation documents including performance-based statements of work; performance metrics; contract or special clauses; proposal instructions and the evaluation criteria for award. We conduct pre-proposal site visits or conferences; interface with vendors as well as orchestrate and facilitate the technical proposal reviews. Our award recommendations to the contracting officer are fully supported by the official procurement file.

We also developed and implemented an agency Federal Procurement Data System (FPDS) audit and review procedure in order to comply with relevant Office of Management and Budget (OMB) requirements, and we perform extensive vendor cost and price analyses. We assisted the Department of Interior, the Department of State, the Department of Defense, Department of the Treasury and the OMB in implementing their OMB Circular A-76 Competitive Sourcing initiatives.

The service we provided in support of the Department of State, Bureau of Diplomatic Security, Office of Overseas Protective Operations involve fulltime on-site staff members that are generating solicitations, facilitating technical proposal evaluations and making award recommendations for local guard contracts for United States embassies and consulates.  FAR, Inc staff excel in researching local labor laws and formulating contracts that comply with the host country laws and regulations, including import restrictions, weapons and business licensing requirements, and the use of third-party foreign nationals.  FAR, Inc staff have conducted in-country support at United States embassies in Benin; Bratislava; Brazil; Costa Rica; France; India; Jamaica; Luxembourg; New Zealand; United Arab Emirates; Uganda, and Zimbabwe.

FAR, Inc has provided acquisition support services in Albany, Georgia (DLA), Anchorage, Alaska (Idea International); Anniston Army Depot, Anniston, Alabama; Naval Station Bremerton, Bremerton, Washington; Houston, Texas (Allied Van Lines); Fort Worth, Texas (BEP); Chicago, Illinois (HUD); Denver, Colorado (HUD); New Cumberland, Pennsylvania (DLA-Defense Distribution Center), and in San Diego, California (Naval Shipyard).

FAR, Inc's business philosophy is focused on making a significant contribution towards achieving the mission, goals and objectives of our customers.  FAR, Inc understands that we are serving in a support capacity and that the value of our services is solely measured by those we serve.  All final decisions resides with the customer so we compile the most current and accurate information available in order to ensure informed decisions.  FAR, Inc implements the client’s decision and fully complies with all federal and agency regulations.  FAR, Inc prides itself on its ability to work side-by-side with our clients in a manner that is transparent to the customer, working independently and without direct supervision, and demonstrating that we are leaders in our field.  
The success FAR, Inc has enjoyed has been accomplished by seeking out opportunities that best fit our service offering, extend the greatest opportunity for performance success, and offer professional growth opportunities to our staff.  Our business philosophy extends to every component of our delivery system.  It has resulted in long term customer relationships (i.e., Department of the Treasury, Bureau of Engraving and Printing for seven years and the Department of State for almost eight years), long-term employee retention,  and respect from the vendors we have interfaced with during the procurement process.  

CONTRACT DETAILS AND CONTACT INFORMATION

I-FSS-600 
GENERAL SERVICES ADMINISTRATION

Federal Supply Service: 874
Contract Period: November 15, 2014 through November 14, 2019 

Contractor: Federal Acquisition Resources, Inc. 

CAGE Code: 3KKC3 

Business Size: Small 

Contract Administration: 
     Frank B. O’Donnell 

fodonnell@farsupport.com 

(703) 402-6606

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

1a. Table of awarded special item number(s) with appropriate cross- reference to item descriptions and awarded price(s): See below for item descriptions and award prices.
	SIN
	Recovery
	SIN Description

	874-1
	874-1RC
	Consultation Services

	874-6
	874-6RC
	Acquisition Management Support

	874-7
	874-7RC
	Program and Project Management


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 item: See detailed listing below. 
2. Maximum order: $1,000,000.00 

3. Minimum order: $100.00
4. Geographic coverage (delivery area): N/A
5. Point(s) of production (city, county, and State or foreign country): N/A 

6. Discount from list, prices or statement of net price. Discounts have been pre-negotiated with GSA but can be further discounted with each order.
7. Quantity discounts: Negotiated per order.
8. Prompt payment terms:  Net 30 days
9a. Notification that Government purchase cards are accepted at or below the micro-purchase threshold: Accepted
9b. Notification whether Government purchase cards are accepted or not accepted above the micro-purchase threshold: Accepted 
10. Foreign items (list items by country of origin): N/A
11a. Time of delivery. (Contractor insert number of days.): Specified on the Task Order. 

l1b. Expedited Delivery: Contact the Contractor for rates for overnight and 2 day delivery.
l1c. Overnight and 2-day delivery: Contact the Contractor’s representative to effect a faster delivery.
11d. Urgent Requirements. Contact the Contractor’s representative to affect a faster delivery. 

12. F.O.B. point(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 (BPAs), and a sample EPA can be found at the GSA/FSS Schedule homepage (fss.gsa.gov/schedules): Accepted
14. Payment address(es): Same as Company address 

15. Warranty provision: Prices included a standard 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): Accepted 
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 applicab1e):  N/A
23. Preventive maintenance (if applicable): N/A 

24a. Special attributes such as 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. contractor’s website or other location.) The EIT standards can he found at www.Section5O8.gov/.  : N/A
25. Data Universal Number System (DUNS) number: 604309752 

26. Notification regarding registration in Central Contractor Registration (CCR) database:  CCR Registered Contractor
Service Contract Act (SCA)
The Service Contract Act (SCA) is applicable to this contract as it applies to the entire MOBIS Schedule and all services provided. While no specific labor categories have been identified as being subject to SCA due to exemptions for professional employees (FAR 22.1101, 22.1102 and 29 CFR 541.300), this contract still maintains the provisions and protections for SCA eligible labor categories. If and/or when the contractor adds SCA labor categories/employees to the contract through the modification process, the contractor must inform the Contracting Officer and establish a SCA matrix identifying the GSA labor category titles, the occupational code, SCA labor category titles and the applicable wage determination number. Failure to do so may result in cancellation of the contract.

	MOBIS CONSULTNG SERVICES                                                                                                                                                        PERIOD OF PERFORMANCE                                                                                                                                                NOVEMBER 15, 2014 through NOVEMBER 14, 2015 (Year 1)
RC - Recovery 

	MOBIS SIN(s)
	SKILL CATEGORY
	YEAR 1
	 YEAR 2
	 YEAR 3
	 YEAR 4
	 YEAR 5

	874-1/6
	Principal Consultant
	 $        158.00 
	 $        161.16 
	 $        164.38 
	 $        167.67 
	 $    171.02 

	874-1/6RC
	Principal Consultant
	 $        158.00 
	 $        161.16 
	 $        164.38 
	 $        167.67 
	 $    171.02 

	874-1/6
	Business Consultant III
	 $        112.78 
	 $        115.04 
	 $        117.34 
	 $        119.68 
	 $    122.08 

	874-1/6RC
	Business Consultant III
	 $        112.78 
	 $        115.04 
	 $        117.34 
	 $        119.68 
	 $    122.08 

	874-1/6
	Business Consultant II
	 $        107.78 
	 $        109.94 
	 $        112.13 
	 $        114.38 
	 $    116.66 

	874-1/6RC
	Business Consultant II
	 $        107.78 
	 $        109.94 
	 $        112.13 
	 $        114.38 
	 $    116.66 

	874-1/6
	Business Consultant I
	 $          99.54 
	 $        101.53 
	 $        103.56 
	 $        105.63 
	 $    107.75 

	874-1/6RC
	Business Consultant I
	 $          99.54 
	 $        101.53 
	 $        103.56 
	 $        105.63 
	 $    107.75 


	MOBIS SIN(s)
	SKILL CATEGORY
	YEAR 1
	 YEAR 2
	 YEAR 3
	 YEAR 4
	 YEAR 5

	874-6
	Principal Consultant
	 $        158.00 
	 $        161.16 
	 $        164.38 
	 $        167.67 
	 $    171.02 

	874-6RC
	Principal Consultant
	 $        158.00 
	 $        161.16 
	 $        164.38 
	 $        167.67 
	 $    171.02 

	874-6
	Business Consultant II
	 $        112.78 
	 $        115.04 
	 $        117.34 
	 $        119.69 
	 $    122.08 

	874-6RC
	Business Consultant II
	 $        112.78 
	 $        115.04 
	 $        117.34 
	 $        119.69 
	 $    122.08 

	874-6
	Business Consultant I
	 $        107.78 
	 $        109.94 
	 $        112.14 
	 $        114.38 
	 $    116.67 

	874-6RC
	Business Consultant I
	 $        107.78 
	 $        109.94 
	 $        112.14 
	 $        114.38 
	 $    116.67 

	874-6
	14 Contract Specialist 
	 $        116.19 
	 $        118.52 
	 $        120.89 
	 $        123.31 
	 $    125.78 

	874-6RC
	14 Contract Specialist 
	 $        116.19 
	 $        118.52 
	 $        120.89 
	 $        123.31 
	 $    125.78 

	874-6
	13 Contract Specialist 
	 $          98.33 
	 $        100.30 
	 $        102.31 
	 $        104.36 
	 $    106.45 

	874-6RC
	13 Contract Specialist 
	 $          98.33 
	 $        100.30 
	 $        102.31 
	 $        104.36 
	 $    106.45 

	874-6
	12 Contract Specialist 
	 $          82.69 
	 $          84.34 
	 $          86.03 
	 $          87.75 
	 $      89.51 

	874-6RC
	12 Contract Specialist 
	 $          82.69 
	 $          84.34 
	 $          86.03 
	 $          87.75 
	 $      89.51 

	874-6
	11 Contract Specialist 
	 $          60.15 
	 $          61.35 
	 $          62.58 
	 $          63.83 
	 $      65.11 

	874-6RC
	11 Contract Specialist 
	 $          60.15 
	 $          61.35 
	 $          62.58 
	 $          63.83 
	 $      65.11 

	874-6
	 9 Contract Specialist 
	 $          49.71 
	 $          50.70 
	 $          51.71 
	 $          52.74 
	 $      53.79 

	874-6RC
	 9 Contract Specialist 
	 $          49.71 
	 $          50.70 
	 $          51.71 
	 $          52.74 
	 $      53.79 

	874-6
	 7 Contract Specialist 
	 $          40.64 
	 $          41.45 
	 $          42.28 
	 $          43.13 
	 $      43.99 

	874-6RC
	 7 Contract Specialist 
	 $          40.64 
	 $          41.45 
	 $          42.28 
	 $          43.13 
	 $      43.99 

	874-6
	 5 Contract Specialist 
	 $          35.73 
	 $          36.45 
	 $          37.18 
	 $          37.92 
	 $      38.68 

	874-6RC
	 5 Contract Specialist 
	 $          35.73 
	 $          36.45 
	 $          37.18 
	 $          37.92 
	 $      38.68 


	MOBIS SIN
	SKILL CATEGORY
	YEAR 1
	YEAR 2
	YEAR 3
	YEAR 4
	YEAR 5

	874-6
	Purchasing Agent/Buyer II
	 $          67.42 
	 $          68.77 
	 $          70.14 
	 $          71.55 
	 $        72.98 

	874-6RC
	Purchasing Agent/Buyer II
	 $          67.42 
	 $          68.77 
	 $          70.14 
	 $          71.55 
	 $        72.98 

	874-6
	Purchasing Agent/Buyer I
	 $          59.45 
	 $          60.64 
	 $          61.85 
	 $          63.09 
	 $        64.35 

	874-6RC
	Purchasing Agent/Buyer I
	 $          59.45 
	 $          60.64 
	 $          61.85 
	 $          63.09 
	 $        64.35 

	874-6
	Contract Budget Analyst III
	$          83.19
	$          84.85
	$          86.55
	$          88.28
	$      90.05

	874-6RC
	Contract Budget Analyst III
	$          83.19
	$          84.85
	$          86.55
	$          88.28
	$      90.05

	874-6
	Contract Budget Analyst II
	$          68.76
	$          70.14
	$          71.54
	$          72.97
	$      74.43

	874-6RC
	Contract Budget Analyst II
	$          68.76
	$          70.14
	$          71.54
	$          72.97
	$      74.43

	874-6
	Contract Budget Analyst I
	$          56.21
	$          57.33
	$          58.48
	$          59.65
	$      60.84

	874-6RC
	Contract Budget Analyst I
	$          56.21
	$          57.33
	$          58.48
	$          59.65
	$      60.84

	874-6
	Contracts Training Expert
	$          89.59
	$          91.38
	$          93.21
	$          95.07
	$      96.97

	874-6RC
	Contracts Training Expert
	$          89.59
	$          91.38
	$          93.21
	$          95.07
	$      96.97

	874-6
	Administrative Assistant II
	$          56.21
	$          57.33
	$          58.48
	$          59.65
	$      60.84

	874-6RC
	Administrative Assistant II
	$          56.21
	$          57.33
	$          58.48
	$          59.65
	$      60.84

	874-6
	Administrative Assistant I
	$          45.38
	$          46.29
	$          47.22
	$          48.16
	$      49.12

	874-6RC
	Administrative Assistant I
	$          45.38
	$          46.29
	$          47.22
	$          48.16
	$      49.12

	874-6
	Facilitator 
	 $        109.49 
	 $        111.68 
	 $        113.91 
	 $        116.19 
	 $    118.52 

	874-6RC
	Facilitator 
	 $        109.49 
	 $        111.68 
	 $        113.91 
	 $        116.19 
	 $    118.52 

	874-6
	Subject Matter Expert
	 $        124.75 
	 $        127.25 
	 $        129.79 
	 $        132.39 
	 $    135.03 

	874-6RC
	Subject Matter Expert
	 $        124.75 
	 $        127.25 
	 $        129.79 
	 $        132.39 
	 $    135.03 

	874-6
	Technical Writer
	 $          64.70 
	 $          65.99 
	 $          67.31 
	 $          68.66 
	 $      70.03 

	874-6RC
	Technical Writer
	 $          64.70 
	 $          65.99 
	 $          67.31 
	 $          68.66 
	 $      70.03 


	MOBIS SIN(s)
	SKILL CATEGORY
	YEAR 1
	 YEAR 2
	 YEAR 3
	 YEAR 4
	 YEAR 5

	874-7
	Project Manager II
	 $        111.68 
	 $        113.91 
	 $        116.19 
	 $        118.51 
	 $      120.88 

	874-7RC
	Project Manager II
	 $        111.68 
	 $        113.91 
	 $        116.19 
	 $        118.51 
	 $      120.88 

	874-7
	Project Manager I
	 $        101.53 
	 $        103.56 
	 $        105.63 
	 $        107.74 
	 $      109.89 

	874-7RC
	Project Manager I
	 $        101.53 
	 $        103.56 
	 $        105.63 
	 $        107.74 
	 $      109.89 


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	Principal Consultant
	Consulting in Public Sector
	20+ years of government contracts and procurement experience; including 10 years management and consulting  experience.; 
	MBA from an accredited University, 40 hours of continued education credit annually
	Individual has direct Government contracting and procurement experience and is capable of developing policy and procedures; guidebooks or handbooks, reviewing, drafting and improving solicitation documents, proposal instructions, source selection criteria, and finalizing technical evaluation or source selection plans. Provides expert advice and guidance to agency senior level staff members in a wide variety of department level activities and/or major programs. Individual is capable of analyzing project requirements and developing strategic solutions and tactical plans to meet agencies needs. Capable of planning, directing and implementing initiatives. Duties may include researching legislative and organizational matters, recommending alternatives and best practices, reviewing organizational effectiveness and recommending improvements, and developing communication strategies for both internal and external audiences. 

	Business Consultant III
	Consulting in Public Sector
	15 years direct experience
	MBA from an accredited University, 40 hours of continued education credit annually
	Business Consultant is capable of providing government agencies with the expertise and alternative courses of action needed to solve a myriad of management problems expeditiously. The individual is solely capable of analyzing organizations, recommending changes to its structure, and help implement changes.  Such changes may include eliminating nonessential functions or jobs, reorganizing processes or job or business functions.

Proficient in Microsoft Word; Excel and PowerPoint 

	Business Consultant II
	Consulting in Public Sector
	12 years direct experience
	BBA or MBA from an accredited University, 40 hours of continued education credit annually
	Business Consultant II is capable of providing government agencies with sufficient expertise needed to solve management problems. The individual shall be capable of analyzing organizations, recommending changes to its structure, and help implement changes.  Such changes may include eliminating nonessential functions or jobs, reorganizing processes or job or business functions. Proficient in Microsoft Word; Excel and PowerPoint.


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	Business Consultant I
	Consulting in Public Sector
	5-10 years of experience
	BBA or MBA from an accredited University, 40 hours of continued education credit annually
	Business Consultant I is capable of providing government agencies with a limited expertise needed to solve a certain management problems. The type of problems include organizational changes, business relocations, process improvements or technical innovations, or competition from other corporation.  The business consultant shall prepare detailed proposals for specific projects, analyze the problem or problems in the client's business and devise solutions.  Presentations shall be prepared in written reports and oral presentations.  Proficient in Microsoft Word; Excel and PowerPoint

	14 Contract Specialist 
	DAWAI or FAC Level III Certified or equivalent


	10 years of Government Contracting experience or 6 or more years of direct hands on experience having served as a GS1102, 13/14 Contract Specialist.

3 - Years of direct management experience as a contract consultant
	BBA required

MBA – preferred

from an accredited University

Non-business degree must have 24 hours of business related courses in Management; Accounting; Finance; Organization Behavior; or Marketing


	Develop, negotiate, award and administer all contract types; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information.

Determine the suitability of set-asides (e.g., small business, small and disadvantaged business, labor surplus) in accordance with applicable laws. Review justifications for other than full and open competition and make recommendations on approval/disapproval.  Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda). Review bids or proposals for compliance to solicitation and determine contractor responsibility. Responsibility includes making competitive range determinations. policies and regulations. Interpret, adapt and apply Federal Acquisition laws, regulations, policies and procedures and Comptroller General and U.S. Court decisions and provide advice on contracting procedures and requirements.


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	13 Senior Contract 
	DAWAI or FAC Level III Certified or equivalent


	6 years of Government Contracting experience in private sector or 5 years of as a GS1102, 13 4 - Years of direct management experience as a contract consultant
	BBA – Business Administration

MBA – preferred

from an accredited University

Non-business degree must have 24 hours of business related courses in Management; Accounting; Finance; Organization Behavior; or Marketing
	Develop, negotiate, award and administer all contract types; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information.

Determine the suitability of set-asides (e.g., small business, small and disadvantaged business, labor surplus) in accordance with applicable laws. Review justifications for other than full and open competition and make recommendations on approval/disapproval.  Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda). Review bids or proposals for compliance to solicitation and determine contractor responsibility and making competitive range determinations. 

	12 Contract Specialist
	DAWAI or FAC Level II Certified or equivalent


	5 years of Government contracting experience in the private sector or 5 years of direct hands on experience having served as a GS1102 12 Contract Specialist.
	BBA from an accredited University

Non-business degree must have 24 hours of business related courses in Management; Accounting; Finance; Organization Behavior; or Marketing


	Develop, negotiate, award and administer all contract types with no supervision required; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Determine the suitability of set-asides (e.g., small business, small and disadvantaged business, labor surplus) in accordance with applicable laws. Review justifications for other than full and open competition and make recommendations on approval/disapproval.  Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda). Review bids or proposals for compliance to solicitation and determine contractor responsibility. Responsibility includes making competitive range determinations.


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	11 Contract Specialist 
	DAWAI or FAC Level II Certified or equivalent


	4 years of direct hands on experience having served as a GS1102-11/12 Contract Specialist.
	BBA from an accredited University

Non-business degree must have 24 hours of business related courses in Management; Accounting; Finance; Organization Behavior; or Marketing


	Develop, negotiate, award and administer all contract types with no supervision required; Perform "cradle-to-grave" acquisition functions (i.e., from pre-award, to post-award, to the final contract termination/close-out).  Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation amendments, supporting memoranda). Review bids or proposals for compliance to solicitation and determine contractor responsibility. Responsibility includes making competitive range determinations.

	9 Contract Specialist
	Contract Admin

Cost and Price Analysis

Negotiations

Basic FAR


	3 years of Government contracting experience in the private sector or 1 year of direct hands on experience having served as a GS1102- 05/07 Contract Specialist.
	BBA from an accredited University

Non-business degree must have 24 hours of business related courses in Mgt; Accounting; Finance; Organization Behavior; or Marketing.
	Develop, award and administer limited contract types with some supervision and oversight required; Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda). 


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	7 Contract Specialist
	Contract Admin

Cost and Price Analysis

Negotiations

Basic FAR


	2 years of Government contracting experience in the private sector or 1 year of direct hands on experience having served as a GS1102- 05/07 Contract Specialist.
	BBA – required

From an accredited University

Non-business degree must have 24 hours of business related courses in Management; Accounting; Finance; Organization Behavior; or Marketing
	Develop, award and administer limited contract types with some supervision and oversight required; Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda).   

	5 Contract Specialist
	Contract Admin

Cost and Price Analysis

Negotiations

Basic FAR


	2 years of equivalent or 1 year of direct experience having served as a GS1102.
	Associates
Non-business degree must have 24 hours of business related courses in Management; Accounting; Finance; Organization Behavior; or Marketing
	Develop, award and administer limited contract types with supervision and oversight required; Review procurement requests to ensure compliance with procedures and regulations and sufficiency of technical specifications or purchase description and supporting information. Develop solicitation documents and other contractual documentation (i.e., D&F's; justifications, solicitation amendments, supporting memoranda).  


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	Contracts Training Expert
	Consulting in the Public Sector
	4-9 Years of direct hands on experience having served as a GS-1102/13/14/15 5 years Acquisition Management topics experience
	BBA required

MBA preferred

From an accredited University


	Review complex procurement legislation, internal agency guidance, rules and regulations and develops tailored training sessions.

Proficient in Microsoft Word; Excel and PowerPoint.   

	Purchasing Agent/Buyer II
	Contract Admin

Cost and Price Analysis

Negotiations

Advanced FAR


	4 years relevant buyer experience.  


	4 years above high school
	Expert knowledge for FAR Part 13 procedures and a broad knowledge of market sources for a wide range of specialized items or services and typical vendor modes of operation and ways of doing business. Knowledge of various acquisition clauses, such as those pertaining to inspection, acceptance, packaging, or testing to select or tailor clauses for purchases the involve special handling. Skill in analyzing descriptions that has unique aspects and many critical characteristics to identify problem areas in specifications or decide if substitutions are acceptable or should be referred to supervisor for review.

	Purchasing Agent/Buyer I
	Contract Admin

Cost and Price Analysis

Negotiations

Basic FAR


	1 – 4 years above high school. 6 months – 2 years relevant experience
	1 year of education for 2 ½ years of experience in the required field.
	Solid working knowledge of FAR Part 13 purchasing regulations in make purchases involving specialized requirements and/or commercial requirements with complicating factors such as hard-to-locate sources, unstable price or product characteristics, many critical characteristics, or urgently needed items, etc. Knowledge of solicitation or purchasing methods to make competitive or sole source awards


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	Contract Budget Analyst III
	Microsoft Excel, Word and PowerPoint


	5 years relevant experience
	BBA from an accredited University
	Able to lead in the production of monthly, quarterly and yearly Management Information System reporting.  The individual typically supports all contract information reporting, project work, and resource planning.  The Business Analyst observes discrepancies, trends, and interrelationships in data or activities and is able to analyze elements of a problem or situation and identify potential solutions.  The analyst executes and maintains the business and reporting process. 

	Contract Budget Analyst II
	Microsoft Excel, Word and PowerPoint


	3 years relevant experience
	BBA from an accredited University
	Able to lead in the production of monthly, quarterly and yearly Management Information System reporting.  The individual typically supports all contract information reporting, project work, and resource planning.  The Business Analyst is capable of observes discrepancies, identifying some trends, and interrelationships in data or activities and is able to analyze elements of a problem or situation and identify potential solutions.  The analyst executes and maintains the business and reporting process and may require minor supervision.  

	Contract Budget Analyst I
	Microsoft Excel, Word and PowerPoint


	1 years relevant experience
	BBA from an accredited University
	Able to lead in the production of monthly, quarterly and yearly Management Information System reporting.  The individual typically supports all contract information reporting, project work, and resource planning.  The Business Analyst reports apparent discrepancies in data or activities.  The analyst executes and maintains the business and reporting process and requires supervision.  


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	Administrative Assistant II
	Microsoft Word

PowerPoint


	 3 – 5
 years above high school

	Associates Degree

	Knowledge of administrative concepts and practices in order to recommend changes in administrative policies, devise and install procedures and office practices affecting subordinate organizations, and foresee administrative problems and requirements. Knowledge of the organization's substantive programs, supervisor's views, and the administrative functions, sufficient to answer routine inquiries and route to proper units. Skill in advising and instructing secretaries in subordinate organizations concerning such matters as directives, reports, correspondence, and telephone procedures.

	Administrative Assistant I


	Microsoft Word

PowerPoint


	1 – 4 years above high school

	6 months – 2 years relevant experience
	 Sufficient knowledge of the substantive programs of the organization and of the goals, priorities, policies and commitments of the supervisor, to perform such tasks as assembling information to be used for reports or responses to inquiries; compose non-technical correspondence; and maintain awareness of the clerical and administrative problems related to the organization's programs. Skill in advising and instructing subordinate offices concerning the required reporting and general clerical and administrative procedures of the organization.

	Project Manager II 
	Educational Background 

CAPM Experience Verification 

23 Contact Hours of Project Management Education 


	15 years of total experience with 8 - years of direct hands on experience having served as a GS-1102/13/14/15 Contract Specialist.


	MBA from an accredited University

Non-business degree must have 12 hours of business related courses in Management; Accounting; Finance; or Marketing
	Supervises a staff of approximately ten to fifteen Contract Specialists and is responsible for reviewing work of subordinates to ensure completeness, sound judgment and compliance with the contractual terms and conditions, and established policies and Government Regulations. Responsible for ensuring that all contract performance standards are met for the entire staff supervised. Attend Client Meeting. Conduct performance evaluations. Monitor and plan employee vacations and PTO. Marketing and New Business Expansion


	Position
	Training Requirements
	Years of Experience
	Education Level
	Position Description

	Project Manager I
	Educational Background 

CAPM Experience Verification 

23 Contact Hours of Project Management Education 


	5 - Years of direct program management experience as a contract consultant in the public sector.
	BBA – Business Administration

MBA – preferred

From an accredited University

Non-business degree must have 12 hours of business related courses in Management; Accounting; Finance; or Marketing
	Supervises a staff of approximately five to ten Contract Specialists and is responsible for reviewing work of subordinates to ensure completeness, sound judgment and compliance with the contractual terms and conditions, and established policies and Government Regulations. Responsible for ensuring that all contract performance standards are met for the entire staff supervised. Performs and oversees the full range of pre-award contracting activities, including assisting in the development of Statements of Work (SOW), providing guidance on the best acquisition process for actions utilizing existing streamlined processes whenever possible; overseeing the evaluation of proposals, conducting negotiations, documenting the sources selection process, making contract  award recommendations, conducting debriefings, and preparing protest files.

Attend Client Meeting. Conduct performance evaluations. Monitor and plan employee vacations and PTO. 

	Facilitator 
	Contract Law;

Contract Administration;

Cost and Price Analysis 
	10 years of direct SOW, PWS or SOO writing and contract law
	BBA (MBA preferred) from an accredited University, 40 hours of continued education credit annually
	Facilitating the development of Statements of Work (SOW); Performance-based Statements of Work (PWS); and Statements of Objectives (SOO) through direct interaction with the program office staff.  Capable of developing the entire solicitation including Sections L and M. Assists in responding to vendor questions presented in response to the draft or final posted solicitation. Capable of  providing guidance on the best acquisition process. Has a solid working knowledge of contract regulations.

	Subject Matter Expert
	Certified or equivalent experience in the related field,  IT, Contract Law, Process Improvements
	10 of direct subject matter experience
	BBA (MBA preferred) from an accredited University, 40 hours of continued education credit annually in area of expertise
	Delivers expert leadership and support to agency directors and senior managers for organizational optimization and business improvement services. Provides program management oversight for complex projects and offers specialized knowledge in technical area. Analyzes project requirements from inception to closeout, develops solutions to agencies requirements, and coordinates project resolution. May Design and lead executive level workshops. Frequently advanced degrees and certifications may be required.

	Technical Writer
	Microsoft Word 
	7 yrs technical writing. 
	AA - English

BBA – Business Administration/English
	Individual must be capable of converting complex technical discussions in to simplistic easy to read plain English.  Expert in Microsoft Word; Proficient in Excel and PowerPoint.
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