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AIR in Brief 
The American Institutes for Research (AIR) is a not-for-profit corporation dedicated to improving human and organizational performance through basic and applied research in the behavioral and social sciences. Since AIR’s founding in 1946, the federal government has been our largest and most important client. Over the last half of the 20th century, we successfully provided leading-edge MOBIS services to federal agencies operating across the United States and to agencies abroad.

To support these efforts, AIR has approximately 800 employees working in 7 research centers. Our employees offer an unparalleled depth and breadth of experience. AIR’s professional staff holds some 400 advanced academic degrees in fields directly related to MOBIS. Approximately 175 of these staff members hold Doctor of Philosophy degrees in such disciplines as industrial/organizational, experimental, cognitive, and social psychology; psychometrics; political science; sociology; education; and economics. In addition to being exceptionally well trained, our staff is also very active professionally and operates at the leading edge of thought and practice. AIR staff members frequently serve as adjunct university professors, lead researchers, and contributors to major journals. They also have significant experience providing MOBIS services to many federal agencies, not-for-profit organizations, and private corporations.

AIR is committed to helping its clients reinvent their organizations, enhance their capacity for change, and create lasting value for their customers, employees, and society. We work closely with our clients to define achievable targets and expectations that allow them to reach desired outcomes. Our commitment to our clients is backed by our ability to provide fresh thinking and original solutions to complex problems. By combining our experience, expertise, and enthusiasm with that of our clients, we create the synergy necessary to discover new paths to sustained high performance. 
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SIN 874-1: Consultation Services
Organizational Assessments | High-Performance Work Strategies | Process and Productivity Improvements | Performance Measurement | Program Audits and Evaluations


 

AIR is a leading provider of the data, information, and knowledge needed to help understand and improve federal programs. Our consultation services are tailored to provide the best solution to each client’s unique need for expert advice, assistance, guidance, and counseling in support of a wide range of management, organizational, and business improvement efforts. Our approach to improving organizational performance combines a strong quantitative orientation with the best theories and methods of the behavioral, social, and organizational sciences. AIR’s distinguishing characteristic is its multidisciplinary, systems-oriented, problem-solving focus. AIR selects the social science methods best suited to improving organizational performance in each unique context. Further, we understand that organizations are systems. Accordingly, the AIR approach considers the system-wide implications of any organizational intervention. The specific MOBIS consultation services provided by AIR are briefly described below.

· Organizational Assessments.  top
An important first step in improving organizational performance is the structured, objective assessment of current organizational performance in a domain of interest. We have found a variety of organizational assessment models to be useful in assessing the performance of our federal clients. We choose and apply the most appropriate to a given situation. These models help an agency identify key areas for improvement that may otherwise be missed. In addition, the depth and breadth of our knowledge of government service areas help extend the agency’s own capabilities for identifying needed improvements.

· High-Performance Work Strategies.  top
AIR offers innovative solutions to our federal clients as they implement high-performance work strategies. Increasingly, we are finding that these strategies apply information technology and collaborative information tools to transform employee interactions with their management, colleagues, suppliers, and customers. High-performance work does not stop here, however. It also includes innovative new approaches to established work processes. For example, with AIR’s assistance a number of federal agencies have recently initiated a new approach to human resource management based on skills. These agencies are using our skills-based approach to develop high-performance human resources work practices, including benchmarking and strategic human resource planning. By identifying agency-wide skills, these techniques serve to align new human resource practices with each agency’s strategic goals while at the same time integrating core human resources activities (i.e., selection, performance management, training and development). As a result, each agency’s integrated human resources information system provides a dynamic organizational portrait that can continually be updated to meet the organization’s rapidly changing mission requirements.

· Process and Productivity Improvements.  top
Process and productivity improvement continues to be a top priority for many of our federal clients. AIR consultants understand that each federal agency has its own set of issues and challenges. Based on these unique requirements, we tailor improvement services to each client’s special needs, from relatively minor process improvements to integrated, organization-wide changes.

· Performance Measurement.   top
Two of the most fundamental and challenging aspects of improving the performance of federal agencies are (1) the development of meaningful and informative organizational performance measures, and (2) the application of these measures to achieving performance management goals. AIR has used skills-based job analysis to provide accurate performance measurements at the organizational level by supplying up-to-date information about both actual and projected gaps in essential work force skills. Identified skills gaps can then be rectified or averted. Because human resources systems based on skills-based job analysis provide clearer, systems-based information about organizational performance, organizations employing these techniques can effectively achieve the two primary goals of GPRA: to account for organizational performance during the previous fiscal year, and to outline strategic goals for the coming fiscal year. Further, employing a skills-based approach to human resources management supports cascading strategic planning in which individual goals are fed by unit goals, which are fed by organizational goals.

· Program Audits and Evaluations.   top
While performance measurement and strategic planning help provide direction to an organization, valid, systematic feedback concerning organizational performance is crucial to maintaining a high-performance organization. Therefore, our approach to program audits and evaluations provides organizations with an external view of performance over time that allows managers to examine the extent to which key strategic goals are being met.
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SIN 874-2: Facilitation Services
Team Development and Facilitation Services | Defining and Refining the Agenda | Convening and Leading Group Discussions | Recording Discussion Content and Focusing Decision-Making | Providing a Draft for the Permanent Record | Debriefing Senior Leadership 

Teamwork has become an essential element of life in many federal agencies. Many of the goals federal agencies need to achieve in management, organizational, and business improvement efforts require the effective use of groups and teams. New work systems are emerging that focus on process rather than task, are driven by customer needs and inputs, and depend on team performance. Federal agencies are increasingly using work teams to streamline processes, enhance employee participation, and improve quality.

AIR understands what it means to facilitate teams to achieve organizational goals and objectives or to solve problems. Our purpose is to make this process easier for our clients. We use a variety of group dynamics techniques for enhancing decision-making, resolving disputes, and managing group behavior. All of our facilitators have extensive experience and hold advanced academic degrees in relevant fields. The specific MOBIS facilitation services provided by AIR are briefly described below.

· Team Development and Facilitation Services.   top
AIR provides custom services and interventions to address the needs of work groups or teams in high-performance environments. We believe that there are two critical areas to consider when working with teams: (1) what individuals bring to a team (e.g., attitudes, dispositions, and past experience), and (2) what individuals do in a team (e.g., communicate with other team members, make decisions and plan, adapt to new situations, deal with conflict, and coordinate actions). To address the first critical area, we offer customized tools for assessing employee attitudes and dispositions toward teamwork. Results from these measures are useful for federal agencies considering the implementation of self-directed work teams, because they indicate the extent to which the organization is ready for teams and the likelihood of succeeding in this approach to work. To address the second critical area, we offer a variety of customized team and group facilitation services to reduce or resolve conflict and ultimately enhance team and organization performance.

· Defining and Refining the Agenda.   top
Facilitation recognizes that the best solutions are seldom evident in the beginning. Our facilitators define and refine the agenda to help client teams begin to define the boundaries and scope of their problems. This technique helps teams explore controversial issues, identify options, and select or further refine the solution. This is especially helpful with cross-agency teams where representatives are likely to have different perspectives on the nature of the problem and the solution.

· Convening and Leading Group Discussions.   top
AIR facilitators are knowledgeable and experienced in all aspects of planning, convening, and leading conferences, working group meetings, team meetings, and panel sessions. Our facilitators remain neutral and focused on the group’s objectives. This allows them to keep the group on its intended agenda. As adjustments to the agenda are needed, our facilitators focus the discussion to ensure the best use of remaining time. If needed, AIR has an in-house team of conference planners who handle all logistical considerations of meetings such as hotel reservations, meal arrangements, audio-visual support, and preparation and distribution of support materials.

· Recording Discussion Content and Focusing Decision-Making.   top
AIR’s basic facilitation team includes a facilitator and a recorder. The facilitator records ideas and analysis in real-time on flip charts. These charts are posted on the walls to create a collaborative working area. The recorder captures the discussion content throughout the facilitated session. The recorded discussion is formatted and a draft is presented to participants the following day for review.

· Providing a Draft for the Permanent Record.   top
AIR facilitators and recorders compile and edit materials from the proceedings into an organized record. This report documents the objective of the session, organizes and integrates materials presented, and summarizes the results. It provides a clear record of the group’s work and can be used as a draft report for the permanent record.

· Debriefing Senior Leadership.   top

Debriefing the group’s executive sponsor is an integral part of facilitation. This debriefing helps maintain the commitment and involvement of senior leadership.
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SIN 874-3 Survey Services
Pre-Survey Activities | Survey Implementation | Data Analysis | Interpretation and Communication of Results 

Sustained organizational effectiveness largely depends on being in touch with the organization’s internal and external environments. Gathering data on organizational productivity, quality, and customer satisfaction through surveys allows organizations to maintain these critical linkages. Internally, effective organizations use surveys to collect data about their workforce, their organizational structure, and their policies. Externally, surveys help assess the success of the organization’s strategy by polling its customers, competitors, and suppliers. AIR offers a number of services aimed at providing federal agencies with this information through meaningful, valid, and reliable surveys.

We recognize that not all problems require large-scale surveys. Therefore, over the years, AIR has developed survey methodologies to address unique organizational problems. In fact, AIR’s founder, John C. Flanagan, developed the critical incident technique (CIT) as a means of collecting rich qualitative data that are simply not obtainable with traditional quantitative surveys. AIR also houses the Cognitive Survey Laboratory, which allows us to examine the survey response process.

Regardless of the survey approach used, careful consideration must be given during each stage of the survey for the results to be meaningful to the organization. The survey process can be broken down into four phases, and AIR offers services to help clients successfully address any or all of these phases.

· Pre-Survey Activities.   top
Without careful forethought and planning, the entire survey effort can be for naught. To ensure the success of a survey effort, AIR works closely with its clients to clarify the goals and objectives of the survey and to identify the information needed to effectively achieve them. We also help clients to determine what type of survey is appropriate to gather the desired data, and whether existing or customized survey instruments will most effectively address their problem. AIR fully evaluates the psychometric properties of both canned and customized survey instruments and, if needed, pilot-tests the instrument to avoid later problems with the larger survey effort. The information obtained from a survey is only as good as the instrument used to collect it, and reliable and valid survey results can be ensured only through careful evaluation.

· Survey Implementation.   top
Many organizations collect survey data using samples of convenience, believing that it is simply too burdensome to do otherwise. On the other end of the spectrum are organizations that feel they must collect data from their full population to get accurate survey results. Neither of these approaches is generally appropriate, and AIR has many experts in sampling design who ensure that our clients can generalize about the desired population based on the sample from which they gather information. Once the appropriate sample is identified, AIR has vast experience in administering surveys and managing survey databases. We ensure that the process is efficient and that the data are appropriately maintained. AIR also has the physical resources, such as our Cognitive Survey Laboratory, to conduct most any type of survey.

· Data Analysis.   top
Data analysis helps answer the organization’s questions. Depending on the nature of the problem, this can be as simple as computing basic descriptive statistics or as complicated as running sophisticated multivariate analyses. AIR’s staff has the statistical expertise to know which types of analyses are necessary and the appropriate resources to carry them out. If the survey is qualitative, AIR’s experience with qualitative data analysis allows us to interpret the information in the most meaningful way for our clients.

· Interpretation and Communication of Results.   top
Accurate interpretation requires an intimate understanding of all the variables involved in the survey and the ways that these variables interact. AIR’s staff has the training in methodology, probability, and systems theory that allows us to evaluate these factors and provide the client with an accurate assessment of the results. AIR’s staff also has vast experience in conveying survey results and interpretation to our clients, from preparing easily readable technical reports to delivering thorough, professional briefings.
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GSA Schedule Prices  

Consultation, Facilitation, and Survey Services (SINs 874-1, 874-2, 874-3) 

	

	Labor Category
	For the Period
	For the Period
	For the Period

	
	6/1/09 - 5/31/10
	6/1/10 - 5/31/11
	6/1/11 - 5/31/12

	
	 ($)
	($)
	 ($)

	 
	Hourly Rate
	Daily Rate
	Hourly Rate
	Daily Rate
	Hourly Rate
	Daily Rate

	Principal
	299.80
	2,398.40
	308.79
	2,470.32
	318.05
	2,544.40

	Senior Consultant
	212.56
	1,700.48
	218.94
	1,751.52
	225.51
	1,804.08

	Consultant II
	169.75
	1,358.00
	174.84
	1,398.72
	180.09
	1,440.72

	Consultant
	132.65
	1,061.20
	136.63
	1,093.04
	140.73
	1,125.84

	Senior Analyst
	107.70
	861.60
	110.93
	887.44
	114.26
	914.08

	Analyst
	87.51
	700.08
	90.14
	721.12
	92.84
	742.72

	Junior Analyst
	60.61
	484.88
	62.43
	499.44
	64.30
	514.40

	Administrative/Clerical
	73.82
	590.56
	76.03
	608.24
	78.31
	626.48

	Executive Director
	
	
	
	
	288.83
	2,310.64

	Deputy Director
	
	
	
	
	261.57
	2,092.56

	Survey Methodologist
	
	
	
	
	137.88
	1,103.04

	Senior Scientist 1
	
	
	
	
	200.00
	1,600.00

	Senior Scientist 2
	
	
	
	
	188.00
	1,504.00

	Senior Scientist 3
	
	
	
	
	161.55
	1,292.40

	Senior Scientist 4
	
	
	
	
	130.33
	1,042.64

	Recognized Expert
	
	
	
	
	116.74
	933.92

	Mid Level Analyst 1
	
	
	
	
	149.31
	1,194.48

	Mid Level Analyst 2
	
	
	
	
	119.67
	957.36

	Mid Level Analyst 3
	
	
	
	
	105.92
	847.36

	Mid Level Analyst 4
	
	
	
	
	98.00
	784.00

	Junior Analyst 1
	
	
	
	
	75.17
	601.36

	Junior Analyst 2
	
	
	
	
	69.11
	552.88

	Junior Analyst 3
	
	
	
	
	61.07
	488.56

	Junior Analyst 4
	
	
	
	
	53.07
	424.56

	Finance Specialist
	
	
	
	
	98.40
	787.20

	Editor
	
	
	
	
	78.00
	624.00

	Graphic Designer
	
	
	
	
	90.00
	720.00

	Labor Category
	For the Period
	For the Period

	
	6/1/12 - 5/31/13 
	6/1/13 - 5/31/14

	
	($)
	($)

	 
	Hourly Rate
	Daily Rate
	Hourly Rate
	Daily Rate

	Principal
	327.59
	2,620.72
	337.42
	2,699.36

	Senior Consultant
	232.28
	1,858.24
	239.25
	1,914.00

	Consultant II
	185.49
	1,483.92
	191.05
	1,528.40

	Consultant
	144.95
	1,159.60
	149.30
	1,194.40

	Senior Analyst
	117.69
	941.52
	121.22
	969.76

	Analyst
	95.63
	765.04
	98.50
	788.00

	Junior Analyst
	66.23
	529.84
	68.22
	545.76

	Administrative/Clerical
	80.66
	645.28
	83.08
	664.64

	Executive Director
	297.49
	2,379.92
	306.42
	2,451.36

	Deputy Director
	269.42
	2,155.36
	277.50
	2,220.00

	Survey Methodologist
	142.02
	1,136.01
	146.28
	1,170.24

	Senior Scientist 1
	206.00
	1,648.00
	212.18
	1,697.44

	Senior Scientist 2
	193.64
	1,549.12
	199.45
	1,595.60

	Senior Scientist 3
	166.40
	1,331.20
	171.39
	1,371.12

	Senior Scientist 4
	134.24
	1,073.92
	138.27
	1,106.16

	Recognized Expert
	120.24
	961.92
	123.85
	990.80

	Mid Level Analyst 1
	153.79
	1,230.32
	158.40
	1,267.20

	Mid Level Analyst 2
	123.26
	986.08
	126.96
	1,015.68

	Mid Level Analyst 3
	109.10
	872.80
	112.37
	898.96

	Mid Level Analyst 4
	100.94
	807.52
	103.97
	831.76

	Junior Analyst 1
	77.43
	619.44
	79.75
	638.00

	Junior Analyst 2
	71.18
	569.44
	73.32
	586.56

	Junior Analyst 3
	62.90
	503.20
	64.79
	518.32

	Junior Analyst 4
	54.66
	437.28
	56.30
	450.40

	Finance Specialist
	101.35
	810.80
	104.39
	835.12

	Editor
	80.34
	642.72
	82.75
	662.00

	Graphic Designer
	92.70
	741.60
	95.48
	763.84


	SCA Eligible Contract Labor Category
	SCA Equivalent Code - Title
	WD Number

	Administrative/Clerical
	01112 – General Clerk II
	2005-2103

	“The Service Contract (SCA) is applicable to this contract and it includes SCA applicable labor categories.  The prices for the indicated SCA labor categories are based on the U.S. Deparment of Labor Wage Determination Number(s) identified in the matrix.  The prices offered are based on the percentage of where work is performed and should the contractor perform in an area with lower SCA rates, resulting in lower wages being paid, the task order prices will be discounted accordingly.” 


Contract Information  

	Federal Supply Class
	874

	Contract Number
	GS-10F-0112J

	Contract Period
	June 1, 2009 – May 31, 2014

	Maximum Order Limitation
	$1,000,000.00

	Minimum Order
	$100.00

	Geographical Coverage (delivery area)
	Domestic and Overseas

	Warranty Provisions
	Standard Commercial Warranty

	Discount from List Prices
	All Prices are Net

	DUNS Number
	04-173-3197

	Ordering/Payment Address
	American Institutes for Research

1000 Thomas Jefferson Street, N.W., 

Washington, DC 20007

	Contract Administration
	Nilva daSilva, ndasilva@air.org

	Telephone
	(202) 403-5086 

	Fax Number
	(202) 403-5033

	Email
	GSAMobisGrp@air.org

	Contractor Website
	http://www.air.org


Labor Category Descriptions
	 Principal 

	Provides leadership, strategic direction, and expertise to guide program performance. As the most senior advisor, the Principal oversees the strategic and/or technical direction of work, often across a range of projects; and guides the development of strategies to maximize the work quality of senior project staff; ensure adherence to technical, cost, and scheduling requirements; and ensure adequate resources. 


	Principal  (legacy category) 

	Minimum of 20 years of experience and a Masters degree. Doctoral degrees are common. Often a nationally-recognized expert in their field with demonstrated technical, leadership, and/or management expertise. 


	

	Senior Consultant (legacy category) 

	The Senior Consultant applies demonstrated substantive or methodological knowledge and expertise in area(s) required by the project and assumes major responsibility for conducting project work. May have a leadership role in projects, including designing technical specifications and coordinating with staff. Minimum of 8 years of experience and an Advanced degree in a relevant field.

	

	Consultant II (legacy category) 

	The Consultant II applies substantive or methodological knowledge and expertise in area(s) required by the project and conducts project work. May assist with some project leadership activities, such as designing technical specifications and coordinating with staff. 

	Minimum of 5 years of experience and an Advanced degree in a relevant field. 

	Consultant (legacy category) 

	The Consultant applies substantive or methodological knowledge and expertise in area(s) required by the project and conducts project work. 

	Minimum of 6 years of experience and a Bachelor's degree in a relevant field. 

	Senior Analyst 

	The Senior Analyst typically serves as a senior team member (e.g., researcher, task lead) to support the development of products, deliverables, solutions, and recommendations across one or more tasks or projects. May work independently on detailed assignments. May also lead or coordinate tasks or projects, manage the work of project staff, and conduct activities in support of project goals. The Senior Analyst may contribute to the development of conceptual frameworks that guide project work. 



	Senior Analyst 

	Minimum of 9 years of experience and a Bachelor's degree. Advanced degrees are common. Relevant competencies include strong organizational and interpersonal skills, and demonstrated success in writing, conceptualizing, analyzing, and/or consulting. 



	Analyst 

	The Analyst assumes a key role in the execution of project work. Analysts provide substantive, analytical, methodological, or statistical support to the program and work under limited supervision of senior management. They may lead small project teams to accomplish specific requirements of the scope of work. Analysts may manage project tasks and budgets and be tasked to produce deliverables. 



	Analyst  (legacy category) 

	Minimum of 3 years of experience and a Bachelor's degree. Familiarity with word processing, spreadsheet, and database software often required. 




	Junior Analyst 

	The Junior Analyst serves as a team member who conducts a variety of project tasks under the direction of, and in assistance to, more senior staff. May be responsible for identifying and compiling information sources, collecting survey/interview data, conducting basic analyses, and providing basic information that may be used in writing reports. Provides administrative project support, as applicable. 



	Junior Analyst  (legacy category) 

	Minimum of 1 year of experience and a Bachelor’s degree. Familiarity with word processing, spreadsheet, and database software required. Ability to work, with supervision, on detailed assignments. 



	Administrative/Clerical 

	Administrative/Clerical Staff provide general administrative and logistical support such as preparing routine correspondence, mail processing, filing, reproduction, courier services, scheduling appointments, and arranging staff and project meetings/travel. Reviews consultant/vendor invoices for discrepancies and prepares purchase orders for payment. Analyzes financial and other reports, as requested. 



	Education and Experience Substitution Guidelines 
The experience and education requirements associated with each of the aforementioned categories are guidelines and represent the typical background of personnel in the associated category. However, experience and education may be substituted for each other. Specifically, each year of relevant experience may be substituted for one year of education (and vice versa). 



	Executive Director 
Shall have 10-12 years of experience and completed a doctoral or other terminal degree.   The experience shall include progressively higher levels of demonstrated management responsibility with a tract record of solid accomplishments.  The Executive Director shall have a working knowledge of the government’s statutory and regulatory requirements that govern complex contracts and experience in providing series under such.  The Executive Director shall be recognized as an expert in the area of research, development and/or evaluation of projects.   
Deputy Director
Shall have at least 8-10 years of experience in management of a large complex organization in addition to progressively higher level of responsibility in the area of research, development and/or evaluation projects.  The Deputy Director shall have at a minimum completed a master’s degree as well as an undergraduate degree in their appropriate discipline. The Deputy Director shall have a working knowledge of the Government’s statutory and regulatory requirements that govern complex contracts and experience in providing services under such.  The Deputy Director shall be a recognized expert with a track record of solid accomplishments in statistics, research, survey methodology, development and/or evaluation of projects.

Survey Methodologist
Shall have completed a doctoral or other terminal degree and shall have been working in the discipline at a minimum of 6-8 years.  Areas of expertise shall include but are not limited to study/survey design, instrumentation, sampling, weighting, and data analysis.  The Survey Methodologist shall assist other staff in planning statistical analyses and interpreting their results and shall oversee quality control procedures that ensure that the statistical work in all products meets the established standards.  Assistance may include all aspects of survey design, but not limited to sample design, questionnaire development, survey procedures, interviewer training, data collection methods, data editing, data imputation, data weighing and data file development.

Senior Scientist – 1 
Shall have a minimum of 8-10 years of experience and completed  doctoral or other terminal degree and has demonstrated the ability to produce high quality, current work.  The Senior Scientist oversees the planning for, and design of, individual research or development projects; identifies resources needed and develops the plan of work; manages the day-to-day work and ensures the quality of products when the work is completed.  Depending upon the requirements of the project, he or she may be a major participant in carrying out the work or may oversee the work of others employed to do the work.

Senior Scientist – 2
Shall have a minimum of 4-6 years of experience and completed a doctoral or other terminal degree. The Senior Scientist shall be both highly qualified in a designated field of study and capable of managing research and development projects with multiple staff members. 

Senior Scientist – 3
Shall have a minimum of 2-4 years of experience and is expected to have completed a doctoral or other terminal degree. 

Senior Scientist – 4
Shall have a minimum of 1-2 years of experience and completed a master’s degree as well as an undergraduate degree in their appropriate discipline. 

Recognized Expert 
A recognized expert is considered here to be a person whose training, productivity and recent publications would make him or her likely to be nominated as an expert by peers in the discipline.  A Recognized Expert would be likely to have completed a doctoral or other terminal degree and to have been working in a discipline for at least 6-8 years with progressively higher levels of responsibility and a track record of solid accomplishments.  Recognition may take the form of recent publications in refereed journals, invited presentations to professional associations, and publication of books. Leadership positions and current experience in research, development, and evaluation projects are also recognized accomplishments.
Mid Level Analyst – 1
Shall have a minimum of 6-8 years of experience and have completed a master’s degree appropriate to their discipline.   The Mid Level Analyst shall have enough experience to be of assistance to Senior Analysts, including experience or education to understand education issues and statistical studies.  The Mid Level Analyst shall have experience in conducting short-turnaround analyses; producing statistical tables, charts, and graphs to support more complex analytic work; preparing literature and data documentation searches and reviews; and producing the results of analyses in clear written form.  The Mid Level Analyst works with limited supervision of senior management. They may lead small project teams to accomplish specific requirements of the scope of work. Mid Level Analysts may manage project tasks and budgets and be tasked to produce deliverables. 

Mid Level Analyst – 2
Shall have a minimum of 4-6 years of experience and expected to have completed a master’s degree (or hours toward a master’s degree) appropriate to their discipline and assumes a key role in the execution of project work. Analysts provide substantive, analytical, methodological, or statistical support to the program.  

Mid Level Analyst – 3
Shall have a minimum of 2-4 years of experience and expected to have completed a master’s degree (or hours toward a master’s degree).

Mid Level Analyst – 4
Shall have a minimum of 1-2 years of experience and expected to have completed a master’s degree (or hours toward a master’s degree) appropriate to their discipline.  

Junior Analyst – 1
Shall have a minimum of 5-6 years of experience and completed a bachelor’s degree appropriate to their discipline. The Junior Level Analyst shall have knowledge necessary to support the work of Senior Analysts, including experience or education to understand education issues and statistical studies.  The Junior Level Analyst, as a result of education and/or experience, shall be capable of assisting with literature and data documentation searches and reviews; supporting statistical data analysis activities; and assisting in the preparation of statistical reports including the development of statistical tables, charts, and graphs.  

Junior Analyst – 2
Shall have a minimum of 4-5 years of experience and a bachelor’s degree appropriate to their discipline.
Junior Analyst – 3
Shall have a minimum of 2-3 years of experience and a bachelor’s degree appropriate to their discipline 

Junior Analyst – 4
Shall have a minimum of 0-1year of experience and have completed a bachelor’s degree appropriate to their discipline.  
Finance Specialist 
Shall have a minimum of 2 years of experience and  a bachelor degree and is familiar with word processing, spreadsheet, and database software. 

The Finance Specialist would be involved with the management of project funds, including but not limited to preparing and reconciling finance reports, developing budgets, and ad hoc reporting.

Editor 
Shall have a minimum of 2 years of experience and a bachelor degree with skills necessary to review written reports for grammatical accuracy, clarity of presentation, and consistency with specific standards.  Editors shall have a working knowledge of descriptive and multi-variate statistics and their display.

Graphic Designer 
Shall have a minimum of 1 - 2 years of experience and an associates’ degree with skills necessary to improve the appearance, accuracy, and readability of data in reports, in both written and electronic formats, through the use of graphic design and adherence to specific standards and guidelines.  They shall have demonstrated experience in preparing graphics for reports, specifically reports containing data analyses.
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