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Authorized Federal Supply Service

SCHEDULE PRICE LIST

Professional Services Schedule 

(PSS)
Industrial Group: 00CORP
ATSG Corporation (D.B.A.) ATSG

GENERAL SERVICES ADMINISTRATION

PSS Contract Number: GS-10F-0112X

Contract Period:  February 22, 2016 through February 21, 2021
Business Size:   Small, Service-Disabled Veteran-Owned Business

8280 Willow Oaks Corporate Drive, Suite 630
Fairfax, VA 22031
Telephone:  (703) 243-9150

FAX Number: (703) 243-9152

Web Site: www.atsgcorp.com
E-mail:  GSA@atsgcorp.com

Contract Administrator: Creighton P. McCollum
On-Line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an electronic delivery order is available through GSA Advantage!TM,  a menu-driven database system, The INTERNET address for GSA Advantage!TM is:

http://GSAAdvantage.gov.

For more information on ordering from Federal Supply Schedules, click on the FSS Schedules button at: http://www.fss.gsa.gov
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Customer Information
1.  
Table of Awarded Special Item Number(s) with appropriate cross-reference to page numbers:         874-1, 874-1RC, 874-6 and 874-6RC.
2.
Maximum order: The Contractor is not obligated to honor any order for a combination of items in excess of these amounts: 

ITEM NUMBER/SIN

MAXIMUM ORDER
All SINS


$1,000.000.00

3.
Minimum order: The minimum dollar value of orders to be issued is $100.00.

4.
Geographic coverage (delivery area):

Domestic delivery is delivery within the 48 contiguous states, Alaska, Hawaii, Puerto Rico, Washington, DC, and U.S. Territories.  Domestic delivery also includes a port or consolidation point, within the aforementioned areas, for orders received from overseas activities.

Overseas delivery is delivery to points outside of the 48 contiguous states, Washington, DC, Alaska, Hawaii, Puerto Rico, and U.S. Territories.

Offerors are requested to check one of the following boxes:

[X]
The Geographic Scope of Contract will be domestic and overseas delivery.

[   ]
The Geographic Scope of Contract will be overseas delivery only.

[   ]
The Geographic Scope of Contract will be domestic delivery only.

5.

Point of production: Arlington, VA, USA

6.

Discount from list prices or statement of net price: 0%

7.

Quantity discounts:
None

8.

Prompt payment terms:  None

9.

Notification that Government purchase cards are accepted at or below the micro-purchase threshold and at or above the micro-purchase threshold: Credit cards will be acceptable for payments below the micro-purchase threshold. 
10.

Foreign items (list items by country of origin): None

11a.

Time of delivery: To be determined at time of task order.

11b.
Expedited Delivery:  All items are available for expedited delivery; however, this must be discussed at time of order placement and depends on size and nature of order.

11c.

Overnight and 2‑day delivery: To be determined at time of task order.

11d.
Urgent Requirements:  When the Federal Supply Schedule contract delivery period does not meet the bona fide urgent delivery requirements of an ordering activity, ordering activities are encouraged, if time permits, to contact the Contractor for the purpose of obtaining accelerated delivery.  The Contractor shall reply to the inquiry within 3 workdays after receipt.  (Telephonic replies shall be confirmed by the Contractor in writing.)  If the Contractor offers an accelerated delivery time acceptable to the ordering activity, any order(s) placed pursuant to the agreed upon accelerated delivery time frame shall be delivered within this shorter delivery time and in accordance with all other terms and conditions of the contract.

12.

F.O.B. point: Destination

13a.

Ordering address:

8280 Willow Oaks Corporate Drive, Suite 630, Fairfax, VA 22031
13b.

Ordering information telephone number: (703) 243-9150

13c.
Ordering procedures:  For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA’s) are found in Federal Acquisition Regulation (FAR) 8.405-3.

14.

Payment address:



8280 Willow Oaks Corporate Drive, Suite 630, Fairfax, VA 22031

15.

Warranty provision: None

16.

Export packing charges:  N/A

17.

Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase level): N/A

18.

Terms and conditions of rental, maintenance, and repair: N/A

19.

Terms and conditions of installation: N/A

20a.
Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices: N/A

20b.

Terms and conditions for any other services: N/A

21.

List of service and distribution points: N/A

22.

List of participating dealers: N/A

23.

Preventive maintenance: N/A

24a.
Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced pollutants): N/A

24b.
Section 508 compliance information is available on Electronic and Information Technology (EIT) supplies and can be found at: www.Section508.gov/: N/A

25.

Data Universal Number System (DUNS) number: 142444699

26.

Contractor’s Taxpayer Identification Number (TIN): 200511959

27.

Notification regarding registration in Central Contractor Registration (CCR) database: ATSG has registered with SAM.
Labor Categories and Rates
	Labor Category under SIN’s 874-1,874-1RC, 874-6 and 874-6RC
	Year 6
02/22/16 to 02/21/17
	Year 7
02/22/17 to 02/21/18
	Year 8
02/22/18 to 02/21/19
	Year 9
02/22/19 to 02/21/20
	Year 10
02/22/20 to 02/21/21

	Functional Analyst I
	$36.04 
	$36.73 
	$37.42 
	$38.14 
	$38.86 

	Functional Analyst II
	$41.08 
	$41.86 
	$42.65 
	$43.46 
	$44.29 

	Functional Analyst III

	$48.65 
	$49.57 
	$50.51 
	$51.47 
	$52.45 

	Functional Analyst VI
	$58.82
	$59.93
	$61.07
	$62.23
	$63.42

	Functional Analyst VIII
	$69.69
	$71.01
	$72.36
	$73.74
	$75.14

	Functional Analyst IX
	$76.84
	$78.30
	$79.79
	$81.31
	$82.85

	Functional Analyst X
	$84.65
	$86.26
	$87.90
	$89.57
	$91.27

	Project Administrator I
	$54.08 
	$55.11 
	$56.16 
	$57.22 
	$58.31 

	Project Administrator II 
	$58.58 
	$59.70 
	$60.83 
	$61.99 
	$63.16 

	Project Administrator III 
	$62.19 
	$63.37 
	$64.58 
	$65.80 
	$67.05 

	Management Analyst I
	$89.94 
	$91.65 
	$93.39 
	$95.16 
	$96.97 

	Management Analyst II
	$105.73 
	$107.74 
	$109.79 
	$111.87 
	$114.00 

	Management Analyst III
	$124.38 
	$126.74 
	$129.15 
	$131.60 
	$134.10 

	Program Analyst III

	$81.61
	$83.16
	$84.74
	$86.35
	$87.99

	Program Analyst IV
	$88.99
	$90.68
	$92.40
	$94.16
	$95.95

	Program Analyst V
	$96.38
	$98.21
	$100.07
	$101.98
	$103.91

	Subject Matter Expert
	$179.84
	$183.26
	$186.74
	$190.29
	$193.91

	Project Manager
	$77.35 
	$78.82 
	$80.32 
	$81.85 
	$83.40 

	Administrative Assistant IV 
	$44.57 
	$45.42 
	$46.28 
	$47.16 
	$48.06 


	SCA Matrix

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

	Administrative Assistant IV
	01312 – Secretary II
	05-2103


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. Department of Labor Wage Determination identified in the SCA matrix. The prices offered are based on the preponderance of where work is performed and should the contractor perform work in an area with lower SCA rates, resulting in lower wages being paid, the task order prices will be discounted accordingly.
Labor Categories and Descriptions 
Functional Analyst I

	Title:
	Functional Analyst I

	Functional Duties/Responsibilities:
	

	Reviews and maintains internal processes for the production of client initiatives and deliverables. Analyzes user needs to determine functional and cross-functional requirements. Collaborates with government and contractors to meet production schedules and provides technical assistance to clients. Analyzes requirements in the areas of business management, financial management, program scheduling, critical path analyses, support requirements, and performs other analyst/management activities required for successful completion of the task. May assist with conducting impact studies, cost/benefit analyses, dependency models, and project tracking methodologies to help ensure the success and efficiency of the initiatives/objectives.

	Minimum Education Level:
	Associate’s of Art or Associate’s of Science Degree

	Minimum Experience Requirements:

Two (2) years of experience performing commensurate functions in a related discipline. Possesses proficient working knowledge of the supporting client and office’s functions and best practices. Experience in design and operation of operating systems, management, and personnel. Specialized experience includes knowledge of specific office information systems operations, analysis, and formal documentation preparation.

	Substitution Methodology:
	If no Associate’s degree, HS diploma and four (4) years of experience performing commensurate functions.


Functional Analyst II

	Title:
	Functional Analyst II

	Functional Duties/Responsibilities:
	

	Develops internal processes for the production of client deliverables. Analyzes user needs to determine functional and cross-functional requirements. Collaborates with government and contractors to meet production schedules and provides technical assistance to clients. Maintains and monitors quality control measures. Analyzes requirements in the areas of business management, financial management, program scheduling, support requirements, and performs other analyst/management activities required for successful completion of the task. May assist in conducting impact studies, cost/benefit analyses, dependency models, and project tracking methodologies to help ensure the success and efficiency of the initiatives/objectives.

	Minimum Education Level:
	Bachelor of Art or Bachelor of Science Degree

	Minimum Experience Requirements:

Two (2) years of experience performing commensurate functions. Possesses intermediate working knowledge of the supporting client and office’s functions and best practices. Advanced experience in design and operation of office systems, management, and personnel. Specialized experience includes knowledge of specific office information systems operations, analysis, and formal documentation preparation.

	Substitution Methodology:
	If no Bachelor’s degree, HS diploma and six (6) years of experience performing commensurate functions.


Functional Analyst III

	Title:
	Functional Analyst III

	Functional Duties/Responsibilities:
	

	Develops internal processes for the production of client deliverables. Analyzes user needs to determine functional and cross-functional requirements. Collaborates with government and contractors to meet production schedules and provides technical assistance to clients. Creates, maintains, and improves quality control measures. Analyzes requirements in the areas of business management, financial management, program scheduling, critical deficiencies, support requirements, and performs other related analyst/management activities required for successful completion of the task. May conduct impact studies, cost/benefit analyses, dependency models, and project tracking methodologies to ensure the success and efficiency of the initiatives/objectives.

	Minimum Education Level:
	Bachelor of Art or Bachelor of Science Degree

	Minimum Experience Requirements:

Four (4) years of experience performing commensurate functions. Possesses intermediate working knowledge of the supporting client and office’s functions and best practices. Expert experience in design and operation of office systems, management, and personnel. Specialized experience includes knowledge of specific office information systems operations, analysis, and formal documentation preparation.

	Substitution Methodology:
	If no Bachelor’s degree, HS diploma and eight (8) years of experience performing commensurate functions.


Functional Analyst VI

	Title:
	Functional Analyst VI

	Functional Duties/Responsibilities:
	

	Utilizes a moderately wide scope of standards, practices, concepts, and theories to apply a structured approach to accomplish tasks at a high level involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have six (6) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and ten (10) years of experience performing commensurate functions.


Functional Analyst VIII

	Title:
	Functional Analyst VIII

	Functional Duties/Responsibilities:
	

	Utilizes a broad scope of standards, practices, concepts, and theories to apply a structured approach to accomplish tasks at a high level involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have eight (8) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and twelve (12) years of experience performing commensurate functions.


Functional Analyst IX
	Title:
	Functional Analyst IX

	Functional Duties/Responsibilities:
	

	Demonstrates a comprehensive understanding and wide application of standards, practices, concepts, and theories to apply a structured approach to accomplish tasks at a high level involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have nine (9) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and thirteen (13) years of experience performing commensurate functions.


Functional Analyst X
	Title:
	Functional Analyst X

	Functional Duties/Responsibilities:
	

	Demonstrates extensive expertise and understanding of standards, practices, concepts, and theories to apply a structured approach to accomplish tasks at a high level involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have ten (10) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and fourteen (14) years of experience performing commensurate functions.


Project Administrator I
	Title:
	Project Administrator I

	Functional Duties/Responsibilities:
	

	Responsible for administrative functions for clients and program managers within a program/division. Provides normal-level project management support by assisting with the coordination of client activities, preparing statistical reports, and responding to information requests. Gathers tasks, due dates, and available resources from managers in support of client initiatives. Executes clerical functions such as preparing correspondence, receiving visitors, and scheduling meetings. Provides project management support including tracking of project/program details.

	Minimum Education Level:
	Associate’s of Art of Associate’s of Science Degree

	Minimum Experience Requirements:

Two (2) years of project leadership experience. Proficient experience using word processing, spreadsheets, database applications, and PowerPoint. Demonstrates the ability to meet deadlines. Demonstrates strong working understanding of client protocols and business, including people, strategy, and operations. Excellent organizational, communication, and time management skills.

	Substitution Methodology:
	None


Project Administrator II
	Title:
	Project Administrator II

	Functional Duties/Responsibilities:
	

	Responsible for administrative functions for clients and program managers within a program/division. Provides mid-level program management support by assisting with the coordination of client activities, preparing statistical reports, and responding to information requests. Executes clerical functions such as preparing correspondence, receiving visitors, and scheduling meetings. Provides project management support including tracking of program/project details.

	Minimum Education Level:
	Associate’s of Art of Associate’s of Science Degree

	Minimum Experience Requirements:

Three (3) years of project leadership experience. Proficient to intermediate experience using word processing, spreadsheets, database applications, and PowerPoint. Experience with project control software. Demonstrates the ability to meet deadlines. Demonstrated ability to meet deadlines and a strong working understanding of client protocols and business, including people, strategy, and operations. Excellent organizational, communication, and time management skills.

	Substitution Methodology:
	None


Project Administrator III
	Title:
	Project Administrator III

	Functional Duties/Responsibilities:
	

	Responsible for administrative functions for clients and program managers within a program/division. Provides high-level program management support by assisting with the coordination of client activities, preparing statistical reports, and responding to information requests. Executes clerical functions such as preparing correspondence, receiving visitors, and scheduling meetings. Provides project management support including tracking of program/project details. Administrative formatting and processing of departmental and client required reports and client submittals. Sets up and oversees administrative policies and procedures for projects. Prepares contractual documents required by the client including assisting with contract changes.

	Minimum Education Level:
	Bachelor of Art of Bachelor of Science Degree

	Minimum Experience Requirements:

Five (5) years of project leadership experience. Intermediate to advanced skills in word processing, spreadsheets, database applications, and PowerPoint. Knowledge of project control software (Microsoft Project, Primavera). Demonstrates the ability to meet deadlines. Excellent organizational and time management skills. Excellent oral and written communication skills.  Demonstrates a strong understanding of client protocols and business, including people, strategy, and operations.

	Substitution Methodology:
	None


Management Analyst I
	Title:
	Management Analyst I

	Functional Duties/Responsibilities:
	

	Responsible for providing administrative services requiring research, analysis, findings, and recommendations on all assigned matters and performance of administrative duties. Actions will include, at a minimum, knowledge and adherence to all relevant laws, regulations, and other internal Client & Departmental policies and procedures relevant to assigned duties. The work is performed through development and application of automated systems, data mining, archival processes, graphic presentations, spreadsheets, databases, telecommunications, storage retrieval, program integrations, and other Client and Departmental system processes. Serves as a management analyst for a client review of one or more major functions or missions of the client’s organization. General duties include:

1. Plans, organizes, and conducts research of specific missions, programs, or systemic issues to identify required levels of effort, consolidation, and areas of concentration. Plans, organizes, and conducts the review to evaluate and coordinate the economy, efficiency, and effectiveness of management operations. Prepares detailed work plans to identify the scope, objectives, methodologies, schedules, itineraries, and steps to task completion, to include report submission.

2. Provides objective and substantive analyses of complex issues, programs, operations, or special projects. Gathers, analyzes, and synthesizes data defining and exploring significant problems, and formulating effective realistic solutions using data analyses. Reviews internal controls and procedures and provides technical guidance. Prepares work papers and performs quality review of work and reports prepared in compliance with the Clients’ standards.  Briefs the project leader on progress of assignments, highlighting potential problems and presenting viable solutions.

3. Performs operations to implement recommended processes and procedures.

4. Reports findings and recommendations for organizational improvements through counseling or for changes in policy or procedures. Prepares reports that contain recommendations for effective problem resolution. Maintains effective relations with client management at different levels for acceptance of work findings and resolution of conflicts. Provides written reports of analyses, findings, and recommendations on assigned matters within the timeframes specified by the government supervisor. 

Analyzes the competence, validity, findings and recommendations of all submitted reports. All reports must be consistent with defined practices, policies, and standards, written clearly with succinct professional language.

	Minimum Education Level:
	Bachelor of Art or Bachelor of Science Degree

	Minimum Experience Requirements:

Must possess at least four (4) years of professional business expertise.

	Substitution Methodology:
	None


Management Analyst II
	Title:
	Management Analyst II

	Functional Duties/Responsibilities:
	

	Responsible for providing administrative services requiring analysis, findings, and recommendations on all assigned matters and performance of administrative duties. Actions and findings will include, at a minimum, knowledge and adherence to all relevant laws, regulations, and other internal Departmental policies and procedures. The work is performed through development and application of automated systems, data mining, archival processes, graphic presentations, spreadsheets, databases, telecommunications, storage retrieval, program integrations, and other Client and Departmental system processes. 

General duties include:

1. Develops plans to review assigned areas. Plans, organizes, and conducts major component surveys of specific missions, programs or systematic issues to identify required levels of effort and areas of concentration. Plans, organizes, and conducts elements of the review to evaluate the economy, efficiency, and effectiveness of policy and management operations. Prepares detailed work plans to identify the scope, objectives, methodologies of reviews and to serve as a blueprint for specific actions.

2. As a program and management analyst, individually or as part of a client team, and under the guidance of the project leader, analyzes and evaluates a specific function or group of functions of a client organization. Conducts research, using interviews, personal observations and document reviews, to develop working hypotheses and recommend issues to be examined, to discover and identify problems and solutions, and to develop and support findings. Provides individual counseling to managers and other personnel regarding improvement in the management of units and programs. 

3. Provides technical advice and expertise. Reviews work products of other analysts and recommends changes as appropriate. Provides liaison for the client, establishes and maintains relationships with the key client officials and with outside groups. Ensures timely performance and quality work on assigned reviews. 

4. Performs operations to implement recommended processes and procedures. 

Provides written reports of analyses, findings, and recommendations on assigned matters. Analyses the competence, validity, findings and recommendations of the report. Report must be consistent with the client and professional standards include clear and succinct written findings (describing conditions, criteria, causes and effects) and recommendations and have verifying documentation attached. Provides oral briefings on the analyses, findings and recommendations to client officials.

	Minimum Education Level:
	Bachelor of Art or Bachelor of Science Degree

	Minimum Experience Requirements:

The contractor must have attained project manager status and will have at least six (6) years of total work experience.

	Substitution Methodology:
	None


Management Analyst III

	Title:
	Management Analyst III

	Functional Duties/Responsibilities:
	

	Responsible for providing administrative services requiring analysis, findings, and recommendations on all assigned matters and performance of administrative duties. Actions and findings will include, at a minimum, knowledge and adherence to all relevant laws, regulations, and other internal Departmental policies and procedures. The work is performed through development and application of automated systems, data mining, archival processes, graphic presentations, spreadsheets, databases, telecommunications, storage retrieval, program integrations, and other Client and Departmental system processes. 

General duties include:

1. Develops plans to review assigned areas. Plans, organizes, and conducts major component surveys of specific missions, programs or systematic issues to identify required levels of effort and areas of concentration. Plans, organizes, and conducts elements of the review to evaluate the economy, efficiency, and effectiveness of policy and management operations. Prepares detailed work plans to identify the scope, objectives, methodologies of reviews and to serve as a blueprint for specific actions.

2. As a program and management analyst, individually or as part of a client team, and under the guidance of the project leader, analyzes and evaluates a specific function or group of functions of a client organization. Conducts research, using interviews, personal observations and document reviews, to develop working hypotheses and recommend issues to be examined, to discover and identify problems and solutions, and to develop and support findings. Provides individual counseling to managers and other personnel regarding improvement in the management of units and programs. 

3. Provides technical advice and expertise. Reviews work products of other analysts and recommends changes as appropriate. Provides liaison for the client, establishes and maintains relationships with the key client officials and with outside groups. Ensures timely performance and quality work on assigned reviews. 

4. Performs operations to implement recommended processes and procedures. 

5. Provides written reports of analyses, findings, and recommendations on assigned matters. Analyses the competence, validity, findings and recommendations of the report. Report must be consistent with the client and professional standards include clear and succinct written findings (describing conditions, criteria, causes and effects) and recommendations and have verifying documentation attached. Provides oral briefings on the analyses, findings and recommendations to client officials.

	Minimum Education Level:
	Bachelor of Art or Bachelor of Science Degree

	Minimum Experience Requirements:

Must have attained director, manager or senior level analyst with at least ten (10) years of total work experience.

	Substitution Methodology:
	None


Program Analyst III

	Title:
	Program Analyst III

	Functional Duties/Responsibilities:
	

	An emerging authority in his/her field. Applies independent judgment, analysis, and solution development to accomplish work at a high level. This work is at a program or enterprise level and the analyst provide original insight and in-depth analysis for the program or enterprise and must be developed independently with coordination with relevant stakeholders. These analyses must involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have three (3) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and seven (7) years of experience performing commensurate functions.


Program Analyst IV

	Title:
	Program Analyst IV

	Functional Duties/Responsibilities:
	

	A recognized authority in his/her field. Applies independent judgment, analysis, and solution development to accomplish work at a high level. This work is at a program or enterprise level and the analyst provide original insight and in-depth analysis for the program or enterprise and must be developed independently with coordination with relevant stakeholders. These analyses must involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have four (4) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and eight (8) years of experience performing commensurate functions.


Program Analyst V

	Title:
	Program Analyst V

	Functional Duties/Responsibilities:
	

	A recognized expert in his/her field. Applies independent judgment, analysis, and solution development to accomplish work at a high level. This work is at a program or enterprise level and the analyst provide original insight and in-depth analysis for the program or enterprise and must be developed independently with coordination with relevant stakeholders. These analyses must involving planning, design, and implementation in support of: 1) management or strategy; 2) research, evaluations, studies, analyses, or simulations; 3) business policy and regulation or development assistance; 4) program or project management; 5) operational/administrative business support services or 6) general subject matter expertise.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The Analyst should have five (5) years of experience in one of the above areas.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and nine (9) years of experience performing commensurate functions.


Subject Matter Expert (SME)
	Title:
	Subject Matter Expert (SME)

	Functional Duties/Responsibilities:
	

	Applies a structured approach to provide expertise and to accomplish tasks at a high level involving planning, design, and construction in support of a specialized subject.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The SME should have ten (10) years of experience in at least one of these areas and be recognized as a proved performer who is self-directed. Generalized experience should include information system requirements analysis, system design, implementation, and testing, with increasing responsibilities in the scope and magnitude of the systems for which solutions have been implemented.

	Substitution Methodology:
	If no Bachelor’s degree or certification, HS diploma and fourteen (14) years of experience performing commensurate functions.


Project Manager
	Title:
	Project Manager

	Functional Duties/Responsibilities:
	

	The Project manager is responsible for supervising assignments and for the completion of agreed-upon assignments plans. The Project Manager will coordinate all subordinate activities. They review all work products to assure they meet professional standards and the assignment’s objective. The Project Manager maintains accountability of all the contractor’s personnel work schedules (hours worked annual leave and sick leave) and complete time cards. Also discusses company-related business with the contractor’s personnel and informs them of the needs of the agency. Discussions between the COR and Project Manager are made on a daily basis if needed to coordinate activities.

	Minimum Education Level:
	Bachelor’s Degree in a related field

	Minimum Experience Requirements:

The contractor must have attained project manager status and will have at least five (5) years of experience.

	Substitution Methodology:
	None


Administrative Assistant IV
	Title:
	Administrative Assistant IV

	Functional Duties/Responsibilities:
	

	Handles a wide variety of situations and conflicts involving the clerical or administrative functions of the office. Duties include or are comparable to the following. 

· Composes correspondence requiring some understanding of technical matters;

· Summarizes the content of incoming materials

· Ensures that requests for action or information are relayed to the appropriate staff member; as needed, interprets request and helps implement action; makes sure that information is furnished in timely manner.

	Minimum Education Level:
	HS Diploma

	Minimum Experience Requirements:

Less than one (1) year of experience in an office setting.

	Substitution Methodology:
	None


Allowable Substitutions of Education and Experience

When determining the qualifications of an individual to fill one of the positions offered, substitutions for the education and experience requirements may be made, as shown in the tables below. The minimum education and experience will be met when the educational equivalencies in the Tables below are considered. Additional educational achievements in excess of requirements can be substituted for experience requirements:
	Education Substitutions for Experience

	Required Education
	Actual Education Obtained
	Additional Years of Experience Credited

	MA/MS/MBA
	Ph.D.
	4

	BA/BS
	MA/MS/MBA
	2

	BA/BS
	Ph.D.
	6

	HS/GED
	BA/BS
	4

	HS/GED
	MA/MS/MBA
	6


	Experience Substitutions for Education

	Actual Education
	Required Education Obtained
	Additional Years of Experience Required

	None
	HS/GED
	2

	HS/GED
	Technical Institute/Military Training
	2

	HS/GED
	BA/BS
	4

	HS/GED
	MA/MS/MBA
	6

	HS/GED
	Ph.D.
	No Equivalency

	BA/BS
	MA/MS/MBA
	2

	BA/BS
	Ph.D.
	6

	MA/MS/MBA
	Ph.D.
	4


PAGE  
2

