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Organizational

Services

Corporation

Organizational Services Corporation, founded by Dr. Kenneth G. Amitin in 1979, is an Atlanta based training and consulting practice specializing in the design and delivery of work satisfaction and mentoring workshops, and leadership development initiatives. 
Purpose
Building High Performance Workforces

Focus
Preparing organizations to respond to challenges and change in ways that support organizational goals, values, and working relationships.

Commitment 
Our efforts support your vision, mission, values, and strategic goals.

Our services expand your organization’s capabilities.

We perform our services in collaborative partnership with you and your organization.
Services

Employee Work Satisfaction and Effectiveness

Work-Team Effectiveness

Mentoring Initiatives 

Leadership Development
Company Founder and President: Kenneth G. Amitin, Ph.D.

Current Activities

Consulting with organizational leaders, designing and conducting workshops that strengthen relationships between executives, managers, and employees; reducing cross-functional conflict through shared vision and strategic goals; helping people convey their skills, knowledge, and wisdom to others throughout their organization.

Special Focus:  Career, leadership, and workforce development.  Work satisfaction, retention, and creative mentoring in change-driven organizations.

Partial List of Government Clients Served

( Centers for Disease Control and Prevention ( Nuclear Regulatory Commission 
( USDA Food and Nutrition Service ( USDA Forest Service ( Immigration & Naturalization Service ( Southeastern Power Administration ( Georgia Environmental Facilities Authority 
( Environmental Protection Agency ( U.S. Department of Energy-Radioactive Waste 
( Georgia Department of Administrative Services ( Pension Benefits Guarantee Corporation. 

Talents and Capabilities

Consultant, adult educator, and master trainer and facilitator with over thirty years of experience in workforce development.

Conceptualization, design, and delivery of breakthrough discovery learning programs addressing work-specific skills for employee job satisfaction; leadership; mentoring; communication; empowerment, influencing; and consulting.  
Professional Achievements, Education

Dr. Amitin is a featured seminar leader and speaker at national conferences, including the National Association of Government Training and Development (NAGTAD), American Society for Training and Development (ASTD), Symposium on Labor and Employee Relations (SOLER), and the State of Georgia Governor’s Conference on Small Business.  He is also the author of professional articles published in national training and human resource journals and magazines.
The Centers for Disease Control and Prevention awarded a Certificate of Participation certifying that Dr. Amitin participated in and contributed to the success of the CDC’s 2009 Novel Influenza A (H1N1) response. 
Dr. Amitin holds a BA degree from California State University at Northridge, an MA degree from Clark-Atlanta University, and a PhD from Georgia State University.

SIN 874-1 Integrated Consulting Services

Strategic Planning

Through a combination of consultation, training, and facilitation, we organize and meaningfully guide your strategic planning team through a process of envisioning the future, establishing strategic goals and objectives, and mobilizing the energy, commitment, resources, and talents of your workforce to achieve that future.

Deliverables include:

· Mission statement

· Vision statement

· Values 

· Strategic goals

· Strategic objectives

· Critical success factors and inhibitors

· Business function analysis

· Information flow analysis

· Workforce projections

Process Improvement

Government agencies are striving for accountability, measurable results, and quality customer service.  At the same time, many agencies are expecting their workforce to do more with fewer resources, which requires working smarter and more efficiently. 

We assist agencies in conducting an in-depth examination of processes and procedures and develop plans to streamline and improve organizational effectiveness and efficiency.

Facilitation Services

We provide expert facilitation between and among National, Regional, Field and Division personnel who are struggling with the need to establish consensus and or general agreement regarding a particular, service, policy, or product.

Our approach is to design planned discovery learning activities that enable participants to understand and value each other’s differences, describe best practices, select the most workable approach, and resolve differences in ways that build teamwork, unity, and a finished product or agreed upon solution.

(SIN 874-1 Integrated Consulting Services: Continued)

Employee ViewPoint Survey: Clarifying Issues-Generating Solutions-Taking Action 
Employee ViewPoint Survey:  Clarifying Issues-Generating Solutions-Taking Action focuses the collective knowledge, experience, and problem-solving skills of managers and staff on selected employee viewpoint survey topics that lend themselves to organizational-wide improvement actions.  

Benefits: 

· Unifies your team around common goals
· Taps into the collective knowledge, experience, and problem-solving skills of employee teams

· Demonstrates that leadership is listening and responding to staff input and ideas

· Enhances communication and reduces distance gaps between leadership and staff

Career Information Directory

The Career Information Directory is a competency based career exploration tool that transforms your job description data into practical, compact, and reliable data-base enabling employees to accurately, efficiently, and realistically target as well as eliminate specific jobs for career development.
Benefits:

· Promotes employee involvement and responsibility for career development

· Facilitates internal employee movement

· Excellent as a cross-training and recruitment aid

· Reduces unwanted turnover 

· Internally maintained and easily updated

· Supports equal opportunity efforts

· Cost-effective and easy to use

SIN 874-4 -Training Services:  Instructor Led Training, Web-Based Training, Education Courses, Course Development, Test Administration, Learning Management and Internships 
Expanding Your Work Satisfaction & Effectiveness

(AKA Work, Change, and You: Expanding Your Job Satisfaction) 

Expanding Your Work Satisfaction and Effectiveness is a one-day workshop that prepares employees--in partnership with their manager, supervisor, or team leader--to develop and implement meaningful ways to expand their work satisfaction and effectiveness --particularly during times of organizational change and uncertainty.

What Participants Say About This Course

· Gives both supervisors and workers a common point to start a discussion.

· It will help you improve your communication with your supervisor and co-workers.
· Gives you new perspective.  Eye awakening course for self-improvement.
· Helps understand importance of identifying ways to improve job satisfaction.
· It was a one-day class that should have career-long range effects.
· This course provides some structure to what is a difficult problem-approaching others on the need/desire for change.
· Excellent and organized method to facilitate raising issues and how to be a part of the solution.
· Excellent for building a relationship with the job, other people, and how to maintain self-esteem.
· This workshop really sharpens one’s mind and performance.
· This has been the most different and interesting training I have ever had.
· It’s very positive!  Worthwhile for all staff.
· Informative, helpful, thought provoking.  A valuable experience. Worth the time spent.  It’s a good day.

· In my 14 years, I declare this course as one of the two best.  Well worth the time.
During the workshop participants:

· Through a series of self-discovery exercises, gain insight into their work situation 

· Develop a well thought out work satisfaction/work effectiveness improvement solution
· Prepare to communicate and discuss their solution with their supervisor after the workshop

Participants benefit by:

· Improving communication

· Expanding opportunities for meaningful and satisfying work

· Enhancing skills and insights for achieving greater success at work

· Assuring more productive work

Who Should Attend
This course is ideal for intact work units wanting develop ways to improve the quality of their work-life and work effectiveness 
Course Length: 1-day

Taking Time to Talk

Listening and responding to employee needs for expanded work satisfaction is one of the most effective and least expensive ways to build a quality organization.
Taking Time to Talk prepares managers and supervisors to listen, discuss, and respond appropriately to the work satisfaction needs of employees.  The prerequisite for this half-day course is participation in Expanding Your Work Satisfaction and Effectiveness
You Will Learn How To:

· Listen to requests

· Anticipate most likely requests

· Determine feasibility

· Develop alternatives

· Follow through

· Say ‘No’ effectively, when you must

You Will Benefit by:

· Promoting trust and open communication

· Recognizing and appreciating people

· Encouraging creativity and new ideas

· Encouraging involvement and participation

Who Should Attend
Managers and supervisors whose employees have participated in Expanding Your Work Satisfaction and Effectiveness
Course Length:  ½ day

How to Recognize and Establish Operating Agreements

Operating agreements form the basis for how team members work together.  They are informal and often unstated norms and “rules” that govern team culture and individual team member behavior.  

How to Recognize and Establish Operating Agreements is a half-day course that provides leaders with a system for establishing helpful operating agreements. 

You Will Learn How To:

· Understand operating agreements

· Identify operating agreements that are helpful and those that hinder

· Establish helpful operating agreements

· Remove unhelpful operating agreements

You Will Benefit by:

· Increasing organizational effectiveness
· Strengthening team culture
· Promoting effective communications
Who Should Attend?
Managers and supervisors.

Course Length:  ½ day

How to Lead Team Meetings

Team meetings, when skillfully led, are great and effective tools for getting work done. 

How to Lead Team Meetings is a one-day course that prepares leaders to increase their skills in facilitating the following types of meetings:

Information Transfer Meetings - Information is the lifeblood of a team.  Relevant and timely information is essential for team effectiveness.

Problem Solving Meetings - Teams achieve results by applying their combined experience, knowledge, and skills to the problem at hand.

Action-Taking Meetings - When teams are united in their course of action, they can accomplish even the most difficult of tasks.

You Will Learn How To:
· Appropriately involve participants

· Be clear and concise
· State the problem

· Establish operating agreements

· Make sure all are involved

· Brainstorm

· Explore ideas

· Come to Solution
· Use visual aids
You Will Benefit by:

· Improving the meeting process

· Using the collective skills and experience of the team

· Keeping people focused

· Saving time

· Achieving results

Who Should Attend
Managers, supervisors, and team leaders

Course Length:  1 day

How to Assign and Delegate Tasks to Team Members

The ability to get work done often depends on the skillful assignment and delegation of individual and team tasks. 

Assigning tasks to others is done for many reasons.  The most obvious is to get the work done on time in accordance with quality standards.  Other reasons for assigning tasks include job satisfaction and team member development.  

How to Assign and Delegate Tasks to Team Members is a half-day course that helps leaders develop skills to assign tasks with clarity and acceptance.
You Will Learn How To:

· Tell why the task is important and of value to those who are to do it

· Describe what is to be done and the tools and resources available to do it 

· Identify who is to work on the task and how much time is available

· Describe what reports or products are to be developed

You Will Benefit by:

· Making the assignment perfectly clear so that it is not open to misinterpretation

· Knowing that you have assigned the right task to the right people

· Ensuring the appropriate resources are available to successfully complete the task

· Having meaningful reports and products

Who Should Attend
Managers, supervisors, team leaders and those with responsible for facilitating or leading a work group of their peers

Course Length: ½ day

Mentoring Applications: 
Working through Organizational and Personal Dilemmas

Mentoring, managing, and leading are different but interconnected skills that are essential for effectiveness in today's workplace.  

Mentoring Applications is a leadership development course that prepares people to convey their skills, knowledge, and wisdom to others throughout their organization.  

You Will Learn How To:

· Establish a trusting and committed mentoring relationship

· Identify the purpose and value of dilemmas in the mentoring relationship

· Assess protégé readiness for mentoring.

· Differentiate between direct and indirect mentoring activities

· Design purposeful mentoring activities 

· Offer perspective

You Will Benefit by:

· Developing the skills, insights, and techniques to be a successful mentor.  

Who Should Attend
Leaders, managers, supervisors, and formal and informal mentors who desire to develop and sharpen their capacity to develop others through the mentoring process. 

Course Length: 1 day

Customer Information 
General Services Administration

Federal Acquisition Service 

Authorized Federal Supply Schedule Price List 
On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an electronic order is available through GSA Advantage!™, a menu-driven database system.  The Internet address for GSA Advantage!™ is: http://www.GSAAdvantage.gov

Schedule for-MOBIS
Federal Supply Group-874
Class: 8742
Contract Number: GS-10F-0145L

For More information on ordering from Federal Supply Schedules, click on the FSS Schedules button at http://www.fss.gsa.gov
Revised 2013

Contractor: 
Organizational Services Corporation

3282 Clairmont North
Atlanta, Georgia 30329

Business Size:  Small
Telephone:  404/320-1839

Extension: (NA)

FAX Number:  404.320-7076

Web Site:  www.orgserv.com
E-mail: Kenamitin@orgserv.com
Contract Administration:  Ken Amitin

CUSTOMER INFORMATION 
1a. Table of Awarded Special Number(s) with appropriate cross-reference to page numbers: 874-1 and 874-4
1b. Identification of the lowest priced model number and lowest unit price for each special item number awarded in the contract.  This price is the government price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other concession-affecting price.  Those contracts that have unit prices based on the geographic location of the customer should show the range of the lowest price, and cite the areas to which the prices apply:  (See price list below)
1c. Hourly Rates: (NA) 
2. Maximum Order:  $1,000,000.00
3. Minimum Order:  $100.00
4. Geographic Coverage:  Worldwide
5. Points of Production: Same as company address
6. Discount from list prices or statement of net price:  Government net prices (discounts already deducted).  See attached Price Schedule 
CUSTOMER INFORMATION (Continued)

7. Quantity discounts:  Fifteen percent (15%) discount for 10 or more workshops on a single purchase order.

8. Prompt payment terms:  Net 30 days
9a. Notification that Government purchase cards are accepted up to the micro-purchase threshold:  No

9b. Notification whether Government purchase cards are accepted or not accepted above the micro-purchase threshold:  No

10. Foreign items (list by country of origin):  None 
11a. Time of Delivery:  Specified on the Task Order

11b. Expedited Delivery:  NA

11c. Overnight and 2-day delivery:  NA

11d. Urgent Requirements: Contact Contractor

12. F.O.B. Point(s): Destination

13a. Ordering Address:  Same as Contractor 

13b. Ordering Procedures:  For supplies and services, the ordering procedures information on blanket Purchase Agreements (BPA’s) , and a sample BPA can be found at the GSA/FSS Schedule homepage (fss.gsa.gov/schedules).
14. Payment Address:  Same as Contractor

15. Warranty provision:  NA
16. Export Packing Charges:  NA

17. Terms and conditions of government purchase card acceptance (any thresholds above the micro-purchase level:  NA

18. Terms and conditions of rental, maintenance, and repair:  NA

19. Terms and conditions of installation: NA

20. Terms and conditions of repair parts indicting date of parts price lists’ and any discounts from list prices:  NA 

21. List of service and distribution points:  NA
22. List of participating dealers:  NA

23. Preventative maintenance:  NA

24. Environmental attributes, e. recycled content, energy efficiency, and/or reduced pollutants:  NA 

25. Data Universal Numbering System (DUNS): 165919309

26. Notification regarding registration in Central Contractor (CCR) database:  Registered 

Service Contract Statement

The awarded labor categories are exempt from Service Contract Act (SCA), if a future revision of the WD should result in a higher prevailing wage rate and fringe benefit rate than the contractor is currently paying for a service employee, and the Department of Labor should later determine that his / her position is SCA eligible, the contractor will be responsible for paying the higher of the two wages without adding further burden to the government contract pricing. If and / or when the contractor adds SCA labor categories / employees to the contract through the modification process, the contractor must inform the CO and establish a SCA matrix identifying the GSA labor category titles, the occupational code, SCA labor category titles and the applicable WD number. Failure to do so may result in cancellation of the contract.

Price Schedule 
Organizational Services Corporation (OSC)
Established 1979

874-1: Integrated Consulting Services
Senior Management Consultant
$2,094.00/day

OSC Senior Management Consultants and Senior Facilitators have a minimum of ten (10) years of organizational and leadership development consulting and training; a proven record of success working with diverse employees at every level; and hold a doctorate or masters degree from an accredited college or university. 
Workplace Satisfaction-- Mentoring Initiatives-- Team Effectiveness
--Leadership Development 

Responding to Employee ViewPoint Survey Results
874-4: Training Services: Instructor Led Training, Web Based Training and Education Courses, Course Development and Test Administration, Learning Management, Internships 







Mentoring Applications:  Working Through Organizational and 

Personal Dilemmas







$3,340.00


-One-day workshop


-For up to 25 participants


-Includes materials

Expanding Your Work Satisfaction and Effectiveness



$3,340.00

-One-day workshop


-For up to 25 participants


-Includes materials

Taking Time to Talk







$1,670.00


-Half-day workshop

-Follow-on training for supervisors and managers

-For up to 15 participants

-Includes materials

How to Recognize and Establish Operating Agreements



$1,670.00


-Half-day workshop

-For up to 20 participants

-Includes materials

How to Lead Team Meetings






$3,340.00
-One-day workshop


-For up to 20 participants


-Includes materials

How to Assign and Delegate Tasks to Team Members



$1,670.00
-Half-day workshop


-For up to 20 participants


-Includes materials

1.  Allowable lodging, per diem, and travel are not included. 

2.  Fifteen percent (15%) volume discount for 10 or more workshops listed on a single purchase order.

Kenneth G. Amitin, Ph.D.

President 

404/320-1839

kenamitin@orgserv.com 
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