Schedule for  - Professional Engineering Services (PES)

Federal Supply Group: 871
Class:  R425

Contract Number:  GS-10F-0146W

For more information on ordering from Federal Supply Schedules 

click on the FSS Schedules button at http://www.gsa.gov/schedules-ordering

Contract Period:  March 29, 2010 through March 28, 2015

Contractor: 
Advanced Management Strategies Group Inc.  (AMSG)


3800 Fettler Park Drive Suite 103

Dumfries, VA 22025 2046

Business Size:
Small, Veteran Owned, Service-Disabled Business

Telephone:
(703) 405-1162

Extension:

FAX Number:
(540)-242-0085
Web Site: 
www.amsgcorp.net

E-mail: 
shuber@amsgcorp.net

Contract Administration:
Scott  Huber

CUSTOMER INFORMATION:

1a.
Table of Awarded Special Item Number(s) with appropriate cross-reference to page 


numbers:  871-1(EE,ME), 871-1RC, 871-2(EE,ME), 871-2RC, 871-3(EE,ME), 871-3RC, 871-4(EE,ME), 871-4RC, 871-5(EE,ME), 871-5RC, 871-6(EE,ME), 871-6RC

1b.
Identification of the lowest priced model number and lowest unit price for that model 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.

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.
2.
Maximum Order:  $1,000,000.00

3.
Minimum Order:  $100.00
4.
Geographic Coverage (delivery Area):  Domestic and Overseas
5.
Point(s) of production (city, county, and state or foreign country):  Same as company address
6.
Discount from list prices or statement of net price:  Government net prices (discounts already deducted).  See Attachment.

7.
Quantity discounts:  None Offered
8.
Prompt payment terms:  Net 30 days
9a.
Notification that Government purchase cards are accepted up to the micro-purchase threshold:  Yes
9b.
Notification whether Government purchase cards are accepted or not accepted above the micro-purchase threshold:  will accept over $3,000
10.
Foreign items (list items by country of origin):  None 

11a.
Time of Delivery  (Contractor insert number of days):  Specified on the Task Order
11b.
Expedited Delivery.  The Contractor will insert the sentence “Items available for expedited delivery are noted in this price list.” under this heading.  The Contractor may use a symbol of its choosing to highlight items in its price list that have expedited delivery:  Contact Contractor
11c.
Overnight and 2-day delivery.  The Contractor will indicate whether overnight and 2-day delivery are available.  Also, the Contractor will indicate that the schedule customer may contact the Contractor for rates for overnight and 2-day delivery:  Contact Contractor
11d.
Urgent Requirements.  The Contractor will note in its price list the “Urgent Requirements” clause of its contract and advise agencies that they can also contact the Contractor’s representative to effect a faster delivery:  Contact Contractor
12.
F.O.B Points(s):  Destination
13a.
Ordering Address(es):  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(es):  Same as company address
15.
Warranty provision.:  Contractor’s standard commercial 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):   Contact Contractor
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 applicable):  N/A

23. 
Preventive maintenance (if applicable):   N/A
24a.  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. contactor’s website or other location.)  The EIT standards can be found at:  www.Section508.gov/.
25.
Data Universal Numbering System (DUNS) number:  82-7128187
26.  
Notification regarding registration in Central Contractor Registration (CCR) database:  Registered
SINs 871-1(,EE,ME), 871-1RC, 871-2(,EE,ME), 871-2RC, 871-3(,EE,ME), 871-3RC, 871-4 (EE,ME), 871-4RC, 871-5(,EE,ME), 871-5RC, 871-6(EE,ME), 871-6RC
	Year 1, 3-29-2010 to 3-28-2011

	SERVICE PROPOSED 
	ON-SITE Contractor facility
	OFF-SITE Customer facility

	
	PRICE OFFERED TO GSA (including IFF)
	 PRICE OFFERED TO GSA (including IFF)

	Senior Executive
	$201.61 
	$184.82 

	Senior Associate
	$165.72 
	$151.89 

	Program Manager
	$143.37 
	$131.43 

	Project Manager
	$120.97 
	$110.87 

	Staff Technologist III
	$156.81 
	$143.74 

	Staff Technologist II
	$134.45 
	$123.25 

	Staff Technologist I
	$125.45 
	$114.99 

	Engineer V
	$139.84 
	$128.18 

	Engineer IV
	$122.04 
	$111.88 

	Engineer III
	$104.33 
	$95.63 

	Engineer II
	$88.16 
	$80.81 

	Engineer I
	$71.99 
	$65.98 

	Analyst V
	$120.80 
	$110.72 

	Analyst IV
	$98.99 
	$90.75 

	Analyst III
	$80.94 
	$74.20 

	Analyst II
	$63.27 
	$58.01 

	Analyst I
	$51.68 
	$47.37 

	Sr. Logistics Analyst
	$102.92 
	$94.34 

	Logistics Specialist
	$80.77 
	$74.05 

	Data Management Analyst
	$64.83 
	$59.43 

	Data Analyst
	$35.12 
	$32.18 

	Sr. Graphic Artist
	$65.49 
	$60.04 

	Graphic Artist
	$40.20 
	$36.86 

	Illustrator/Draftsman
	$54.81 
	$50.24 

	Sr. Administrative Assistant
	$51.68 
	$47.37 

	Administrative Assistant
	$27.76 
	$25.46 

	Training Specialist III
	$95.07 
	$87.15 

	Training Specialist II
	$76.07 
	$69.72 

	Training Specialist I
	$55.98 
	$51.31 

	
	
	

	Year 2, 3-29-2011 to 3-28-2012

	SERVICE PROPOSED 
	ON-SITE Contractor facility
	OFF-SITE Customer facility

	
	PRICE OFFERED TO GSA (including IFF)
	 PRICE OFFERED TO GSA (including IFF)

	Senior Executive
	$207.66 
	$190.36 

	Senior Associate
	$170.69 
	$156.45 

	Program Manager
	$147.67 
	$135.37 

	Project Manager
	$124.60 
	$114.20 

	Staff Technologist III
	$161.51 
	$148.05 

	Staff Technologist II
	$138.48 
	$126.95 

	Staff Technologist I
	$129.21 
	$118.44 

	Engineer V
	$144.04 
	$132.03 

	Engineer IV
	$125.70 
	$115.24 

	Engineer III
	$107.46 
	$98.50 

	Engineer II
	$90.80 
	$83.23 

	Engineer I
	$74.15 
	$67.96 

	Analyst V
	$124.42 
	$114.04 

	Analyst IV
	$101.96 
	$93.47 

	Analyst III
	$83.37 
	$76.43 

	Analyst II
	$65.17 
	$59.75 

	Analyst I
	$53.23 
	$48.79 

	Sr. Logistics Analyst
	$106.01 
	$97.17 

	Logistics Specialist
	$83.19 
	$76.27 

	Data Management Analyst
	$66.77 
	$61.21 

	Data Analyst
	$36.17 
	$33.15 

	Sr. Graphic Artist
	$67.45 
	$61.84 

	Graphic Artist
	$41.41 
	$37.97 

	Illustrator/Draftsman
	$56.45 
	$51.75 

	Sr. Administrative Assistant
	$53.23 
	$48.79 

	Administrative Assistant
	$28.59 
	$26.22 

	Training Specialist III
	$97.92 
	$89.76 

	Training Specialist II
	$78.35 
	$71.81 

	Training Specialist I
	$57.66 
	$52.85 

	
	
	

	Year 3, 3-29-2012 to 3-28-2013

	SERVICE PROPOSED 
	ON-SITE Contractor facility
	OFF-SITE Customer facility

	
	PRICE OFFERED TO GSA (including IFF)
	 PRICE OFFERED TO GSA (including IFF)

	Senior Executive
	$213.89 
	$196.08 

	Senior Associate
	$175.81 
	$161.14 

	Program Manager
	$152.10 
	$139.43 

	Project Manager
	$128.34 
	$117.62 

	Staff Technologist III
	$166.36 
	$152.49 

	Staff Technologist II
	$142.64 
	$130.76 

	Staff Technologist I
	$133.09 
	$121.99 

	Engineer V
	$148.36 
	$135.99 

	Engineer IV
	$129.47 
	$118.69 

	Engineer III
	$110.68 
	$101.45 

	Engineer II
	$93.53 
	$85.73 

	Engineer I
	$76.37 
	$70.00 

	Analyst V
	$128.16 
	$117.46 

	Analyst IV
	$105.02 
	$96.28 

	Analyst III
	$85.87 
	$78.72 

	Analyst II
	$67.12 
	$61.54 

	Analyst I
	$54.83 
	$50.25 

	Sr. Logistics Analyst
	$109.19 
	$100.09 

	Logistics Specialist
	$85.69 
	$78.56 

	Data Management Analyst
	$68.78 
	$63.05 

	Data Analyst
	$37.26 
	$34.14 

	Sr. Graphic Artist
	$69.48 
	$63.70 

	Graphic Artist
	$42.65 
	$39.10 

	Illustrator/Draftsman
	$58.15 
	$53.30 

	Sr. Administrative Assistant
	$54.83 
	$50.25 

	Administrative Assistant
	$29.45 
	$27.01 

	Training Specialist III
	$100.86 
	$92.46 

	Training Specialist II
	$80.70 
	$73.97 

	Training Specialist I
	$59.39 
	$54.43 

	
	
	

	Year 4, 3-29-2013 to 3-28-2014

	SERVICE PROPOSED 
	ON-SITE Contractor facility
	OFF-SITE Customer facility

	
	PRICE OFFERED TO GSA (including IFF)
	 PRICE OFFERED TO GSA (including IFF)

	Senior Executive
	$220.30 
	$201.96 

	Senior Associate
	$181.09 
	$165.97 

	Program Manager
	$156.66 
	$143.62 

	Project Manager
	$132.19 
	$121.15 

	Staff Technologist III
	$171.35 
	$157.07 

	Staff Technologist II
	$146.92 
	$134.68 

	Staff Technologist I
	$137.08 
	$125.65 

	Engineer V
	$152.81 
	$140.07 

	Engineer IV
	$133.36 
	$122.25 

	Engineer III
	$114.00 
	$104.50 

	Engineer II
	$96.33 
	$88.30 

	Engineer I
	$78.67 
	$72.10 

	Analyst V
	$132.00 
	$120.99 

	Analyst IV
	$108.17 
	$99.16 

	Analyst III
	$88.45 
	$81.08 

	Analyst II
	$69.14 
	$63.39 

	Analyst I
	$56.47 
	$51.76 

	Sr. Logistics Analyst
	$112.46 
	$103.09 

	Logistics Specialist
	$88.26 
	$80.92 

	Data Management Analyst
	$70.84 
	$64.94 

	Data Analyst
	$38.38 
	$35.16 

	Sr. Graphic Artist
	$71.56 
	$65.61 

	Graphic Artist
	$43.93 
	$40.28 

	Illustrator/Draftsman
	$59.89 
	$54.90 

	Sr. Administrative Assistant
	$56.47 
	$51.76 

	Administrative Assistant
	$30.33 
	$27.82 

	Training Specialist III
	$103.89 
	$95.23 

	Training Specialist II
	$83.12 
	$76.18 

	Training Specialist I
	$61.17 
	$56.07 

	
	
	

	Year 5, 3-29-2014 to 3-28-2015

	SERVICE PROPOSED 
	ON-SITE Contractor facility
	OFF-SITE Customer facility

	
	PRICE OFFERED TO GSA (including IFF)
	 PRICE OFFERED TO GSA (including IFF)

	Senior Executive
	$226.91 
	$208.02 

	Senior Associate
	$186.52 
	$170.95 

	Program Manager
	$161.36 
	$147.93 

	Project Manager
	$136.15 
	$124.79 

	Staff Technologist III
	$176.49 
	$161.78 

	Staff Technologist II
	$151.32 
	$138.72 

	Staff Technologist I
	$141.20 
	$129.42 

	Engineer V
	$157.39 
	$144.27 

	Engineer IV
	$137.36 
	$125.92 

	Engineer III
	$117.42 
	$107.63 

	Engineer II
	$99.22 
	$90.95 

	Engineer I
	$81.03 
	$74.26 

	Analyst V
	$135.96 
	$124.62 

	Analyst IV
	$111.41 
	$102.14 

	Analyst III
	$91.10 
	$83.51 

	Analyst II
	$71.21 
	$65.29 

	Analyst I
	$58.17 
	$53.32 

	Sr. Logistics Analyst
	$115.84 
	$106.18 

	Logistics Specialist
	$90.91 
	$83.34 

	Data Management Analyst
	$72.97 
	$66.89 

	Data Analyst
	$39.53 
	$36.22 

	Sr. Graphic Artist
	$73.71 
	$67.58 

	Graphic Artist
	$45.25 
	$41.49 

	Illustrator/Draftsman
	$61.69 
	$56.55 

	Sr. Administrative Assistant
	$58.17 
	$53.32 

	Administrative Assistant
	$31.24 
	$28.66 

	Training Specialist III
	$107.00 
	$98.09 

	Training Specialist II
	$85.62 
	$78.47 

	Training Specialist I
	$63.01 
	$57.75 


	SCA Eligible Contract Labor Category
	SCA Equivalent Code Title
	WD Number

	**Sr. Graphic Artist
	13043 Illustrator III
	52103

	**Graphic Artist
	15080 Graphic Artist
	52103

	**Illustrator/Draftsman
	30060 Drafter/CAD Operator
	52103

	**Sr. Administrative Assistant
	01020 Administrative Assistant
	52103

	**Administrative Assistant
	01280 Receptionist
	52103


"The Service Contract Act (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 Number(s) identified in the SCA matrix. The prices offered are based on the preponderance 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."

SENIOR EXECUTIVE 

Minimum Requirements: A master’s degree with a minimum of 20 years Engineering Technical or Business Management experience is required. 

General Experience in Lieu of Academic Requirements: Any combination during the preceding 6 years assigned in a supervisory role on a major military Command Staff or in an industry executive position. 

Functional Responsibility: Acts as a consultant and uses broad experience to guide clients in solutions of complex or critical problems.  Provides specific, demonstrated, recognized expertise directly related to the knowledge and skills required for a particular task. 

SENIOR ASSOCIATE 

Minimum Requirements: A bachelor’s degree with a minimum of 14 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 18 years experience. 

Functional Responsibility: Senior technical professional who possesses qualifications as a senior consultant acting as an advisor in complex and critical client projects.  The Senior Associate provides expert scholarly advice to the project. 

PROGRAM MANAGER 

Minimum Requirements: A bachelor’s degree and 10 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 14 years experience. 

Functional Responsibility: Senior technical professional who possesses supervisory and managerial experience in completing an engineering project development from inception to production.  The experience should also include a demonstrated ability to manage multiple projects simultaneously, providing guidance and direction for particular tasks.  Expertise in the management and control of funds and resources is required. 

PROJECT MANAGER 

Minimum Requirements: A bachelor’s degree and 5 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 9 years experience. 

Functional Responsibility:  Technical professional who possesses supervisory and managerial experience in completing an engineering project development from inception to production.  The experience should also include a demonstrated ability to provide guidance and direction for particular tasks.  Expertise in the management and control of funds and resources is preferable. 

STAFF TECHNOLOGIST III 

Minimum Requirements: A doctorate degree and 10 years experience, or a master’s degree and 12 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 16 years experience. 
Functional Responsibility: Senior technical professional who possesses supervisory and managerial experience in development and completion of engineering projects from inception to production.  The experience shall be in fields such as development of expert systems, state-of-the-art methodologies for development of laser technology applications for surveillance and/or weapon guidance/control systems, particle physics, infrared imaging as applied to materials identification and weapons systems, concept and prototype development, operations research as applied to process methodology analysis, hazardous materials identification, control and disposal technology, or information technology and communication applications. 

STAFF TECHNOLOGIST II 

Minimum Requirements: A doctorate degree and 8 years experience, or a master’s degree and 10 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 14 years experience. 
Functional Responsibility: Works independently, with experience in fields such as development of expert systems, state-of-the-art methodologies, laser technology applications for surveillance and/or weapon guidance/control systems, particle physics, infrared imaging as applied to materials identification and weapons systems, concept and prototype development, operations research as applied to process methodology analysis, hazardous materials identification, control and disposal technology, or information technology and communication applications. 

STAFF TECHNOLOGIST I
Minimum Requirements: A bachelor’s degree with a minimum of 6 years experience, or a master’s degree and 8 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 12 years experience. 
Functional Responsibility: Works as a team member, with experience in fields such as development of expert systems, state-of-the-art methodologies, laser technology applications for surveillance and/or weapon guidance/control systems, particle physics, infrared imaging as applied to materials identification and weapons systems, concept and prototype development, operations research as applied to process methodology analysis, hazardous materials identification, control and disposal technology, or information technology and communication applications. 

ENGINEER V
Minimum Requirements: A bachelor’s degree with a minimum of 10 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 14 years experience. 
Functional Responsibility: Functions as a team leader responsible for specific technical duties related to engineering disciplines. Possesses experience in design, development, and evaluation of various engineering programs.  These activities may consist of systems planning, performance management, capacity planning, testing and validation, information engineering, and development and staffing of a systems engineering management plan.  Ensures compliance with technological standards throughout projects. 

ENGINEER IV 

Minimum Requirements: A bachelor’s degree with a minimum of 8 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 12 years experience. 

Functional Responsibility: Designs, develops, and evaluates various engineering programs.  Functions as a team member responsible for specific technical duties related to engineering disciplines.  These activities may consist of systems planning, performance management, capacity planning, testing and validation, information engineering, and development and staffing of a systems engineering management plan.  Ensures compliance with technological standards throughout projects. 

ENGINEER III 

Minimum Requirements: A bachelor’s degree with a minimum of 6 years experience. 
General Experience in Lieu of Academic Requirements: A minimum of 10 years experience. 

Functional Responsibility: Performs a variety of assigned engineering duties, including analysis, design and development, evaluation, specifications, procedures, troubleshooting, and documentation related to a specific engineering discipline.  May be called upon to deliver presentations. 

ENGINEER II 

Minimum Requirements: A bachelor’s degree with a minimum of 4 years experience. 
General Experience in Lieu of Academic Requirements: A minimum of 8 years experience. 

Functional Responsibility: Under general supervision, performs a variety of engineering duties, including analysis, design and development, evaluation, specifications, procedures, troubleshooting, and documentation related to a specific engineering discipline.  May be called upon to deliver presentations. 

ENGINEER I 

Minimum Requirements: A bachelor’s degree.  This is an entry level position. 

General Experience in Lieu of Academic Requirements: A minimum of 4 years experience. 

Functional Responsibility: Under close supervision and within well-defined guidelines, applies knowledge of engineering to assist in solving client problems.  Applies engineering principles to investigate, analyze, plan, design, develop, implement, test, or evaluate information technology systems. 

ANALYST V
Minimum Requirements: A bachelor’s degree with a minimum of 10 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 14 years experience. 

Functional Responsibility: Leads a team and applies advanced, comprehensive knowledge of methodologies, principals, and practices related to logistics, business, or financial management disciplines.  Ability to organize, analyze, interpret, and evaluate financial and management data in the solution of financial management and accounting problems.  Responsible for ensuring compliance with technological standards throughout the project.  Operates with considerable latitude for actions and decisions.  May serve as a prime point of contact with the client.  May be called upon to deliver presentations, plan tasks, and coordinate resources and budgets. 

ANALYST IV 

Minimum Requirements: A bachelor’s degree with a minimum of 8 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 12 years experience. 

Functional Responsibility: Works as a team member with advanced, comprehensive knowledge of methodologies, principals and practices related to logistics, business, or financial management disciplines.  Ability to organize, analyze, interpret, and evaluate financial and management data in the solution of financial management and accounting problems.  Ensures compliance with technological standards throughout the project.  Operates with considerable latitude for actions and decisions.  May serve as a prime point of contact with the client.  May be called upon to deliver presentations, plan tasks, and coordinate resources and budgets. 

ANALYST III 

Minimum Requirements: A bachelor’s degree with a minimum of 6 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 10 years experience. 

Functional Responsibility: Works as a team member and performs a variety of assigned duties, including analysis, design and development, evaluation, specifications, procedures, troubleshooting, and documentation.  Performs day-to-day maintenance of accounting data.  May be called upon to deliver presentations and assist in task planning. 

ANALYST II 

Minimum Requirements: A bachelor’s degree with a minimum of 4 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 8 years experience. 

Functional Responsibility: Under general supervision, performs a variety of assigned duties, including analysis, design and development, evaluation, specifications, procedures, troubleshooting, and documentation.  Performs day-to-day maintenance of accounting data.  May be called upon to deliver presentations and assist in task planning. 

ANALYST I 

Minimum Requirements: A bachelor’s degree.  This is an entry-level position. 

General Experience in Lieu of Academic Requirements: A minimum of 4 years experience. 

Functional Responsibility: Under close supervision, performs a variety of assigned duties, including analysis, design and development, evaluation, specifications, procedures, troubleshooting, and documentation.  Performs day-to-day maintenance of accounting data.  May be called upon to deliver presentations and assist in task planning. 

SR. LOGISTICS ANALYST 

Minimum Requirements: A bachelor’s degree with a minimum of 10 years experience.

General Experience in Lieu of Academic Requirements: A minimum of 14 years experience. 

Functional Responsibility:  Acts as a project leader and analyzes contractual commitments, customer specifications, design changes, and other data.  Provides assessments of current logistical practices and recommends possible solutions.  Plans and develops logistic program documentation from conceptual stage through life-cycle product.  Compiles data on standardization and interchangeability of parts to expedite logistic activities.  May perform special research or technical studies critical to logistic support functions.  May utilize computer techniques for analysis, simulation, or information systems and documentation.

LOGISTICS SPECIALIST 

Minimum Requirements: A bachelor’s degree with a minimum of 4 years experience.

General Experience in Lieu of Academic Requirements: A minimum of 12 years experience. 

Functional Responsibility:  Analyzes contractual commitments, customer specifications, design changes, and other data.  Provides assessments of current logistical practices and recommends possible solutions.  Plans and develops logistic program documentation from conceptual stage through life-cycle product.  Compiles data on standardization and interchangeability of parts to expedite logistic activities.  May perform special research or technical studies critical to logistic support functions.  May utilize computer techniques for analysis, simulation, or information systems and documentation.

DATA MANAGEMENT ANALYST 

Minimum Requirements: A bachelor’s degree with a minimum of 4 years experience.

General Experience in Lieu of Academic Requirements: A minimum of 8 years experience. 

Functional Responsibility:  Demonstrated capability of maintaining a variety of data products, chronological data status and accounting logs.  Works independently or under general direction to conduct logical analyses of management problems and management information requirements and formulates models of problems for solution.  Reviews operations and testing of models to ensure adequacy or to determine need for reformulating to support collection, manipulation, analysis and other use of data.  Prepares written reports to management.

DATA ANALYST 

Minimum Requirements: A bachelor’s degree.  This is an entry-level position. 

General Experience in Lieu of Academic Requirements: A minimum of 4 years experience. 

Functional Responsibility:  Works independently or under general direction to perform analysis, preparation, and entry of data into prescribed data formats.  Submits recommendations for solutions.  Prepares detailed specifications and flowcharts.  Prepares written reports to management. 

SR. GRAPHIC ARTIST 

Minimum Requirements: High school, trade school, or service school graduate with a minimum of 8 years experience. 

Functional Responsibility:  Produces line drawings, technical drawings, presentation art, viewgraphs, and slides.  May be called upon to deliver presentations and assist in task planning.  

GRAPHIC ARTIST 

Minimum Requirements: High school, trade school, or service school graduate with a minimum of 3 years experience. 

Functional Responsibility: Under general supervision, produces line drawings, technical drawings, presentation art, viewgraphs, and slides.  May be called upon to deliver presentations and assist in task planning.  

ILLUSTRATOR/DRAFTSMAN 

Minimum Requirements: High school, trade school, or industrial school graduate with a minimum of 2 years experience. 

Functional Responsibility: Under general supervision, performs a variety of duties, including the preparation of drawings, charts, illustrations, schematics, diagrams, and flow charts. 

SR. ADMINISTRATIVE ASSISTANT 

Minimum Requirements: High school graduate or equivalent with a minimum of 10 years experience. 

Functional Responsibility:  Performs administrative functions such as job ordering and reporting, maintenance of security records, supervision of typist and administrative clerks, word processing, data transcription, and procurement of material/equipment required for job performance. 

ADMINISTRATIVE ASSISTANT 

Minimum Requirements: High school graduate or equivalent with a minimum of 2 years experience. 

Functional Responsibility: Under general supervision, performs administrative functions such as job ordering and reporting, maintenance of security records, supervision of typist and administrative clerks, word processing, data transcription, and procurement of material/equipment required for job performance. 

TRAINING SPECIALIST III

Minimum Requirements: A bachelor’s degree with a minimum of 10 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 14 years experience. 

Functional Responsibility:  Conducts research necessary to develop and revise training courses and prepares appropriate training materials. Leads or manages the development of all instructor materials that may include course outline, background material, and training aids.  Develops all student materials that may include course workbooks, manuals, completion certificates, and course critique forms.  Acts in a senior capacity for classroom instruction.

TRAINING SPECIALIST II

Minimum Requirements: A bachelor’s degree with a minimum of 5 years experience. 

General Experience in Lieu of Academic Requirements: A minimum of 9 years experience. 

Functional Responsibility:  Conducts research necessary to develop and revise training courses and prepares appropriate training materials.  Develops all instructor materials that may include course outline, background material, and training aids.  Develops all student materials that may include course workbooks, manuals, completion certificates, and course critique forms.  Serves as an instructor. 

TRAINING SPECIALIST I

Minimum Requirements: A bachelor’s degree.  This is an entry-level position.

General Experience in Lieu of Academic Requirements: A minimum of 4 years experience. 

Functional Responsibility:  Conducts research necessary to develop and revise training courses and prepares appropriate training materials.  Assists in the development of all instructor materials that may include course outline, background material, and training aids.  Develops all student materials that may include course workbooks, manuals, completion certificates, and course critique forms.  Serves as a teaching assistant during classroom instruction.

