
 
 
 
 
 
 
 
 
 
 

 
 

 
  

HGM Management and Technologies, Inc. (HGM) is a Professional Services 
Firm that is SBA Certified as a Small Disadvantaged Business (SDB).  The firm with 
over 14 years experience in business has provided high-end services to federal, state 
and local agencies, as well, as the private sector. 

 
We provide a full range of management consulting, strategic human capital 
management, human resources management, organizational development, 
performance management, supply chain management, quality management, diversity 
management, strategic planning and implementation, supported by training and 
development.  HGM is a small business that delivers similar services as its large 
business competitors. 
 
Our business is focused on Improving Individual and Organizational Performance 
for Excellence.  
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SIN 874-1 - Consulting Services 
 
Our Services 
HGM provides business consulting services for federal, state and local governments and private to assist 
with their organizational and personal change initiatives.  The following are the services provided to 
MOBIS customers within the government.  HGM has performed these services for numerous private and 
public sector entities with varying lengths and magnitudes.   
 

Consulting Services 
Strategic Planning Capacity Building 
Change Management Supply Chain Management 
Human Resources Management Customer Satisfaction Management 
Emergency Management Diversity Management and Inclusion 
Process Improvement Performance Management 
Organizational Development Sustainability 
Financial Management/Auditing Business Process Reengineering 
Quality Management Knowledge Management 
Activity Based Costing Project Management 
Privatization/Outsourcing Environmental Management  

 
We provide a wide range of Human Capital Management services.  Our team has implemented HRIS 
system components in organizations and provided a full range of human resources processing support 
services to augment the staffing of our clients’ operations.   
 

Strategic Human Capital Management 
Competency Model Development Compensation and Classification 
Workforce Planning and Development Career Development 
Leadership and Knowledge Management Program Evaluation 
Performance Management Systems 
Development 

Organizational Development 

Employee Development Executive Development 
Total Rewards Programs Job Analysis 
Executive Search HRIS Systems Implementation 

 

The consulting service areas have been required by all federal, state and local government agencies to 
improve their overall performance across organizations.  Agencies cannot perform these services by 
themselves; hence they require the support of consulting firms such as HGM, to assist them from an 
objective perspective to execute strategies that may require dramatic changes in structures and cultures 
of these organizations. HGM also completed major consulting, training, and facilitation projects for 
General Services Administration, Department of Interior, Department of Homeland Security, and 
Environmental Protection Agency, Nuclear Regulatory Commission, Centers for Medicaid and 
Medicare, National Institutes of Health, US Department of Agriculture, US Postal Service, Veteran 
Affairs, Department of Defense, Defense Logistics Agency, Naval Supply Command, District of 
Columbia Government, Department of State as well as others.  We formulate supplier-client 
partnerships with our clients to truly understand their needs and make meaningful and lasting change at 
the core.  HGM utilizes a range of effective tools and techniques for supporting the assistance provided 
to our clients, to impact their management, organizational and business improvement needs.  Our 
consultants utilize some commercial off the shelf-tools, while designing customized tools where 
required.   
 



SIN 874-2  - Facilitation Services 

Our Services 
HGM performs facilitation services for the federal government to support organizational changes and 
improvement.  HGM assists organizations with the facilitation of strategies, technical, and operational 
planning for continuous performance improvement.  This requires the use of various tools and 
techniques to help organizations develop successful structures, staffing levels, reorganization, 
downsizing, work-teams, and employing successful change management techniques.  The following are 
the facilitation services to be provided to customers within the government.  HGM has performed these 
services for numerous private and public sector entities with varying lengths and magnitudes.   
 

Facilitation Services 
Strategic Planning Sessions Customer Service Teams 
Human Capital Planning Diversity Management Teams 
Change Management Performance Modeling Sessions 
Executive Coaching Organizational Transformation Teams 
Team-building Sessions Productivity Improvement Teams 
Leadership Development Knowledge Management Teams 
Self-Directed Managed Work-Teams Project Management teams 
Data Collection Approaches Brainstorming Sessions 
Process Improvement Teams Re-engineering Teams 
Organizational Development Quality Improvement Teams 
Focus Groups Work Systems Design 
Benchmarking Teams Information Systems Implementation 

 
HGM has provided facilitation services to numerous federal agencies including the Federal Supply 
Services.  Our consultants facilitated several Business Planning Sessions for the FSS Supply and 
Procurement Leaders through brainstorming and performance management.  HGM was involved with 
strategic planning sessions centered on the System 3 Technological Integration System throughout FSS. 

Facilitation Services Support  

The facilitation service areas have been required by all federal, state and local government agencies, to 
improve their overall performance across organizations.  Agencies cannot perform these services by 
themselves, hence they require the support of firms such as HGM to assist them from an objective 
perspective to execute strategies that may require dramatic changes in structures and cultures of these 
organizations.  For any organization to achieve its goals and raise its value to stakeholders, groups 
working within it, must be able to resolve disputes and cooperate to produce effective solutions.  HGM 
offers clients the facilitation resources and tools they need for lasting success.  Our team applies an 
appropriate methodology for planning and facilitating meetings and training that guide’s client into a 
mode of identifying problems and generating solutions for ultimate success.  HGM has facilitated 
strategic planning, teambuilding retreat sessions for United States Agency Instructional Development, 
Department of Interior, Department of Energy, Veterans Affairs, Environmental Protection Agency, 
Nuclear Regulatory Commission, Centers for Medicaid and Medicare Services, US Department of 
Agriculture, US Postal Services, Defense Logistics Agency, and Social Security Administration.  These 
sessions required HGM facilitators to work with top government officials to guide them through the use 
of tests and techniques to achieve consensus and organizational synergy.  These sessions have included 
the development of future goals and objectives for their organizations.  



 

 
SIN 874-3 - Survey Services 
 
Our Services 
HGM provides high quality survey services for the federal government to support organizational change 
and improvement.   Our team will design carefully targeted surveys instruments to encourage 
participants in their completion, capturing information that can be used for boosting performance and 
achieving total customer satisfaction.  HGM has performed these services for numerous private and 
public sector entities with varying lengths and magnitudes.  The following are the proposed survey 
services to be provided to MOBIS customers within the government. 

 
Survey Services 

Survey Tool Design Customer Satisfaction Surveys 
Survey Administration via Mail Cultural Climate Surveys 
Survey Administration (Electronically) Nominal Group Technique 
Employee Assessments Brain Storing Tools 
Data Collection Surveys Change Management Assessment 
Statistical Data Collection Benchmarking Analyses 
Personnel Interviews Diversity Management Assessment 
Focus Groups Forecasting Planning 
Mail Surveys Information Technology Assessments 
Telephone Surveys Quality Awards Program 
Total Rewards Assessments Continuous Improvement Surveys 

 
Survey Services Support  

Surveys are utilized to perform data collection and analyses for government clients, requiring the direct 
knowledge of the views of employees, customers and suppliers.  HGM has designed and administered 
surveys using a variety of methods for various organizations to achieve results.  The firm has the 
capabilities to provide a high level of service in this area. 

Survey Development 

HGM works closely with its clients' in-house teams, industry experts and selected customers to identify 
relevant issues.  Our methodology requires a quality assurance testing of survey instruments to ensure 
accuracy through the refinement process.  During this process our team conducts a ranking of the 
organization and customer issues. The final step is testing and finalizing survey instruments, prior to 
performing a pilot testing and analyses.  Having completed the instrument, our team develops the 
appropriate instructions and protocols, survey tracking mechanisms, data collection and analysis 
schemes along with a sample report of outcomes.      

Survey Deployment and Response 

HGM follows a structured approach to performing the administration of surveys.  We manage the 
deployment process carefully to ensure accuracy in the universe and consequently the collection of 
responses.  Our team performs data entry in various forms to provide preliminary and final reports for 
our clients.  
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Survey Data Analysis and Reporting 

HGM provides analyses ranging from simple to sophisticated for all data gathered to, ensure accuracy in 
reporting to our clients in a creative manner.  Our technical analysts are skilled at utilizing various 
statistical tools and systems to include GPSS and highly sophisticated statistical packages to perform the 
required tests and analyses.  Typical analyses are, statistical mean, mode, median, regression analyses, 
correlation analyses to name a few, along with various graphical representations such as histograms, bar 
charts, pie charts, etc.  The surveys HGM administers with it clients, use conventional statistical and 
other scholarly methods to analyze findings.  Statistics is the mathematics of organizing and interpreting 
numerical information.  The results of statistical analyses are disruptions, relationships, comparisons, 
and predictions.  Where required our team provides support to our clients through the reporting process, 
and delivering an electronic version of reports and data analysis. 
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SIN 874-4: FACILITATION SERVICES & TRAINING SERVICE S 

 
HGM provides training services to support federal, state and local governments to assist with their 
organizational and personal change initiatives.  Our certified trainers are world-class professionals, who 
have delivered training programs to leaders and other employees in federal agencies.  The following are 
the proposed services to be provided to MOBIS customers within the government.  Training services are 
provided in all listed areas and based on clients' needs.   HGM has performed these services for 
numerous private and public sector entities with varying lengths and magnitudes.   

HGM follows a unique methodology in our approach to training development for our clients.  Our 
methodology follows a six step approach: 

 

 
 

 
No 

 
Course Title 

Length  
of  

Course 

Minimum # 
of 

Participants 

Maximum # of 
Participants 

Price Per 
Participant 

 
Total 

1 Customer Satisfaction 
Management (HGM TR 06) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

2 Productivity Management 
(HGM TR 07) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

3 Systems Integration 

(HGM CS 01) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

4 ISO 9000 & Quality Systems 
Certification (HGM TR 08) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

5 Performance Management/ 
Improvement (HGM TR 01) 

1 day  

(8 hours) 
15 40 $95.76 $1,436.40 

6 Organizational Development 
(HGM TR 02) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

7 Total Quality Management 
(HGM TR 03) 

1 day  

(8 hours) 
15 40 $95.76 $1,436.40 

8 Benchmarking & Competitive 
Analysis (HGM TR 04) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

This methodology has been utilized successfully within numerous client organizations to improve 
individual and organizational performance. 

• Assessment 
• Understanding 
• Mapping 

• Decision 
• Development 
• Testing 

• Production 
• Delivery 
• Evaluation 
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9 Business Process 
Reengineering (HGM TR 05) 

1 day 

(8 hours) 
15 40 $95.76 $1,436.40 

10 Leadership Development  2 days 
(16 hours) 

15 40 $95.76 $1,436.40 

11 Team Development 2 days 
(16 hours) 

15 40 $95.76 $1,436.40 

 

 
Revised August 2011 
 
 
N.B.:  Rates are subject to annual review.   Please note that details on all courses can be provided upon request. 
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SIN 874-5: SUPPORT SERVICES 
 
HGM Management and Technologies, Inc. (HGM) is a multi-medium training firm that utilizes various 
technologically advanced tools and systems to augment its training programs, and provide the right climate for its 
customers.  The following are key tools that are used in the training and delivery of our various programs: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HGM provides a variety of products to augment its services to clients.   We provide some products commercially 
– off the shelves (COTS) - but a large percentage of our products are custom-designed.  Our in-house designers 
are skilled and prepared to develop products based on the understanding of needs gained by interviewing 
customers.  HGM maintains some items in-house in readiness for distribution to clients. 
 
 
 
Revised August 2011 
 
 
N.B.:  Rates are subject to annual review. 

# Item Quantity Price 

1  Action Note Book 1 $14.96 

2 Training Manual 1 $34.91 

3 Audio Cassette Tape 1 $9.98 

4 Video Tape 1 $29.93 

5 Assessment Survey Instrument 1 $39.90 

6 Book - Cross Functional Teams 1 $34.91 

7 Book - Leadership  1 $34.91 

8 Book - Quality Management 1 $34.91 

9  Book – Team Building 1 $34.91 

    



                                                       GSA Contract No.: GS-10F-0341M 

 

1150 17th Street, NW • Suite 602 • Washington, DC 20036 
(202) 467-8034 (voice) • (202) 429-6655 (fax) • E-mail: hgminc@hgmteam.com 

Website: www.hgmteam.com 
_____________________________________________________________________________________________ 

 

JOB CATEGORY DESCRIPTIONS 

 

 

 

 

Commercial Job Title:  Program Executive/Senior Subject Matter Expert II                                         1 

Minimum/General Experience:  Over eighteen years experience, with increasing responsibilities in 
management, engineering, technology, improving organizational systems to achieve high performance.  
Experience in the different areas of management, consulting, and training with proven expertise in 
leadership and management of large engagements.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous consultants and 
support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Program Executive/Senior Subject Matter Expert   I                                       2 

Minimum/General Experience:  Eighteen years experience, with increasing responsibilities in 
management, engineering, technology, improving organizational systems to achieve high performance.  
Experience in the different areas of management, consulting, and training with proven expertise in 
leadership and management of large engagements.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Senior Engagement Manager                                                                           3 

Minimum/General Experience:   Over eighteen years experience, with increasing responsibilities in 
management, engineering, technology, improving organizational systems to achieve high performance.  
Experience in the different areas of management, consulting, and training with proven expertise in 
leadership and management of large engagements.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 6 years of experience is required. 

Commercial Job Title:  Engagement Manager                                                                                        4 

Minimum/General Experience:   Eighteen years experience, with increasing responsibilities in 
management, engineering, technology, improving organizational systems to achieve high performance.  
Experience in the different areas of management, consulting, and training with proven expertise in 
leadership and management of large engagements.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Senior Functional Specialist                                                                              5 

Minimum/General Experience:   Eighteen years experience, with increasing responsibilities in 
management, engineering, technology, improving organizational systems to achieve high performance.  
Experience in the different areas of management, consulting, and training with proven expertise in 
leadership and management of large engagements.  Several years experience in a specialized area that 
is required for successful execution and completion of projects. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Functional Specialist                                                                                         6 

Minimum/General Experience:  Eighteen years experience, with increasing responsibilities in 
management, engineering, technology, improving organizational systems to achieve high performance.  
Experience in the different areas of management, consulting, and training with proven expertise in 
leadership and management of large engagements.  Several years experience in a specialized area that 
is required for successful execution and completion of projects. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Task Manager                                                                                                    7 

Minimum/General Experience:  Ten years experience with managing teams and leading teams of 
professionals or consultants, performing contracts/projects.  Experienced with coordinating activities of 
groups, training and assisting employees with difficult situations, communicating with management 
personnel, sound knowledge of operational and organizational systems, organizational analysis and 
designs, engineering, research and evaluation. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Team Leader                                                                                                      8 

Minimum/General Experience:  Ten years experience with managing teams and leading teams of 
professionals or consultants, performing contracts/projects.  Experienced with coordinating activities of 
groups, training and assisting employees with difficult situations, communicating with management 
personnel, sound knowledge of operational and organizational systems, organizational analysis and 
designs, engineering, research and evaluation. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Consultant/Analyst  II                                                                                       9 

Minimum/General Experience: Over ten years of progressively responsible analytical and consulting 
experience in management systems analysis, conducting detailed analysis requiring preparation and 
submission of findings with recommendations; performing management, engineering and technology 
consulting to improve organizational systems.  Experience in analysis methods, principles and practices 
of budgeting, business administration, personnel and organizational management. Capabilities to 
conduct data collection, operational reviews, audits, report development and presentations.  
Experienced with advising clients on better ways to operate their organizational systems, while leading 
the charge with developing new and better policies and procedures to enhance the organization.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

 

 

Commercial Job Title:  Consultant/Analyst I                                                                                        10 

Minimum/General Experience:  Ten years of progressively responsible analytical and consulting 
experience in management systems analysis, conducting detailed analysis requiring preparation and 
submission of findings with recommendations; performing management, engineering and technology 
consulting to improve organizational systems.  Experience in analysis methods, principles and practices 
of budgeting, business administration, personnel and organizational management. Capabilities to 
conduct data collection, operational reviews, audits, report development and presentations.  
Experienced with advising clients on better ways to operate their organizational systems, while leading 
the charge with developing new and better policies and procedures to enhance the organization.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Administrative Assistant                                                                                 11 

Minimum/General Experience:  Three to five years experience with increasing responsibilities in 
performing a variety of duties, such as preparing reports and memos, maintaining computer based and 
paper records/files, answering office inquiries, performing special projects of a moderate or highly 
skilled nature, having sound knowledge of office management principles, problem solving skills, 
maintaining cooperative working relationships in an corporate environment, speaking and writing 
effectively; and handling confidential corporate matters.  Experience in receiving and dispatching 
telephone calls; handling individual travel itinerary; operating office machines and equipment. 

 

Demonstrated ability to multi-task, maintain multiple contacts and liaise with numerous executives, 
consultants and support personnel. 

 

 Minimum Education:  A High School Diploma, specialized/college training  

Commercial Job Title:  Senior Curriculum Design & Development Specialist                                   12 

Minimum/General Experience:   Ten years experience with designing courses and various curricula 
for training and development programs.  Ability to interpret client needs and desires for development 
of training initiatives; ability to lead a team or teams of amateur designers in the development of 
training programs for very complex training initiatives.  Experience with performing complex 
consultative and analytical duties in planning, developing, administering training programs and 
evaluating professional teams/groups. 

 

Demonstrated ability to multi-task, maintain multiple contacts and liaise with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Curriculum Design & Development Specialist II                                          13 

Minimum/General Experience:   Twenty years experience with designing courses and various 
curricula for training and development programs.  Ability to interpret client needs and desires for 
development of training initiatives; ability to lead a team or teams of amateur designers in the 
development of training programs for very complex training initiatives.  Experience with performing 
complex consultative and analytical duties in planning, developing, administering training programs 
and evaluating professional teams/groups. 

 

Demonstrated ability to multi-task, maintain multiple contacts and liaise with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Curriculum Design & Development Specialist I                                             14 

Minimum/General Experience:  Over ten years experience with designing courses and various 
curricula for training and development programs.  Ability to interpret client needs and desires for 
development of training initiatives; ability to lead a team or teams of amateur designers in the 
development of training programs for very complex training initiatives.  Experience with performing 
complex consultative and analytical duties in planning, developing, administering training programs 
and evaluating professional teams/groups. 

 

Demonstrated ability to multi-task, maintain multiple contacts and liaise with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Curriculum Design & Development Technician                                             15 

Minimum/General Experience:   Over five years experience with designing courses and various 
curricula for training and development programs.  Ability to interpret client needs and desires for 
development of training initiatives; ability to lead a team or teams of amateur designers in the 
development of training programs for very complex training initiatives.  Experience with performing 
complex consultative and analytical duties in planning, developing, administering training programs 
and evaluating professional teams/groups. 

 

Demonstrated ability to multi-task, maintain multiple contacts and liaise with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Production Creation Specialist                                                                        16 

Minimum/General Experience:  Ten years experience with developing concepts, assimilating ideas 
and concerns from a variety of clients and translating them into an effective and cost-efficient graphic 
design projects/programs; page layout, photo editing, producing publication materials at the highest 
level for print;  publishing, multi-media developing, designing and production of complex graphic 
works.  Experience with state-of-the-art computer software applications, production graphics and 
printing technology, consulting, project leadership, time management, strategies available to establish 
and improve comprehensive graphic design programs; team building techniques and principles; 
proficient at effective proposal writing and presenting ideas/concepts to large groups, executives and 
consultants.  

Demonstrated ability to multi-task, maintain multiple contacts and liaise with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Editor                                                                                                               17 

Minimum/General Experience:  Ten years experience, with increasing responsibilities in performing 
difficult editorial tasks, preparing material for publication, planning work assignments, supervising 
editorial staff, editing manuscripts, publication designs, professional writing, data analysis, organizing 
and laying out printed material, establishing and maintaining cooperative working relationships.  
Experience in editing principles, practices, and methods; modern English usage, methods of reports 
reproduction; revision of manuscripts for form and style, publication formats and principles of 
personnel supervision. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous consultants, 
executives and support personnel. 

Minimum Education:  Bachelor’s Degree in language arts, science, management, administration, 
engineering, information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Research Engineering Specialist  II                                                                18 

Minimum/General Experience:  Over ten years experience, with increasing responsibilities in 
material, organizational and engineering research work, making inspections and investigations, testing 
systems, and materials to assess environmental, organizational factors impact, and compliance to 
specification standards, quality and suitability.  Experience in analyzing and diagnosing situations 
accurately, preparing correspondence and clear, comprehensive reports and recommendations, 
supervising and managing teams. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Research Engineering Specialist I                                                                   19 

Minimum/General Experience:   Ten years experience, with increasing responsibilities in material, 
organizational and engineering research work, making inspections and investigations, testing systems, 
and materials to assess environmental, organizational factors impact, and compliance to specification 
standards, quality and suitability.  Experience in analyzing and diagnosing situations accurately, 
preparing correspondence and clear, comprehensive reports and recommendations, supervising and 
managing teams. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous consultants and 
support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Research Engineering Technician                                                                   20 

Minimum/General Experience:  Ten years experience, with increasing responsibilities in material, 
organizational and engineering research work, making inspections and investigations, testing systems, 
and materials to assess environmental, organizational factors impact, and compliance to specification 
standards, quality and suitability.  Experience in analyzing and diagnosing situations accurately, 
preparing correspondence and clear, comprehensive reports and recommendations, supervising and 
managing teams. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous consultants and 
support personnel 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Senior Training Specialist  II                                                                         21 

Minimum/General Experience:  Over twenty years of experience in training and development, 
management consulting, engineering with responsibility for a team of trainers or consultants.  Capable 
of delivering training to small, medium and large groups of people at all levels of organizations.  
Ability to utilize various tools and techniques including multi-media approaches for training delivery to 
a high level of satisfaction. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives 
consultants and support personnel  

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Senior Training Specialist  I                                                                            22 

Minimum/General Experience:   Over fifteen years of experience in training and development, 
management consulting, engineering with responsibility for a team of trainers or consultants.  Capable 
of delivering training to small, medium and large groups of people at all levels of organizations.  
Ability to utilize various tools and techniques including multi-media approaches for training delivery to 
a high level of satisfaction. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Training Specialist II                                                                                       23  

Minimum/General Experience:   Over fifteen years of experience in designing and developing 
training programs of various types for delivering to clients.  Capable of delivering training to small, 
medium and large groups of people at all levels of organizations.  Ability to utilize various tools and 
techniques including multi-media approaches for training delivery to a high level of satisfaction. 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Training Specialist  I                                                                                     24 

Minimum/General Experience:  Over ten years experience in designing and developing training 
programs of various types for delivering to clients.  Capable of delivering training to small, medium 
and large groups of people at all levels of organizations.  Ability to utilize various tools and techniques 
including multi-media approaches for training delivery to a high level of satisfaction. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Data Technician                                                                                               25 

Minimum/General Experience: Three to five years experience of operating data entry equipment, 
transcribing, deciphering and coding alpha/numeric data, overseeing the recording of a variety of 
alpha/numeric data onto various storage media.  Experience in establishing work standards in the field 
of data entry, assigning and scheduling work, verifying data and data systems for accuracy and 
completeness. 

Demonstrated ability to multi-task and maintain multiple contacts and liaise with numerous 
consultants, executives and support personnel 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Facilitation Design & Development Specialist I                                            26 

Minimum/General Experience:  Eighteen years experience designing and conducting training 
workshops in support of organizational development processes,  working with small, medium and large 
groups; strategic planning, team building, retreat hosting, mediating, identifying and recommending 
processes and opportunities for organizational improvement/development, and promoting group 
development.   Experience with federal, state and local government programs, managing private sector 
groups; seeking out best practices and/or innovative methods and making appropriate recommendations 
to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Facilitation Design & Development Specialist II                                           27 

Minimum/General Experience: Over eighteen years experience designing and conducting training 
workshops in support of organizational development processes, working with small, medium and large 
groups; strategic planning, team building, retreat hosting, mediating, identifying and recommending 
processes and opportunities for organizational improvement/development, and promoting group 
development.   Experience with federal, state and local government programs, managing private sector 
groups; seeking out best practices and/or innovative methods and making appropriate recommendations 
to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Facilitation Specialist I                                                                                    28 

Minimum/General Experience Ten years experience conducting training workshops in support of 
organizational development processes,  working with small, medium and large groups; strategic 
planning, team building, retreat hosting, mediating, identifying processes and opportunities for 
organizational improvement/development, and promoting group development.   Experience with 
federal, state and local government programs, managing private sector groups, seeking out best 
practices and/or innovative methods and making appropriate recommendations to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Facilitation Specialist II                                                                                  29 

Minimum/General Experience:  Over ten years experience conducting training workshops in support 
of organizational development processes,  working with small, medium and large groups; strategic 
planning, team building, retreat hosting, mediating, identifying processes and opportunities for 
organizational improvement/development, and promoting group development.   Experience with 
federal, state and local government programs, managing private sector groups, seeking out best 
practices and/or innovative methods and making appropriate recommendations to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Facilitation Technology Specialist 1                                                               30 

Minimum/General Experience:  Ten years experience in managing organizational designs, 
administering development programs that include organizational evaluations, working with small, 
medium and large groups; strategic planning, team building, retreat hosting, mediating, identifying 
processes and opportunities for organizational improvement/development, and promoting group 
development.   Experience with federal, state and local government programs, managing private sector 
groups, seeking out best practices and/or innovative methods and making appropriate recommendations 
to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous, executives, 
consultants and support personnel 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Facilitation Technology Specialist II                                                              31 

Minimum/General Experience:  Over  ten years experience in managing organizational designs, 
administering development programs that include organizational evaluations, working with small, 
medium and large groups; strategic planning, team building, retreat hosting, mediating, identifying 
processes and opportunities for organizational improvement/development, and promoting group 
development.   Experience with federal, state and local government programs, managing private sector 
groups, seeking out best practices and/or innovative methods and making appropriate recommendations 
to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Senior Facilitation Design & Development Specialist                                   32 

Minimum/General Experience:  Eighteen years experience in managing organizational designs, 
administering development programs that include organizational evaluations, working with small, 
medium and large groups; strategic planning, team building, retreat hosting, mediating, identifying 
processes and opportunities for organizational improvement/development, and promoting group 
development.   Experience with federal, state and local government programs, managing private sector 
groups, seeking out best practices and/or innovative methods and making appropriate recommendations 
to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous, executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Senior Facilitation Technology Specialist                                                      33 

Minimum/General Experience:  Over eighteen years experience in managing organizational designs, 
administering development programs that include organizational evaluations, working with small, 
medium and large groups; strategic planning, team building, retreat hosting, mediating, identifying 
processes and opportunities for organizational improvement/development, and promoting group 
development.   Experience with federal, state and local government programs, managing private sector 
groups, seeking out best practices and/or innovative methods and making appropriate recommendations 
to organizations.  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Senior Research & Evaluation Specialist                                                        34 

Minimum/General Experience:  Over eighteen years experience in performing independent, 
responsible, varied  and complex technical research and statistical work in a variety of fields, providing 
consulting advice to federal, state and local entities and agencies and acting as a lead person.  
Experience in independent development and employment of research methodology and techniques; 
designing and implementing research projects, investigating areas where precedents are lacking, 
working with multi-discipline teams, projects or activities.  Experience in  broad  understanding  of 
research and statistical methods, procedures and research methodology; performing research and 
statistical studies involving assessment of cost, supply, demand, utilization, trends of a variety of 
resources; financial and economic trends, organizational programs and plans. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives,  
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Senior Statistician                                                                                            35 

Minimum/General Experience:   Over ten years of increasingly responsible experience in positions 
requiring the knowledge of statistical science and applicable laws, mathematical, financial and 
accounting analyses, management principles, operations of organizations, summarizing and preparing 
reports and data concerning organizational development and change.  Experience in personnel 
management and supervision, evaluation of employee performance, evaluation  

Demonstrated ability to multi-task and maintain multiple contacts with numerous, executives, 
consultants and support personnel. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous, executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Statistical Analyst   I                                                                                       36 

Minimum/General Experience:  Ten years experience in providing statistical, econometric and 
management advice and assistance to groups and organizations, and executing assignments 
independently.  Experience in positions requiring the knowledge of statistical science and applicable 
laws, mathematical, financial and accounting analyses, management principles, operations of 
organizations, summarizing and preparing reports and data concerning organizational development and 
change.  Experience in personnel management and supervision, evaluation of employee performance, 
evaluation. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives, 
consultants and support personnel 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Commercial Job Title:  Statistical Analyst II                                                                                        37 

Minimum/General Experience:   Over ten years experience in providing statistical, econometric and 
management advice and assistance to groups and organizations, and executing assignments 
independently.  Experience in positions requiring the knowledge of statistical science and applicable 
laws, mathematical, financial and accounting analyses, management principles, operations of 
organizations, summarizing and preparing reports and data concerning organizational development and 
change.  Experience in personnel management and supervision, evaluation of employee performance, 
evaluation. 

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous executives,  
consultants and support personnel 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 

Commercial Job Title:  Statistician                                                                                               38 

Minimum/General Experience:  Three to five years experience with increasingly responsible 
experience in positions requiring the knowledge of statistical science and applicable laws, 
mathematical, financial and accounting analyses, management principles, operations of organizations, 
summarizing and preparing reports and data concerning organizational development and change.  
Experience in personnel management and supervision, evaluation of employee performance, evaluation  

 

Demonstrated ability to multi-task and maintain multiple contacts with numerous, executives, 
consultants and support personnel. 

Minimum Education:  Bachelor’s Degree in science, management, administration, engineering, 
information systems arts, business or other related scientific or technical discipline. 

 

Master’s Degree in a relevant discipline; 10 years of experience is required. 
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Labor Categories 
 

SIN's 874-1; 874-2; 874-3; 874-4; 874-6 & 874-7 

 
Hourly 
Rates 

 
Daily 
Rates 

1 
 
Program Executive/Senior Subject Matter Expert II 

 
$ 189.53  

 
$1,516.00  

2 
 
Program Executive/Senior Subject Matter Expert I 

 
   169.58  

   
1,357.00  

3 
 
Senior Engagement Manager 

  
   164.59  

   
1,317.00  

4 
 
Engagement Manager 

    
159.60  

   
1,277.00  

5 
 
Senior Functional Specialist 

    
149.63  

   
1,197.00  

6 
 
Functional Specialist 

    
119.70  

   
  958.00  

7 
 
Task Manager 

    
106.73  

    
 854.00  

8 
 
Team Leader 

  
     86.78  

     
694.00  

9 
 
Consultant/Analyst II 

  
     79.80  

     
638.00  

10 
 
Consultant/Analyst I 

      
62.84  

     
503.00  

11 
 
Administrative Assistant 

  
     28.93  

    
 231.00  

12 
 
Senior Curriculum Design & Development Specialist 

    
143.64  

   
1,149.00  

13 
 
Curriculum Design & Development Specialist II 

    
109.73  

   
  878.00  

14 
 
Curriculum Design & Development Specialist I 

  
     81.80  

     
654.00  

15 
 
Curriculum Design & Development Technician 

  
     57.86  

     
463.00  

16 
 
Production Creation Specialist 

      
57.86  

     
463.00  

17 
 
Editor 

      
61.85  

     
495.00  

18 
 
Senior Training Specialist II 

    
143.64  

   
1,149.00  

19 
 
Senior Training Specialist I 

  
   139.65  

   
1,117.00  

20 
 
Training Specialist II 

    
109.73  

    
 878.00  

21 
 
Training Specialist I 

      
81.80  

    
 654.00  

22 
 
Data Technician 

      
24.94  

     
200.00  
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Labor Categories 
 

SIN's 874-1; 874-2; 874-3; 874-4; 874-6 & 874-7 

 
Hourly 
Rates 

 
Daily 
Rates 

23 
 
Facilitation Specialist II 

    
109.73  

     
878.00  

24 
 
Facilitation Specialist I 

      
81.80  

     
654.00  

25 
 
Senior Statistician  

    
149.63  

   
1,197.00  

26 
 
Statistical Analyst II 

  
   114.71  

    
 918.00  

27 
 
Statistical Analyst I 

  
     79.80  

    
 638.00  

28 
 
Statistician 

    
139.65  

   
1,117.00  

 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Revised May 21, 2009 
 
N.B.:  Rates are subject to annual review.  

Rev 5/09 


