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Customer-focused         Team-oriented                                 Results-driven

CTR Investments & Consulting, Inc.

8511 Cathedral Forest Drive

Fairfax Station, Virginia  22039

(703)495-8717    FAX (703)495-8716

Email:brygiel@ctrconsulting.com
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	RATES
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	Receptionist I
	24.93
	25.93
	26.96
	28.04
	29.16
	30.33
	31.54
	32.81
	34.12
	35.48

	Receptionist II
	26.65
	27.72
	28.82
	29.98
	31.18
	32.42
	33.72
	35.07
	36.47
	37.93

	 

	Administrative Assistant I
	28.95
	30.11
	31.31
	32.56
	33.87
	35.22
	36.63
	38.10
	39.62
	41.20

	Administrative Assistant II
	30.88
	32.12
	33.40
	34.74
	36.13
	37.57
	39.07
	40.64
	42.26
	43.95

	Administrative Assistant III
	34.09
	35.45
	36.87
	38.35
	39.88
	41.48
	43.13
	44.86
	46.65
	48.52

	Administrative Assistant IV
	37.55
	39.05
	40.61
	42.24
	43.93
	45.69
	47.51
	49.41
	51.39
	53.45

	 

	Security Parking Garage Specialist I
	24.93
	25.93
	26.96
	28.04
	29.16
	30.33
	31.54
	32.81
	34.12
	35.48

	Security Parking Garage Specialist II
	26.65
	27.72
	28.82
	29.98
	31.18
	32.42
	33.72
	35.07
	36.47
	37.93

	Security Parking Garage Supervisor
	28.08
	29.20
	30.37
	31.59
	32.85
	34.16
	35.53
	36.95
	38.43
	39.97


	 
	2015
	2016
	2017
	2018
	2019
	2020
	2021
	2022
	2023
	2024

	 
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES

	Receptionist I
	36.90
	38.38
	39.91
	41.51
	43.17
	44.90
	46.69
	48.56
	50.50
	52.52

	Receptionist II
	39.45
	41.03
	42.67
	44.37
	46.15
	48.00
	49.91
	51.91
	53.99
	56.15

	 

	Administrative Assistant I
	42.85
	44.57
	46.35
	48.20
	50.13
	52.14
	54.22
	56.39
	58.65
	60.99

	Administrative Assistant II
	45.71
	47.54
	49.44
	51.42
	53.47
	55.61
	57.84
	60.15
	62.56
	65.06

	Administrative Assistant III
	50.46
	52.48
	54.58
	56.76
	59.03
	61.39
	63.85
	66.40
	69.06
	71.82

	Administrative Assistant IV
	55.58
	57.81
	60.12
	62.52
	65.02
	67.63
	70.33
	73.14
	76.07
	79.11

	 

	Security Parking Garage Specialist I
	36.90
	38.38
	39.91
	41.51
	43.17
	44.90
	46.69
	48.56
	50.50
	52.52

	Security Parking Garage Specialist II
	39.45
	41.03
	42.67
	44.37
	46.15
	48.00
	49.91
	51.91
	53.99
	56.15

	Security Parking Garage Supervisor
	41.57
	43.23
	44.96
	46.76
	48.63
	50.57
	52.59
	54.70
	56.88
	59.16
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	RATES
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	RATES
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	Transit Benefit Agent I
	24.93
	25.93
	26.96
	28.04
	29.16
	30.33
	31.54
	32.81
	34.12
	35.48

	Transit Benefit Agent II
	26.65
	27.72
	28.82
	29.98
	31.18
	32.42
	33.72
	35.07
	36.47
	37.93

	Senior Transit Benefit Agent I
	28.08
	29.20
	30.37
	31.59
	32.85
	34.16
	35.53
	36.95
	38.43
	39.97

	Senior Transit Benefit Agent II
	29.40
	30.58
	31.80
	33.07
	34.39
	35.77
	37.20
	38.69
	40.24
	41.85

	Transit Benefit Manager I
	31.66
	32.93
	34.24
	35.61
	37.04
	38.52
	40.06
	41.66
	43.33
	45.06

	Transit Benefit Manager II
	33.91
	35.27
	36.68
	38.14
	39.67
	41.26
	42.91
	44.62
	46.41
	48.26

	 

	Smart Benefits Coordinator I
	26.65
	27.72
	28.82
	29.98
	31.18
	32.42
	33.72
	35.07
	36.47
	37.93

	Smart Benefits Coordinator II
	29.40
	30.58
	31.80
	33.07
	34.39
	35.77
	37.20
	38.69
	40.24
	41.85

	Senior Smart Benefits Coordinator I
	31.66
	32.93
	34.24
	35.61
	37.04
	38.52
	40.06
	41.66
	43.33
	45.06

	Senior Smart Benefits Coordinator II
	33.91
	35.27
	36.68
	38.14
	39.67
	41.26
	42.91
	44.62
	46.41
	48.26


	 
	2015
	2016
	2017
	2018
	2019
	2020
	2021
	2022
	2023
	2024

	 
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES

	Transit Benefit Agent I
	36.90
	38.38
	39.91
	41.51
	43.17
	44.90
	46.69
	48.56
	50.50
	52.52

	Transit Benefit Agent II
	39.45
	41.03
	42.67
	44.37
	46.15
	48.00
	49.91
	51.91
	53.99
	56.15

	Senior Transit Benefit Agent I
	41.57
	43.23
	44.96
	46.76
	48.63
	50.57
	52.59
	54.70
	56.88
	59.16

	Senior Transit Benefit Agent II
	43.52
	45.26
	47.07
	48.95
	50.91
	52.95
	55.07
	57.27
	59.56
	61.94

	Transit Benefit Manager I
	46.86
	48.74
	50.69
	52.72
	54.82
	57.02
	59.30
	61.67
	64.14
	66.70

	Transit Benefit Manager II
	50.20
	52.20
	54.29
	56.46
	58.72
	61.07
	63.51
	66.05
	68.70
	71.44

	 

	Smart Benefits Coordinator I
	39.45
	41.03
	42.67
	44.37
	46.15
	48.00
	49.91
	51.91
	53.99
	56.15

	Smart Benefits Coordinator II
	43.52
	45.26
	47.07
	48.95
	50.91
	52.95
	55.07
	57.27
	59.56
	61.94

	Senior Smart Benefits Coordinator I
	46.86
	48.74
	50.69
	52.72
	54.82
	57.02
	59.30
	61.67
	64.14
	66.70

	Senior Smart Benefits Coordinator II
	50.20
	52.20
	54.29
	56.46
	58.72
	61.07
	63.51
	66.05
	68.70
	71.44


CTR Investments & Consulting, Inc.

8511 Cathedral Forest Drive

Fairfax Station, Virginia  22039

(703)495-8717    FAX (703)495-8716

Email:brygiel@ctrconsulting.com
	 
	2005
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	Operation Center Agent I
	28.08
	29.20
	30.37
	31.59
	32.85
	34.16
	35.53
	36.95
	38.43
	39.97

	Operation Center Agent II
	29.40
	30.58
	31.80
	33.07
	34.39
	35.77
	37.20
	38.69
	40.24
	41.85

	Operation Center Agent III
	31.66
	32.93
	34.24
	35.61
	37.04
	38.52
	40.06
	41.66
	43.33
	45.06

	Operation Center Agent IV
	33.91
	35.27
	36.68
	38.14
	39.67
	41.26
	42.91
	44.62
	46.41
	48.26

	Operation Center Team Leader I
	36.07
	37.51
	39.01
	40.57
	42.20
	43.88
	45.64
	47.47
	49.36
	51.34

	Operation Center Team Leader II
	40.39
	42.01
	43.69
	45.43
	47.25
	49.14
	51.11
	53.15
	55.28
	57.49

	 

	Travel Coordinator I
	31.66
	32.93
	34.24
	35.61
	37.04
	38.52
	40.06
	41.66
	43.33
	45.06

	Travel Coordinator II
	33.91
	35.27
	36.68
	38.14
	39.67
	41.26
	42.91
	44.62
	46.41
	48.26

	Senior Travel Coordinator I
	36.07
	37.51
	39.01
	40.57
	42.20
	43.88
	45.64
	47.47
	49.36
	51.34

	Senior Travel Coordinator II
	43.61
	45.35
	47.17
	49.06
	51.02
	53.06
	55.18
	57.39
	59.68
	62.07


	 
	2015
	2016
	2017
	2018
	2019
	2020
	2021
	2022
	2023
	2024

	 
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES

	Operation Center Agent I
	41.57
	43.23
	44.96
	46.76
	48.63
	50.57
	52.59
	54.70
	56.88
	59.16

	Operation Center Agent II
	43.52
	45.26
	47.07
	48.95
	50.91
	52.95
	55.07
	57.27
	59.56
	61.94

	Operation Center Agent III
	46.86
	48.74
	50.69
	52.72
	54.82
	57.02
	59.30
	61.67
	64.14
	66.70

	Operation Center Agent IV
	50.20
	52.20
	54.29
	56.46
	58.72
	61.07
	63.51
	66.05
	68.70
	71.44

	Operation Center Team Leader I
	53.39
	55.53
	57.75
	60.06
	62.46
	64.96
	67.56
	70.26
	73.07
	75.99

	Operation Center Team Leader II
	59.79
	62.18
	64.67
	67.25
	69.94
	72.74
	75.65
	78.68
	81.82
	85.10

	 

	Travel Coordinator I
	46.86
	48.74
	50.69
	52.72
	54.82
	57.02
	59.30
	61.67
	64.14
	66.70

	Travel Coordinator II
	50.20
	52.20
	54.29
	56.46
	58.72
	61.07
	63.51
	66.05
	68.70
	71.44

	Senior Travel Coordinator I
	53.39
	55.53
	57.75
	60.06
	62.46
	64.96
	67.56
	70.26
	73.07
	75.99

	Senior Travel Coordinator II
	64.55
	67.14
	69.82
	72.61
	75.52
	78.54
	81.68
	84.95
	88.35
	91.88
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	Billing & Accounting Agent I
	33.91
	35.27
	36.68
	38.14
	39.67
	41.26
	42.91
	44.62
	46.41
	48.26

	Billing & Accounting Agent II
	36.07
	37.51
	39.01
	40.57
	42.20
	43.88
	45.64
	47.47
	49.36
	51.34

	Quality Control Analyst
	43.05
	44.77
	46.56
	48.43
	50.36
	52.38
	54.47
	56.65
	58.92
	61.27

	Quality Control Manager
	45.71
	47.54
	49.44
	51.42
	53.47
	55.61
	57.84
	60.15
	62.56
	65.06

	Asst. Account Manager I
	28.08
	29.20
	30.37
	31.59
	32.85
	34.16
	35.53
	36.95
	38.43
	39.97

	Asst. Account Manager II
	29.40
	30.58
	31.80
	33.07
	34.39
	35.77
	37.20
	38.69
	40.24
	41.85

	Asst. Account Manager III
	31.66
	32.93
	34.24
	35.61
	37.04
	38.52
	40.06
	41.66
	43.33
	45.06

	Asst. Account Manager IV
	33.91
	35.27
	36.68
	38.14
	39.67
	41.26
	42.91
	44.62
	46.41
	48.26

	Account Manager I
	36.07
	37.51
	39.01
	40.57
	42.20
	43.88
	45.64
	47.47
	49.36
	51.34

	Account Manager II
	40.39
	42.01
	43.69
	45.43
	47.25
	49.14
	51.11
	53.15
	55.28
	57.49

	Account Manager III
	43.05
	44.77
	46.56
	48.43
	50.36
	52.38
	54.47
	56.65
	58.92
	61.27

	Account Manager IV
	45.71
	47.54
	49.44
	51.42
	53.47
	55.61
	57.84
	60.15
	62.56
	65.06


	 
	2015
	2016
	2017
	2018
	2019
	2020
	2021
	2022
	2023
	2024

	 
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES

	Billing & Accounting Agent I
	50.20
	52.20
	54.29
	56.46
	58.72
	61.07
	63.51
	66.05
	68.70
	71.44

	Billing & Accounting Agent II
	53.39
	55.53
	57.75
	60.06
	62.46
	64.96
	67.56
	70.26
	73.07
	75.99

	Quality Control Analyst
	63.72
	66.27
	68.92
	71.68
	74.55
	77.53
	80.63
	83.86
	87.21
	90.70

	Quality Control Manager
	67.66
	70.37
	73.18
	76.11
	79.15
	82.32
	85.61
	89.04
	92.60
	96.30

	Asst. Account Manager I
	41.57
	43.23
	44.96
	46.76
	48.63
	50.57
	52.59
	54.70
	56.88
	59.16

	Asst. Account Manager II
	43.52
	45.26
	47.07
	48.95
	50.91
	52.95
	55.07
	57.27
	59.56
	61.94

	Asst. Account Manager III
	46.86
	48.74
	50.69
	52.72
	54.82
	57.02
	59.30
	61.67
	64.14
	66.70

	Asst. Account Manager IV
	50.20
	52.20
	54.29
	56.46
	58.72
	61.07
	63.51
	66.05
	68.70
	71.44

	Account Manager I
	53.39
	55.53
	57.75
	60.06
	62.46
	64.96
	67.56
	70.26
	73.07
	75.99

	Account Manager II
	59.79
	62.18
	64.67
	67.25
	69.94
	72.74
	75.65
	78.68
	81.82
	85.10

	Account Manager III
	63.72
	66.27
	68.92
	71.68
	74.55
	77.53
	80.63
	83.86
	87.21
	90.70

	Account Manager IV
	67.66
	70.37
	73.18
	76.11
	79.15
	82.32
	85.61
	89.04
	92.60
	96.30
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	RATES
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	Budget & Finance Analyst I
	29.40
	30.58
	31.80
	33.07
	34.39
	35.77
	37.20
	38.69
	40.24
	41.85

	Budget & Finance Analyst II
	31.66
	32.93
	34.24
	35.61
	37.04
	38.52
	40.06
	41.66
	43.33
	45.06

	Budget & Finance Assistant Manager
	36.07
	37.51
	39.01
	40.57
	42.20
	43.88
	45.64
	47.47
	49.36
	51.34

	Budget & Finance Manager
	40.39
	42.01
	43.69
	45.43
	47.25
	49.14
	51.11
	53.15
	55.28
	57.49

	Senior Budget & Finance Manager I
	45.71
	47.54
	49.44
	51.42
	53.47
	55.61
	57.84
	60.15
	62.56
	65.06

	Senior Budget & Finance Manager II
	48.20
	50.13
	52.13
	54.22
	56.39
	58.64
	60.99
	63.43
	65.97
	68.60

	 

	Parking Office Assistant I
	27.36
	28.45
	29.59
	30.78
	32.01
	33.29
	34.62
	36.00
	37.44
	38.94

	Parking Office Assistant  II
	28.63
	29.78
	30.97
	32.20
	33.49
	34.83
	36.23
	37.68
	39.18
	40.75

	Parking Office Assistant Manager
	30.82
	32.05
	33.33
	34.67
	36.06
	37.50
	39.00
	40.56
	42.18
	43.87


	 
	2015
	2016
	2017
	2018
	2019
	2020
	2021
	2022
	2023
	2024

	 
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES

	Budget & Finance Analyst I
	43.52
	45.26
	47.07
	48.95
	50.91
	52.95
	55.07
	57.27
	59.56
	61.94

	Budget & Finance Analyst II
	46.86
	48.74
	50.69
	52.72
	54.82
	57.02
	59.30
	61.67
	64.14
	66.70

	Budget & Finance Assistant Manager
	53.39
	55.53
	57.75
	60.06
	62.46
	64.96
	67.56
	70.26
	73.07
	75.99

	Budget & Finance Manager
	59.79
	62.18
	64.67
	67.25
	69.94
	72.74
	75.65
	78.68
	81.82
	85.10

	Senior Budget & Finance Manager I
	67.66
	70.37
	73.18
	76.11
	79.15
	82.32
	85.61
	89.04
	92.60
	96.30

	Senior Budget & Finance Manager II
	71.35
	74.20
	77.17
	80.26
	83.47
	86.81
	90.28
	93.89
	97.64
	101.55

	 

	Parking Office Assistant I
	40.50
	42.12
	43.80
	45.56
	47.38
	49.27
	51.24
	53.29
	55.43
	57.64

	Parking Office Assistant  II
	42.38
	44.07
	45.84
	47.67
	49.58
	51.56
	53.62
	55.77
	58.00
	60.32

	Parking Office Assistant Manager
	45.62
	47.45
	49.34
	51.32
	53.37
	55.51
	57.73
	60.03
	62.44
	64.93
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	2012
	2013
	2014
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	Assistant Project Manager I
	53.32
	55.45
	57.67
	59.98
	62.38
	64.87
	67.47
	70.17
	72.97
	75.89

	Assistant Project Manager II
	60.93
	63.37
	65.90
	68.54
	71.28
	74.13
	77.10
	80.18
	83.39
	86.72

	Project Manager I
	68.01
	70.73
	73.56
	76.50
	79.56
	82.74
	86.05
	89.50
	93.08
	96.80

	Project Manager II
	81.18
	84.43
	87.80
	91.32
	94.97
	98.77
	102.72
	106.83
	111.10
	115.54

	Senior Project Manager I
	95.57
	99.39
	103.37
	107.50
	111.80
	116.28
	120.93
	125.76
	130.79
	136.03

	Senior Project Manager II
	107.56
	111.86
	116.34
	120.99
	125.83
	130.86
	136.10
	141.54
	147.20
	153.09

	Program Manager
	124.14
	129.11
	134.27
	139.64
	145.23
	151.04
	157.08
	163.36
	169.89
	176.69


	 
	2015
	2016
	2017
	2018
	2019
	2020
	2021
	2022
	2023
	2024

	 
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES
	RATES

	Assistant Project Manager I
	78.93
	82.08
	85.37
	88.78
	92.33
	96.03
	99.87
	103.86
	108.02
	112.34

	Assistant Project Manager II
	90.19
	93.80
	97.55
	101.45
	105.51
	109.73
	114.12
	118.69
	123.43
	128.37

	Project Manager I
	100.67
	104.70
	108.89
	113.24
	117.77
	122.48
	127.38
	132.48
	137.78
	143.29

	Project Manager II
	120.17
	124.97
	129.97
	135.17
	140.58
	146.20
	152.05
	158.13
	164.46
	171.03

	Senior Project Manager I
	141.47
	147.13
	153.01
	159.13
	165.50
	172.12
	179.00
	186.16
	193.61
	201.35

	Senior Project Manager II
	159.22
	165.58
	172.21
	179.10
	186.26
	193.71
	201.46
	209.52
	217.90
	226.61

	Program Manager
	183.76
	191.11
	198.75
	206.70
	214.97
	223.57
	232.51
	241.81
	251.48
	261.54


	Administrative Support and Clerical Occupations


	Receptionist I - Receives callers at establishment, determines nature of business, and directs callers to destination.  Obtains caller’s name and arranges for appointment with person called upon.  Records name, time of call, nature of business, and person called upon when taking messages.  Provides customer service by referring misdirected callers to the appropriate destination.



	Receptionist II – Greets vendors, customers, job applicants and other visitors, and arranges for transportation services and parking spaces when needed.  May operate switchboard to route incoming calls and place outgoing calls.  Requires high school diploma or its equivalent with 0-2 years experience in the field or in a related field area.  Has knowledge of commonly-used concepts, practices, and procedures within a particular field.  Relies on instructions and pre-established guidelines to perform the functions of the job.  Works under immediate supervision.  Typically reports to supervisor or manager.



	Administrative Assistant I – Manages Visitor parking and memo parking.  Communicates weekly schedules to employees/contractors.  Provides administrative support to various offices, e.g. receives and routes phone calls and faxes, manages office supplies, etc..  Distributes Fare Media and provides assistance to Agency Account Managers.  Requires a high school diploma with at least 1-3 years of experience in the field or in a related area.


	Administrative Assistant II – Operates office machines such as computer, typewriter, adding machine, calculating and duplicating machines.  Opens and routes incoming mail, answers correspondence, and prepares outgoing mail.  May take dictation.  May greet and assist visitors.  May record business transactions.  May access automated databases to input and retrieve data.  Requires a high school diploma with at least 2-5 years of experience in the field or in a related area.  


	Administrative Assistant III – Schedules appointments, gives information to callers, takes dictation, and otherwise relieves officials of clerical work and minor administrative and business detail. Requires a high school diploma with at least 5 years of experience in the field or in a related area. Familiar with a variety of the field's concepts, practices, and procedures. Relies on experience and judgment to plan and accomplish goals. Performs a variety of complicated tasks. May direct and lead the work of others. Typically reports to a manager or head of a unit/department. A wide degree of creativity and latitude is expected.   May access automated databases to input and retrieve data.  



	Administrative Assistant IV – Schedules appointments, gives information to callers, takes dictation, and otherwise relieves officials of clerical work and minor administrative and business detail.  Compiles and maintains records of business transactions and office activities of establishment, performs variety of the following or similar clerical duties using knowledge of systems or procedures. Requires a high school diploma with at least 8-10 years of experience in the field or in a related area. Copies data and compiles records and reports.  Tabulates and posts data in record books.  Operates office machines such as computer, typewriter, adding machine, calculating and duplicating machines.  Opens and routes incoming mail, answers correspondence, and prepares outgoing mail.  May take dictation.  May greet and assist visitors.   May access automated databases to input and retrieve data.



	Security Parking Garage Specialist I – Parks vehicles and monitors parking lot.  Valet Service for double/triple stack vehicle parking in appointed garages.  Provides support to security enforcement by performing routine and ad-hoc patrols to ensure adherence to rules of the garage.  Issues tickets when violations occur and provides copies to management for followup.  Requires a high school diploma or its equivalent and 0-2 years of experience in the field or in a related field. Demonstrates working knowledge of garage procedures and receives some guidance from other attendants/supervisor. Must have clean driving record.



	Security Parking Garage Specialist II – Parks vehicles and monitors parking lot.  Valet Service for double/triple stack vehicle parking in appointed garages. Provides support to security enforcement by performing routine and ad-hoc patrols to ensure adherence to rules of the garage.  Issues tickets when violations occur and provides copies to management for followup.  Requires a high school diploma or its equivalent and 0-2 years of experience in the field or in a related field.  Must have minimum of six months experience as Security Parking Garage Specialist level I.  Demonstrates full knowledge and understanding of garage procedures.  Provides guidance for other attendants.  Must have clean driving record.  



	Security Parking Garage Supervisor – Parks vehicles and monitors parking lot.  Valet Service for double/triple stack vehicle parking in appointed garages.  Provides support to security enforcement by performing routine and ad-hoc patrols to ensure adherence to rules of the garage.  Issues tickets when violations occur and provides copies to management for followup.  Interacts with customers, records customer/feedback /concerns, resolves issues if possible, and reports results or followup needed.  Trains and supervises garage attendants.  Organizes and maintains work schedule for all garage attendants.  Must have excellent driving record.  Requires a high school diploma or its equivalent and minimum of six months experience at Security Parking Garage Specialist level II.



	Technical & Professional Occupations



	Transit Benefit Agent I – Entry level position responsible for providing customer service to government agencies in support of distribution of fare media (cash equivalent).  Responsible for a variety of duties including calculating beginning inventory, verifying initial daily laptop functionality, checking for customer-specific distribution folder contents, distributing to customers at location, and calculating the ending inventory.  Also includes entering data for any new applications/changes to current customer information, balancing and providing feedback to Agency Account Managers.  This entry level position works in a team environment where other team members provide some guidance and direction.  Position requires strong interpersonal and customer service skills.  Requires high school graduate or equivalent and be 18 years of age.



	Transit Benefit Agent II – Responsible for providing customer service to government agencies in support of distribution of fare media (cash equivalent).  Responsible for a variety of duties including calculating beginning inventory, verifying initial daily laptop functionality, checking for customer-specific distribution folder contents, distributing to customers at location, and calculating the ending inventory.  Also includes entering data for any new applications/changes to current customer information, balancing and providing feedback to Agency Account Managers.  Position requires strong interpersonal and customer service skills, and ability to display a courteous and professional attitude toward customers and agency coordinators.  Responsible for providing advice and assistance concerning the transit benefit program.  Requires a minimum of six months experience as a Transit Benefit Agent I, or equivalent, demonstrating ability to work independently without relying on team members for guidance. Requires high school graduate or equivalent and be 18 years of age.



	Senior Transit Benefit Agent I – Responsible for providing customer service to government agencies in support of distribution of fare media (cash equivalent).  Responsible for a variety of duties including calculating beginning inventory, verifying initial daily laptop functionality, checking for customer-specific distribution folder contents, distributing to customers at location, and calculating the ending inventory.  Also includes entering data for any new applications/changes to current customer information, balancing and providing feedback to Agency Account Managers.  Position requires strong interpersonal and customer service skills, and ability to display a courteous and professional attitude toward customers and agency coordinators.  Responsible for providing advice and assistance concerning the transit benefit program.  Requires a minimum of six months experience as a Transit Benefit Agent II, or equivalent, demonstrating ability to work independently, train other agents, and resolve more challenging customer concerns. May also be required to drive other agents to various locations and be knowledgeable of best driving routes to destinations.  Requires high school graduate or equivalent and be 18 years of age.  Current knowledge of Microsoft Office, Word, Access, and Excel is a plus.  May be required to travel.



	Senior Transit Benefit Agent II – Responsible for providing customer service to government agencies in support of distribution of fare media (cash equivalent).  Responsible for a variety of duties including calculating beginning inventory, verifying initial daily laptop functionality, checking for customer-specific distribution folder contents, distributing to customers at location, and calculating the ending inventory.  Also includes entering data for any new applications/changes to current customer information, balancing and providing feedback to Agency Account Managers.  Position requires strong interpersonal and customer service skills, and ability to display a courteous and professional attitude toward customers and agency coordinators.  Responsible for providing advice and assistance concerning the transit benefit program.  Requires a minimum of six months experience as a Senior Transit Benefit Agent I, or equivalent, demonstrating ability to work independently, lead other agents, and resolve complex customer concerns.  May also be required to drive other agents to various locations and be knowledgeable of best driving routes to destinations.  Requires high school graduate or equivalent and be 18 years of age.  Current knowledge of Microsoft Office, Word, Access, and Excel is a plus. May be required to travel. 



	Transit Benefit Manager I - Responsible for providing customer service to government agencies in support of distribution of fare media (cash equivalent).  Responsible for a variety of duties including calculating beginning inventory, verifying initial daily laptop functionality, checking for customer-specific distribution folder contents, distributing to customers at location, and calculating the ending inventory.  Also includes entering data for any new applications/changes to current customer information, balancing and providing feedback to Agency Account Managers.  Position requires strong interpersonal and customer service skills, and ability to display a courteous and professional attitude toward customers and agency coordinators.  Responsible for providing advice and assistance concerning the transit benefit program.  Requires a minimum of six months experience as a Senior Transit Benefit Agent II, or equivalent, demonstrating ability to lead teams of agents.  Leads teams on travel to various locations within the United States, responsible for the professional conduct and security of the team, and reports any problems or issues to management.  Coordinates all schedules and transportation logistics during distribution.  Requires high school graduate or equivalent and be 18 years of age.  Knowledge of Microsoft Office, Word, Access, and Excel.  



	Transit Benefit Manager II - Responsible for providing customer service to government agencies in support of distribution of fare media (cash equivalent).  Responsible for a variety of duties including calculating beginning inventory, verifying initial daily laptop functionality, checking for customer-specific distribution folder contents, distributing to customers at location, and calculating the ending inventory.  Also includes entering data for any new applications/changes to current customer information, balancing and providing feedback to Agency Account Managers.  Position requires strong interpersonal and customer service skills, and ability to display a courteous and professional attitude toward customers and agency coordinators.  Responsible for providing advice and assistance concerning the transit benefit program.  Requires a minimum of six months experience as a Transit Benefit Manager I, or equivalent, demonstrating ability to lead teams of agents and mastery of physical security logistic techniques.  Leads teams on travel to various locations within the United States, responsible for the professional conduct and security of the team, and reports any problems or issues to management.  Coordinates all schedules and transportation logistics during distribution.  Requires high school graduate or equivalent and be 18 years of age.  Knowledge of Microsoft Office, Word, Access, and Excel.   



	Smart Benefits Coordinator I – Process WMATA Claim data.  Enroll Metro and Vanpool SmartBenefits customers. Update SmartBenefits card and participant information.  Generate and present information on current electronic fare media distribution usage.  Position requires strong interpersonal skills, understanding of database systems, and ability to analyze data and learn presentation and public speaking techniques for future growth.



	Smart Benefits Coordinator II – Process WMATA Claim data.  Enroll Metro and Vanpool SmartBenefits customers. Update SmartBenefits card and participant information.  Generate and present information on current electronic fare media distribution usage. Analyze current usage and project target growth opportunities based on trends.  Assists in preparation of customer presentations.  Requires minimum of six months as Smart Benefits Coordinator I, or equivalent.  Position requires strong interpersonal skills, understanding of database systems, and ability to learn presentation and public speaking techniques for future growth. 



	Senior Smart Benefits Coordinator I –  Process WMATA Claim data.  Enroll Metro and Vanpool SmartBenefits customers. Update SmartBenefits card and participant information.  Generate and present information on current electronic fare media distribution usage. Analyze current usage and project target growth opportunities based on trends.  Requires minimum of six months as Smart Benefits Coordinator II, or equivalent.  Prepares and provides planned presentations to local federal agencies to encourage growth of regional employee participation.



	Senior Smart Benefits Coordinator II –  Process WMATA Claim data.  Enroll Metro and Vanpool SmartBenefits customers. Update SmartBenefits card and participant information.  Generate and present information on current electronic fare media distribution usage. Analyze current usage and project target growth opportunities based on trends.  Requires minimum of six months as Senior Smart Benefits Coordinator I, or equivalent.  Provides planned and on- demand presentations to local federal agencies to encourage growth of regional employee participation.  Proactively develops future outreach programs based on customer data and knowledge of future expansion of WMATA services.


	Operation Center Agent I – Receive inventory and vault fare media, double-count fare media prior to each distribution and each mailing.  Verify daily Transit Benefit Agent reconciliations.  Maintain daily distribution records such as sign-in sheets, customer pickup details, balance sheets, mailing records, etc.  Prepare laptops, cases and supplies for each travel and local distribution.  Fill media mailing orders, maintain employee attendance records.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as a Transit Benefit Agent for a full understanding of distribution processes.  Position requires strong interpersonal skills and attention to detail.  Relies heavily on guidance of other agents as various processes and procedures are mastered.



	Operation Center Agent II –  Receive inventory and vault fare media, double-count fare media prior to each distribution and each mailing.  Verify daily Transit Benefit Agent reconciliations.  Maintain daily distribution records such as sign-in sheets, customer pickup details, balance sheets, mailing records, etc.  Prepare laptops, cases and supplies for each travel and local distribution.  Fill media mailing orders, maintain employee attendance records.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Operation Center Agent I, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates working knowledge of required processes/procedures and receives some guidance from other agents.


	Operation Center Agent III – Receive inventory and vault fare media, double-count fare media prior to each distribution and each mailing.  Verify daily Transit Benefit Agent reconciliations.  Maintain daily distribution records such as sign-in sheets, customer pickup details, balance sheets, mailing records, etc.  Prepare laptops, cases and supplies for each travel and local distribution.  Fill media mailing orders, maintain employee attendance records.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Operation Center Agent II, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge of required processes/procedures and works independently without guidance from other agents.


	Operation Center Agent IV – Receive inventory and vault fare media, double-count fare media prior to each distribution and each mailing.  Verify daily Transit Benefit Agent reconciliations.  Maintain daily distribution records such as sign-in sheets, customer pickup details, balance sheets, mailing records, etc.  Prepare laptops, cases and supplies for each travel and local distribution.  Fill media mailing orders, maintain employee attendance records.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Operation Center Agent III, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understanding of required processes/procedures.  Provides guidance and training for other agents.


	Operation Center Team Leader I – Receive inventory and vault fare media, double-count fare media prior to each distribution and each mailing.  Verify daily Transit Benefit Agent reconciliations.  Maintain daily distribution records such as sign-in sheets, customer pickup details, balance sheets, mailing records, etc.  Prepare laptops, cases and supplies for each travel and local distribution.  Fill media mailing orders, maintain employee attendance records.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Operation Center Agent IV, or equivalent.  Position requires strong interpersonal and leadership skills .  Demonstrates full knowledge and understanding of required processes/procedures and ability to hold a significant position of trust in the Operation Center.  Trains and team leads other agents.  Serves as Acting Operation Center Team Leader II accepting responsibility for overall compliance with procedures and maintaining a secure physical environment.


	Operation Center Team Leader II – Receive inventory and vault fare media, double-count fare media prior to each distribution and each mailing.  Verify daily Transit Benefit Agent reconciliations.  Maintain daily distribution records such as sign-in sheets, customer pickup details, balance sheets, mailing records, etc.  Prepare laptops, cases and supplies for each travel and local distribution.  Fill media mailing orders, maintain employee attendance records.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Operation Center Team Leader II, or equivalent.  Position requires strong interpersonal and leadership skills .  Demonstrates full knowledge and understanding of required processes/procedures and ability to hold the highest position of trust in the Operation Center.  Trains and team leads other agents.  Accepts responsibility for overall compliance with procedures and maintaining a secure physical environment.


	Travel Coordinator I – Gathers information on each trip (duration, dates, agents needed, etc.) Assigns travelers to distributions.  Generates travel order requests.  Generates and distributes “weekly travel” calendar to operations/management personnel.  Handles reservations (train, plane, hotel, and car) for agents scheduled to travel.  Creates travel packets (including tickets, attendance form, hotel info, employee schedule, debriefing form, travel authorization letter, hotel billing letter).  Must be high school graduate or equivalent. Knowledge of travel industry and systems a plus.



	Travel Coordinator II – Prepares information for each trip (duration, dates, agents needed, etc.) Assigns travelers to distributions.  Generates travel order requests.  Generates and distributes “weekly travel” calendar to operations/management personnel.  Handles reservations (train, plane, hotel, and car) for agents scheduled to travel.  Creates travel packets (including tickets, attendance form, hotel info, employee schedule, debriefing form, travel authorization letter, hotel billing letter).  Must be high school graduate or equivalent and have a minimum of six months experience as a Travel Coordinator I or equivalent.  Knowledge of travel industry and systems a plus.



	Senior Travel Coordinator I – Plans itineraries and schedules travel accommodations according to travel orders using knowledge of route, types of carriers, and travel regulations.  Verifies travel orders to ensure authorization.  Studies routes and regulations and considers cost, availability and convenience of different types of carriers to select most advantageous route and carrier.  Gathers information on each trip (duration, dates, agents needed, etc.).  Assigns travelers to distributions.  Generates travel order requests.  Generates and distributes “weekly travel” calendar to operations/management personnel.  Creates travel packets (including tickets, attendance form, hotel info, employee schedule, debriefing form, travel authorization letter, hotel billing letter).

Enters travel expenses into a Budget database.  Tracks budget versus expenses and provides forecasting reports. Validates return vouchers.  Resolves billing issues.  Must have experience in travel industry and systems.  Must be high school graduate or equivalent and have a minimum of one year experience in travel planning or equivalent.



	Senior Travel Coordinator II – Plans itineraries and schedules travel accommodations according to travel orders using knowledge of route, types of carriers, and travel regulations.  Verifies travel orders to ensure authorization.  Studies routes and regulations and considers cost, availability and convenience of different types of carriers to select most advantageous route and carrier.  Gathers information on each trip (duration, dates, agents needed, etc.).  Assigns travelers to distributions.  Generates travel order requests.  Generates and distributes “weekly travel” calendar to operations/management personnel.  Creates travel packets (including tickets, attendance form, hotel info, employee schedule, debriefing form, travel authorization letter, hotel billing letter).

Enters travel expenses into a Budget database.  Tracks budget versus expenses and provides forecasting reports. Validates return vouchers.  Resolves billing issues.  Trains and provides guidance to other travel coordinators.  Must have experience in travel industry and systems.  Must have management skills to plan and organize all travel coordinator workload.  Must be high school graduate or equivalent and have a minimum of one year of experience as a Senior Travel Coordinator I or equivalent.


	Billing & Accounting Agent I – Generates monthly billing reports including information on travel costs, billable hours, mailing costs, etc.  Ensures billing reports are mailed individually to each agency.  Responds to billing inquiries from agencies and generates ad-hoc/special/supplemental reports to provide details to Program Managers.  Assists with contract renewals/changes.  Distributes Fare Media and provides assistance to Agency Account Managers when needed. Must be high school graduate or equivalent and have a minimum of one year of experience as a Transit Benefit Agent, or equivalent.  Must have strong interpersonal skills and attention to detail.   Demonstrates working knowledge of required billing/accounting processes and receives some guidance from program managers.


	Billing & Accounting Agent II – Generates monthly billing reports including information on travel costs, billable hours, mailing costs, etc.  Ensures billing reports are mailed individually to each agency.  Responds to billing inquiries from agencies and generates ad-hoc/special/supplemental reports to provide details to Program Managers.  Assists with contract renewals/changes.  Distributes Fare Media and provides assistance to Agency Account Managers when needed.  Must have strong interpersonal skills and attention to detail. Must have one year of experience as a Billing & Accounting Agent I, or equivalent.  Demonstrates full knowledge and understanding of required billing/accounting processes.  Provides guidance and training for other billing agents.


	Quality Control Analyst – Reviews and understands all Standard Operating Procedures involved in agent disbursement, agent balancing, and operations center inventory management.  Performs database queries to search for transaction anomalies by customer, by agent, or by operations center during inventory/order fulfillment.  Completes full analysis by researching supporting paperwork and resolving issues where possible.  Audits various inventory levels by performing unannounced “spotchecks”.  Verifies periodic counts by operations center staff.  Reports to management on unresolved issues, pertinent trends and recommendations for prevention of fraud, waste, and abuse.. Must have audit experience as well as a minimum of one year experience as a Transit Benefit Agent and Operations Center Agent or equivalent.


	Quality Control Manager – Reviews and understands all Standard Operating Procedures involved in agent disbursement, agent balancing, and operations center inventory management.  Performs database queries to search for transaction anomalies by customer, by agent, or by operations center during inventory/order fulfillment.  Completes full analysis by researching supporting paperwork and resolving issues where possible.  Audits various inventory levels by performing unannounced “spotchecks”.  Verifies periodic counts by operations center staff.  Reports to management on unresolved issues, pertinent trends and recommendations for prevention of fraud, waste, and abuse.  Trains Quality Control Analysts.  Understands and utilizes Six Sigma methodology.  Reviews overall quality control processes and revises procedures to foster continuous improvement and maximize review coverage.  Researches and implements most current quality control techniques and automated tools focused on prevention or elimination of errors.  Must have a minimum of one year experience as a Quality Control Analyst or equivalent.


	Asst. Account Manager I – Provides assistance to Account Managers by:  verifying distribution dates, times, and locations for each assigned agency, preparing mailings or performing on-site distributions as instructed, entering applications/changes to customer applications into an Oracle database system, and performing various customer support tasks as required.

Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as a Transit Benefit Agent.  Position requires strong interpersonal skills and attention to detail.  Relies heavily on guidance of other assistant/ account managers as various processes and procedures are mastered.

	Asst. Account Manager II – Provides assistance to Account Managers by:  verifying distribution dates, times, and locations for each assigned agency, preparing mailings or performing on-site distributions, entering applications/changes to customer applications into an Oracle database system, and performing various customer support tasks as required.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Assistant Account Manager I, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates working knowledge of required processes/procedures and receives some guidance from other assistant/account managers.


	 Asst. Account Manager III – Provides assistance to Account Managers by:  verifying distribution dates, times, and locations for each assigned agency, preparing mailings or performing on-site distributions, entering applications/changes to customer applications into an Oracle database system, and performing various customer support tasks as required.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Assistant Account Manager II, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge of required processes/procedures and works independently without guidance from other assistant/account managers.


	Asst. Account Manager IV – Provides assistance to Account Managers by:  verifying distribution dates, times, and locations for each assigned agency, preparing mailings or performing on-site distributions, entering applications/changes to customer applications into an Oracle database system, and performing various customer support tasks as required.  Requires high school graduate or equivalent and be 18 years of age and a minimum of six months experience working as an Assistant Account Manager III, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understanding of required processes/procedures.  Provides guidance and training for other agents or assistant account managers.


	Account Manager I – Serves as the champion and advocate providing customer support for each assigned agency.  Establishes and coordinates distribution dates and times for assigned agency.  Monitors each agency’s overall program, reviews participant information, and customizes service delivery based on agency requirements/agreements.  Trains Assistant Account Managers.  Works with Assistant Account Managers to ensure that timely, accurate mailings are prepared.  Verifies that the number of agents with appropriate experience levels are planned for on-site distributions.  Proactively manages on-site distributions with Assistant Account Managers to ensure smooth delivery of service including coordinating transportation and security access.   Reviews customer applications, enters applications/changes into Oracle, withdraws customers, troubleshoots as needed, and generates periodic reports.   Must have a least six months experience as an Assistant Account Manager IV, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Relies heavily on guidance of other Account Managers as various processes, procedures, and programs are mastered.  Typically assigned to less complex agency customers.


	Account Manager II – Serves as the champion and advocate providing customer support for each assigned agency.  Establishes and coordinates distribution dates and times for assigned agency.  Monitors each agency’s overall program, reviews participant information, and customizes service delivery based on agency requirements/agreements.  Trains Assistant Account Managers.  Works with Assistant Account Managers to ensure that timely, accurate mailings are prepared.  Verifies that the number of agents with appropriate experience levels are planned for on-site distributions.  Proactively manages on-site distributions with Assistant Account Managers to ensure smooth delivery of service including coordinating transportation and security access.   Reviews customer applications, enters applications/changes into Oracle, withdraws customers, troubleshoots as needed, and generates periodic reports. Must have at least six months experience working as an Account Manager I, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates working knowledge of required processes/procedures/  programs and receives some guidance from other Account Managers.  Typically assigned to less complex agency customers.


	Account Manager III – Serves as the champion and advocate providing customer support for each assigned agency.  Establishes and coordinates distribution dates and times for assigned agency.  Monitors each agency’s overall program, reviews participant information, and customizes service delivery based on agency requirements/agreements.  Trains Assistant Account Managers.  Works with Assistant Account Managers to ensure that timely, accurate mailings are prepared.  Verifies that the number of agents with appropriate experience levels are planned for on-site distributions.  Proactively manages on-site distributions with Assistant Account Managers to ensure smooth delivery of service including coordinating transportation and security access.   Reviews customer applications, enters applications/changes into Oracle, withdraws customers, troubleshoots as needed, and generates periodic reports.  Must have at least six months experience working as an Account Manager II, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge of required processes/procedures/ programs and works independently without guidance from other Account Managers.  Typically assigned multiple agency customers with varying levels of complexity.


	Account Manager IV – Serves as the champion and advocate providing customer support for each assigned agency.  Establishes and coordinates distribution dates and times for assigned agency.  Monitors each agency’s overall program, reviews participant information, and customizes service delivery based on agency requirements/agreements.  Trains Assistant Account Managers.  Works with Assistant Account Managers to ensure that timely, accurate mailings are prepared.  Verifies that the number of agents with appropriate experience levels are planned for on-site distributions.  Proactively manages on-site distributions with Assistant Account Managers to ensure smooth delivery of service including coordinating transportation and security access.   Reviews customer applications, enters applications/changes into Oracle, withdraws customers, troubleshoots as needed, and generates periodic reports. Must have at least six months experience working as an Account Manager III, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understanding of required processes/procedures.  Provides guidance and training for Assistant Account Managers and other Account Managers.  Typically assigned multiple agency customers with higher levels of complexity.


	Budget & Finance Analyst I – Orders fare media, processes fare media credits, assists Budget & Finance Managers with the management of contracts/agreements, monitors budget and expense transactions, prepares periodic and ad-hoc reports as required.  Must be a high school graduate or equivalent and be at least 18 years of age.  Position requires strong interpersonal skills and attention to detail.  Relies heavily on guidance of other Financial Analysts/Managers as various procedures are mastered.


	Budget & Finance Analyst II – Orders fare media, processes fare media credits, assists Budget & Finance Managers with the management of contracts/agreements, monitors budget and expense transactions, prepares periodic and ad-hoc reports as required.  Must have at least six months experience working as a Budget & Finance Analyst I, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates working knowledge of required procedures and receives some guidance from other Finance Analysts/Managers.  


	Budget & Finance Assistant Manager – Orders fare media, processes fare media credits, manages contracts/agreements, performs budget formulation and execution including forecasting, budget generation, tracking of purchase orders and invoices, end-of-year reconciliations, etc.   Must have at least six months experience working as a Budget & Finance Analyst II, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge of required processes/procedures and works independently without guidance from other Financial Analysts/Managers.  


	Budget & Finance Manager – Orders fare media, processes fare media credits, manages contracts/agreements, performs budget formulation and execution including forecasting, budget generation, tracking of purchase orders and invoices, end-of-year reconciliations, etc.   Must have at least six months experience working as a Budget & Finance Assistant Manager, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understanding of required processes/procedures.  Provides guidance for other Budget & Finance Analysts/Assistant Manager.  


	Senior Budget & Finance Manager I – Manages contracts/agreements, performs budget formulation and execution including forecasting, budget generation, tracking of purchase orders and invoices, end-of-year reconciliations, etc.  Applies budget and financial principles to review financial information/reports and prepare summary conclusions and recommendations.  Reviews budget and financial procedures and control processes and implements changes as required.  Must have minimum of 1 year experience as a Budget & Finance Manager, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understand of budget and financial processes.  Trains Budget & Finance Analysts/Managers.


	Senior Budget & Finance Manager II – Manages contracts/agreements, performs budget formulation and execution including forecasting, budget generation, tracking of purchase orders and invoices, end-of-year reconciliations, etc.  Applies budget and financial principles to review financial information/reports and prepare summary conclusions and recommendations.  Reviews budget and financial procedures and control processes and implements changes as required. Works with Program Managers and programmers to devise and implement new or improved automated general accounting systems and identifies opportunities to integrate information and work processes.   Must have minimum of 1 year experience as a Senior Budget & Finance Manager I, or equivalent.  Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understand of budget and financial programs.  Trains Budget & Finance Analysts/Managers.


	Assistant Project Manager I – Assists Project Managers in application of principles, practices, and techniques of project management to control project schedules, cost, and performance risks; and, accomplish business objectives (e.g., quality results on time and within budget).  Assists in all project elements including integration, scope, time, cost, quality, human resources, communications, risk, and procurement.  For labor-intensive projects, assists in conducting interviews, hiring/training, payroll, counseling, performance reviews, policy communication, benefits administration, badging/security, and verification/investigation process.   Projects generally involve overall delivery of services and day-to-day operational subtasks for development or improvement.  Assists in utilizing project tracking tools and preparing project status reports.  Must be a high school graduate or equivalent and be at least 18 years of age.  Position requires strong interpersonal skills and attention to detail.  Relies heavily on guidance of other Project Managers as various principles/procedures are mastered. 
 

	Assistant Project Manager II – Assists Project Managers in application of principles, practices, and techniques of project management to control project schedules, cost, and performance risks; and, accomplish business objectives (e.g., quality results on time and within budget).  Assists in all project elements including integration, scope, time, cost, quality, human resources, communications, risk, and procurement.  For labor-intensive projects, assists in conducting interviews, hiring/training, payroll, counseling, performance reviews, policy communication, benefits administration, badging/security, and verification/investigation process.   Projects generally involve overall delivery of services and day-to-day operational subtasks for development or improvement.  Assists in utilizing project tracking tools and preparing project status reports.  Must have a minimum of one year experience as an Assistant Project Manager I, or equivalent.  Position requires strong interpersonal skills and attention to detail.   Demonstrates working knowledge of operational business processes/procedures and receives minimal guidance from other Project Managers. 
 

	Project Manager I – Applies principles, practices, and techniques of project management to lead project teams; control project schedules, cost, and performance risks to maximize opportunities for success; and, accomplish business objectives (e.g., quality results on time and within budget).  Must be able to manage all project elements including integration, scope, time, cost, quality, human resources, communications, risk, and procurement.  For labor-intensive projects, must possess strong human resource skills/experience including conducting interviews, hiring/training, payroll, counseling, performance reviews, policy communication, benefits administration, badging/security, and verification/investigation process.   Projects generally involve overall delivery of services and day-to-day operational subtasks for development or improvement.  Must be able to utilize project tracking tools, and prepare project status reports.  Must have a minimum of one year experience as Assistant Project Manager II, or equivalent.   Position requires strong interpersonal skills and attention to detail.  Demonstrates a working knowledge of operational business processes involved in scheduling service delivery, minimizing overtime, tracking productivity, operation center services, travel, and budget/accounting/finance/procurement.


	Project Manager II – Applies principles, practices, and techniques of project management to lead project teams; control project schedules, cost, and performance risks to maximize opportunities for success; and, accomplish business objectives (e.g., quality results on time and within budget).  Must be able to manage all project elements including integration, scope, time, cost, quality, human resources, communications, risk, and procurement.  For labor-intensive projects, must possess strong human resource skills/experience including conducting interviews, hiring/training, payroll, counseling, performance reviews, policy communication, benefits administration, badging/security, and verification/investigation process.   Projects generally involve overall delivery of services and day-to-day operational subtasks for development or improvement.  Must be able to utilize project tracking tools, and prepare project status reports. Must develop presentations/briefings for senior management with recommendations on future business objectives that demonstrate competencies of strategic thinking, creativity, and leadership.  Must have a minimum of one year experience as Project Manager I, or equivalent.   Position requires strong interpersonal skills and attention to detail.  Demonstrates full knowledge and understanding of operational business processes involved in scheduling service delivery, minimizing overtime, tracking productivity, operation center services, travel, and budget/accounting/finance/procurement.  Project Manager certification is a plus.  


	

	Parking Office Assistant I – Entry level position responsible for providing customer service to government agencies in the distribution of parking permits and fare media (cash equivalent).  Responsible for a variety of duties including verifying that customers meet established criteria for parking or fare media and are not receiving both benefits.  Initiates telephone inquiries to verify carpool members on parking applications, enters parking and transit applications in automated system, calculates beginning/ending inventory and performs daily reconciliation including receipts of cash/checks for parking,  Position requires strong interpersonal and customer service skills. Requires high school graduate or equivalent and be 18 years of age. This entry level position works in a team environment where other team members provide some guidance and direction.    



	Parking Office Assistant II – Responsible for providing customer service to government agencies in the distribution of parking permits and fare media (cash equivalent).  Responsible for a variety of duties including verifying that customers meet established criteria to receive parking or fare media and are not receiving both benefits.  Initiates telephone inquiries to verify carpool members on parking applications, enters parking and transit applications in automated system, calculates beginning/ending inventory and performs daily reconciliation including receipts of cash/checks for parking.  Position requires strong interpersonal and customer service skills.  Requires high school graduate or equivalent and be 18 years of age.  Requires a minimum of six months experience as a Parking Office Assistant I, or equivalent, demonstrating ability to work independently without relying on team members for guidance. 



	Parking Office Assistant  Manager – Responsible for providing customer service to government agencies in the distribution of parking permits and fare media (cash equivalent).  Responsible for a variety of duties including verifying that customers meet established criteria to receive parking or fare media and are not receiving both benefits.  Initiates telephone inquiries to verify carpool members on parking applications, enters parking and transit applications in automated system, calculates beginning/ending inventory and performs daily reconciliation including receipts of cash/checks for parking.  Position requires strong interpersonal and customer service skills.  Requires high school graduate or equivalent and be 18 years of age.  Requires a minimum of six months experience as a Parking Office Assistant II, or equivalent.  Demonstrates full knowledge and understanding of required processes/procedures, works independently, and trains other Office Assistants.  Assists Parking Manager in resolving more challenging customer concerns. 


	Technical Writer – Analyzes needs of target audience.  Studies data, conducts in-depth interviews with subject matter experts to understand processes.  Indexes or cross-references documentation.  Plans, researches, and develops effective written products including a variety of technical articles, reports, brochures, and/or manuals for a wide range of uses.  Produces or arranges for illustrations, charts, and photos as needed.  Requires at least a bachelor’s degree and minimum of five years writing experience, or equivalent.  



	Senior Technical Writer – Analyzes needs of target audience.  Studies data, conducts in-depth interviews with subject matter experts to understand processes.  Indexes or cross-references documentation.  Plans, researches, and develops effective written products including a variety of technical articles, reports, brochures, and/or manuals for a wide range of uses.  Produces or arranges for illustrations, charts, and photos as needed.  Edits, standardizes, or revises materials prepared by others.  Prepares layouts and rough drafts as required.  Creates, edits, augments written documentation for internet and intranet web pages.  Must possess excellent writing, organization, interpersonal, and communication skills.  Must be able to work independently and as part of a team as necessary.  Must possess the ability to handle multiple documentation projects simultaneously.  Must possess a bachelor’s degree and at least ten years of technical writing experience.  Must have knowledge of government writing styles, and demonstrate ability to drive the writing process.  Must be self-motivated and flexible, with a passion for excellence and quality. 



	Program Manager – Coordinates and oversees the scheduling, pricing, and technical performance of specified programs with related projects.  Responsibilities also include aiding in the negotiation of contracts and contractual changes and coordinating preparations of proposals, plans, specifications, and financial conditions of contracts.  Develops new business and expands product line.  Ensures adherence to master plans and schedules, develops solutions to program problems, and directs work of incumbents assigned to program.  Supervises Project Managers to ensure that assigned projects are completed on time and within budget.  Acts as advisor to program team regarding projects, tasks and operations.  Requires a bachelor’s degree and at least 10 years of experience in the field or in a related area, or equivalent.  Familiar with standard concepts, practices, and processes within a particular field.  Relies on extensive experience, judgment, creativity, and strategic thinking to plan and accomplish goals.  Performs a variety of complex tasks.   



	Business Consultant – Provides customized consulting services to meet unique customer needs.  Assesses current situations, explores organization goals/objectives, researches possible solutions aligned with goals, recommends alternatives, and implements recommendations holistically or in stages as requested.  Organizations reap benefits of increased productivity and ability to stay focused on direct business services.  Must possess a bachelor’s degree and over 20 years of management consulting and wide-ranging business experience.
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