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SECTION 1 - GENERAL INFORMATION
TMCI CONSULTING SERVICES
TMCI has been awarded a GSA Federal Supply Schedule contract for Management, Organizational and Business Improvement Services (MOBIS), Contract No GS-10F-0518N. The contract period is from 01August 2003 through 31 July 2008. Three five-year option periods may be exercised by GSA. Firm-fixed price, time and material, labor hour and level-of-effort task orders are acceptable under this contract.  Please review The McVey Company, Inc.'s website to learn about us.

Contract Use:  This contract is available for use by all federal government agencies as a source for MOBIS Services for domestic and overseas delivery. The organizations listed below may place orders under this contract. Questions regarding organizations authorized to use this schedule should be directed to the Contracting Officer.

(1) Executive agencies. 

(2) Other Federal Agencies. 

(3) Mixed-ownership Government corporations. 

(4) The District of Columbia. 

(5) Government Contractors authorized in writing by a Federal agency pursuant to 48 CFR 51.1. 

(6) Other activities and organizations authorized by statute or regulation to use GSA as a source of supply

SECTION 2 - INFORMATION FOR ORDERING OFFICIES
1. Special Item Numbers. 

SIN 874-1 Consulting Services 

SIN 874-2 Facilitation Services 

SIN 874-3 Survey Services 

SIN 874-4 Training Services 

SIN 874-5 Support Products 

SIN 874-6 Privatization Support Services 

2. Maximum Order. $1,000,000. The maximum delivery/task order limit for this contract is $1,000,000. Notwithstanding this limit, ordering agencies may place, and TMCI may honor, orders exceeding this limit in accordance with FAR 8-404. Ordering agencies are encouraged to seek price reductions for orders in excess of $1,000,000. 

3. Minimum Order. $300. There is a $300 minimum dollar value limitation on delivery/task orders placed under this schedule. 

4. Mixed Orders. Ordering agencies may issue delivery/task orders that contain both Schedule and non-Schedule items. The value of the non-Schedule part of the delivery/task order shall be small or insignificant compared to the total cost of the delivery/task order. 

5. Geographic Coverage. The geographic scope of this contract is the 50 United States and the District of Columbia. 

6. Discount from List Prices or Statement of Net Price. As negotiated and mutually agreed to for each individual delivery/task order. (Using the attached hourly rate pricing.) 

7. Quantity Discounts. As negotiated and mutually agreed to for each delivery/task order. 

8. Prompt Payment Discount. None 

9a. Government Commercial Credit Card. Accepted. 

9b. Discount for Payment by Government Commercial Credit Card. None. 

10. Foreign Items. None 

11a. Time of Delivery. The period of performance and completion of all deliverables shall be as negotiated and mutually agreed to for each individual delivery/task order. Any order issued during the effective period of this contract shall be completed by TMCI within the time specified in the delivery/task order. The contract shall govern TMCI's and the Government's rights and obligations with respect to that order to the same extent as if the order were completed during the contract's effective period of performance. 

11b. Expedited Delivery, Overnight, and 2-Day Delivery. As negotiated and mutually agreed to for individual delivery/task orders. 

11c. Urgent Requirements. The ordering agency will determine the specific delivery time. 

12. F.O.B. Point. Destination 

13. Ordering Address. 

The McVey Company Incorporated (TMCI)

Attention: Ms. Robin Davis 

Director of Contracts

5205 Leesburg Pike, Suite 1300

Falls Church, VA 22041 

Phone: (703) 575-5003 

Fax: (703) 575-5001 

14. Payment Address. 

The McVey Company Incorporated (TMCI)

Attention: Accounts Receivable 

5205 Leesburg Pike, Suite 1300

Falls Church, VA 22041 

15. Warranty Provision. For the purpose of this contract, commitments, warranties, and representations include, in addition to those agreed to for the entire schedule contract: 

Time and delivery quotations for individual orders; 

Technical representations and/or warranties of products concerning performance, total system performance and/or configuration, physical, design and/or functional characteristics and capabilities of a product/equipment/service/software package submitted in response to requirement which result in orders under this schedule contract. 

Any representations and/or warranties concerning the products made in any literature, description, drawings and/or specifications furnished by the contractor. 

The above is not intended to enlarge the scope of this schedule contract for individual orders. Prices, options, terms and conditions of any orders are limited strictly to those specified in the MOBIS schedule contract and Pricelist and agreed to by GSA. 

16. Export Packing Charges. Not applicable 

17. Acceptance Terms for Government Commercial Purchase Card. TMCI accepts the Government Purchase Card for purchases equal to or less than the micro-purchase threshold. The Ordering Agency shall provide the card number and expiration date. 

SECTION 3 - MOBIS SERVICES
When any of the below services are ordered, Other Direct Costs (ODCs) that are applicable should be included in the resultant Task Order.

CONSULTATION SERVICES (SIN 874-1)
Services include but are not limited to strategic, business and action planning; systems alignment; cycle time; high performance work, leadership systems, performance measures and indicators, process and productivity improvement;
organizational assessments; and program audits, and evaluations.
TMCI's consultation services cover the full lifecycle of change in an organization. Develops goals, performance measures and change strategies to direct the business unit. Use of models, workshops, and other analytical techniques to identify improvement opportunities in core processes and design the projects to implement the improvements. Develop and field new processes, organizational structures, incentives, and enabling information technology. 
The McVey Company provides demonstrated excellence to support various Agencies. This is achieved by providing to our clients expert advice, studies and analysis, business process reengineering, benchmarking, organizational and personnel assessments and evaluations, financial management, program analysis and budget execution, and organizational design to further agencies' management, organizational, business, and operational effectiveness through the concepts embodied in MOBIS. 

Our consultants are experts in their fields. They bring to each task an in-depth understanding of organizational dynamics, state-of-the-art technology applicable to the function, business process reengineering and the requirements for and advantages of change as appropriate, and finally, an ability to work in partnership with clients. The firm's commitment is to its client to produce a product of exceptional quality, ingenuity and vision. This commitment has as its bedrock a commitment to work together with clients so that the highest levels of integrity and professionalism are maintained. The outcome of such commitments, including the levels of professional and technical expertise, builds trust and confidence between our consultants and the client. Working together, we build high performing organizations, adaptive to the changing business and technological dynamics in what is becoming increasingly a global environment.

We understand business and organizational dynamics and how to match missions, customer services and a results-oriented outcome with an increasingly market oriented governmental environment. We understand the internal and external demands on Government agencies that have been caused in part by market competition, reinvention of government, reduced budgets, and social, societal and technological change. We understand the anxiety of clients as such factors affect them and assist them in organizational transformation, when appropriate, and in transitioning to new business models.

FACILITATION SERVICES (SIN 874-2)
Services include but are not limited to the use of problem solving techniques; defining and refining agendas; resolving disputes, disagreements, and divergent views; debriefing and overall meeting planning; logistical meeting/conference support; convening and recording discussion content and discussions; leading large and and small group briefings when performing technical facilitation; providing a draft for the permanent record; focusing decision-making; and preparing draft and final reports for dissemination 

Facilitation is an important part of process improvement. 
The facilitator helps the owners and users of the process analyze the process, determine how to improve the process, and then implement that improvement. In traditional consulting the consultant is an expert in the process who performs the analysis, decision-making, and implementation for the customer. The facilitator does not work that way. The facilitator provides the client with ability to do the work much more rapidly and effectively than they would otherwise be able to do. 

The McVey Company Incorporated will provide facilitation and related decision support services with a keen understanding of the importance of human dynamics and behavior in implementing organization or procedural change. With a team of experienced experts in the field of organizational effectiveness and development, we understand facilitation as an essential management enabler and a capability that must inherently be a part of all consultant engagements. Both external and human dynamics have brought a sharp focus on human factors, and it is the human, the person, that must understand, accept, and promote positive change. It is within this context and the precepts of MOBIS's intent that TMCI is committed to working closely with clients to achieve a successful client-consultant partnership.  Such partnership with agencies and/or groups within agencies must stem from mutual trust and confidence in all parties.   We will use proven techniques for gaining and providing information between and among client groups as an important facilitation function. 

TMCI supports the continuous process improvement efforts through formal workshops and across the full spectrum of other management, organizational, and business improvement efforts. TMCI facilitation is a catalyst in all these activities, helping our clients to focus on the problems they face, and to develop workable solutions, to implement their improvements, to manage change effectively, and to sustain their continuous process improvement program.  Facilitation cuts across all of the other reengineering processes. TMCI's facilitators will help you in preparing your strategic plan , making activity, data, and workflow modeling more effective, streamlining your management and decision processes, structuring alternatives for consideration, reaching sound decisions that are best for you and your business, building consensus among your key stakeholders. 

TMCI's facilitation is a methodology our people use to make our customers more effective in defining and solving problems, implementing improvements, achieving goals, and succeeding in business. 

SURVEY SERVICES (SIN 874-3)
Services include but are not limited to  planning survey design; sampling; survey development; pretest/pilot surveying; defining and refining the agenda; survey database administration; assessing reliability and validity of data; determining proper survey data; administering surveys using various types of collection methods;  analyses of quantitative and qualitative survey data; production of reports to include, but not limited to description and summary of results with associated graphs, charts, and tables; description of data collection and survey administration methods; discussion of sample characteristics and the representative nature of data; analysis of non-response; and briefings of results to include discussion of recommendations and potential follow-up actions.
TMCI offers end-to-end support for survey research, from survey design through administration, and the analysis and reporting of results. In business improvement efforts, we use surveys to help federal agencies understand their customers' needs, measure the outcomes from specific programs, and identify employee issues. TMCI assists with action planning and implementation of recommendations as necessary. 

PRIVATIZATION SUPPORT SERVICES AND DOCUMENTATION (SIN 874-6)
TMCI is experienced and highly qualified to provide privatization and competitive sourcing study support services. TMCI recognizes and practices that the focus of such studies must by on the long-term, post-study performance of required services. These services should be available consistent with industry standards and demands of an ever-changing marketplace. Such contracts must be performance based as opposed to compliance based. This requires the capacity to see service work in the customer's and other eyes that do not accept that business as usual is the only way to provide that service. These are TMCI strengths-seeing the same thing differently and assisting with achieving a better outcome than past history shows and that is possible through the applying the forcing function of competition to effect change. 

The McVey Company Incorporated will provide Program Integration and Project Management Services to support integration of complex activities within Federal Programs and Program/Project Managers in implementing successful projects and programs. Program integration is an inherent part of most projects and programs undertaken within the Federal Government and both require application of expertise, experience, and broad gauged analysis and thinking in assisting clients in building and implementing coherent tasks.

TMCI’s professional staff has on average over 20 years of experience in the Army, Air Force, National Guard, and the Department of Defense in program integration and management. 

We take a holistic approach to problem solving and program integration. Our approach is to identify the scope of the program and/or project and to understand the environment in which it must be implemented. Within our work, we focus not only upon the mission, organization, and people but also upon how responsibility, authority and accountability is defined and applied within the program or project

Privatization includes the transfer of assets from public to private means for subsequent provision of essential services. Where permitted by law, privatization removes responsibilities from the government for services and assets that are core businesses for private sector concerns. Privatization process support requires the capabilities to assess economic value of assets, costs of services, and potential benefits to the government resulting from privatization. Further, such support requires the capability to understand and develop the financial incentives necessary for a sound business deal advantageous to all parties. This requires a dialogue with the industry and the owning government agency. TMCI has these capabilities. The focus of privatization is on a long-term commitment. Moreover, the permanence of privatization through asset transfer requires assistance from firms with the highest standards of integrity and trust. TMCI's longstanding reputation for "honesty and service" defines the ideal partner for assisting government agencies with privatization decisions and execution. 

Keys to success under current rules include a keen understand of acquisition reform initiatives, teamwork and cooperation, and change management. TMCI excels in these three attributes. TMCI has a long history, rich with superlatives on our capabilities to assist our clients with finding and achieving significant positive change in their operations. 

Competitive sourcing begins with determining what should be outsourced and then how to package selected activities into business units that would benefit from the forcing function of competition. TMCI's business process improvement practice is key to this step. A government agency can achieve needed cost reductions through process, tool, and information availability improvements without the internal trauma of an A-76 study. 
OMB Circular A-76 requires the development of a Performance Work Statement (PWS) and Quality Assurance Surveillance Plan (QASP). This is the requirements phase of competitive sourcing studies. The PWS feeds to the Request for Proposal. The QASP establishes the ground rules, methods, and responsibilities for subsequent contract and in-house management after study completion. TMCI has assisted hundreds of clients with requirements generation for a host of improvement needs under and out from A-76 guidelines. PWS and QASP development affect all follow-on actions, the most important being business performance for services after the competition is complete. 

The A-76 Management Plan is the government's in-house proposal to retain the work. TMCI is highly capable of assisting clients with developing Most Efficient Organizations (MEO), In-House Cost Estimates (IHCE), Transition Plans (TP), and other documents required under the agency's implementation guidelines. TMCI has the knowledge of current best practices, civil service personnel policies and rules, business re-engineering, and accounting practices essential to complete these documents. 
Auditing requires the above cited skills and disciplines to read and understand in-house technical and cost proposals and attest to their adequacy and completeness to perform the tasks in the PWS and their compliance to the RFP.

PROGRAM INTEGRATION AND PROJECT MANAGEMENT SERVICES (SIN 874-7)
Services include but are not limited to program management; program oversight; project management; program management; and program integration (team leader).
Program management is the defining, documenting, evaluating, and organizing of individual program elements into a structure that allows efficient interfacing and logical accomplishment of work, within given boundaries of cost and schedule. This is accomplished through the detailed definition of all program elements, the characteristics of each element, and their relationships to each other. Careful identification of related risk and viable risk mitigation is also defined and evaluated. Balance is achieved through the allocation of program task resources, while assuring compliance with the established schedule milestones, cost targets, and interdependencies. 

TMCI has successfully provided program management services as the prime and sub contractor for a number of agencies. Our personnel have helped develop, implement, and improve managed programs. In addition, we have developed and implemented program plans, schedules and documentation; program control boards and program control directives; program reviews and resultant realignments; program action teams; change management activities; and, daily program management review and assessment activities. 

Program Integration/Team Leaders provide the management of the individual program elements. They are responsible and accountable for the technical, quality, cost and schedule performance of their program element. They work within the established program boundary conditions, using the policies, processes, and procedures of the program. The team leads provide technical support and control to the program manager, and manage other personnel supporting the program. They provide the day-to-day program element interfacing necessary to ensure each program element is on the correct course to bring about a successful program enterprise. Team leaders and their teams working together provide the vehicle to achieve successful program integration. 

Program oversight provides detailed quantitative and qualitative knowledge of the program’s progress towards the attainment of the program’s goals and objectives, including new government initiatives and objectives. It includes the detailed assessment of compliance with existing program requirements. Our program oversight is comprised of measuring technical, financial and schedule performance using available program data to determine if enterprise objectives are being met. Process or procedure changes are implemented as needed to maintain compliance with program objectives. 

TMCI personnel develop meaningful metrics and then evaluate the critical program criteria to identify any program-detrimental parameters indicating unacceptable program variations. For each variation requiring program action, we identify potential alternative action candidates, their risk parameters, and the estimated action result. Recommendations are then provided to program and project management for consideration and implementation. 

Project management is the method that most government agencies and contractors use to conduct their day-to-day business. The key to successful project management is to plan and communicate your plan. This includes the matching of appropriate personnel skills and support resources to each project phase, function, and task. It includes developing alternate progress paths, alternate solutions, and flexibility that will ensure project success. 

TMCI has assisted customers in managing projects since1991. 

SECTION 4 

TEAMING, SUBCONTRACTING, AND BPAs TEAMING ARRANGEMENTS
In the spirit of the Federal Acquisition Streamlining Act, federal agencies have been encouraged to facilitate innovative contracting and acquisition approaches. Federal Supply Schedule contractors receiving awards under the MOBIS contract are encouraged to use Teaming Arrangements to perform delivery/task orders when a partnering arrangement is appropriate. 

SUBCONTRACTING 

The General Services Administration (GSA) is committed to assuring that maximum practicable opportunity is provided to small, small disadvantaged, and women-owned business concerns to participate in the performance of the MOBIS contract. 

TMCI shares this commitment, and maintains an aggressive and innovative plan to encourage subcontractor involvement. 

BLANKET PURCHASE AGREEMENTS 

The use of Blanket Purchase Agreements (BPAs) under the Federal Supply Schedule Program is authorized in accordance with Federal Acquisition Regulation (FAR) 13.203-1(f): "BPA's may also be established with Federal Supply Schedule contracts". 

Establishing a BPA with a Federal Supply Schedule contractor is a way to fill recurring needs while taking advantage of quantity discounts, saving administrative time and reducing paperwork. In the past, individual orders under a BPA could not exceed the maximum order limitation. Today, with the removal of the maximum order limitation, agencies are no longer restricted by any dollar limitations when placing orders under a BPA. 

Agency-wide BPA's result in even greater price advantages and further reduce administrative burdens by providing a single ordering vehicle to all offices and operating units within an organization. For large BPAs, agencies are empowered and encouraged to seek further price reductions. TMCI agrees to enter into BPAs with ordering activities provided that: 

Only items covered by the contract are ordered under such arrangements. 

The period of time covered by such arrangements shall not exceed: (a) the period of the contract, or (b) in the case of multi-year contracts, the fiscal year, unless the ordering activity has the authority to obligate funds in excess of the fiscal year. 

Orders placed under such arrangements shall be issued in accordance with all applicable regulations and the terms and conditions of the contract. 

SECTION 5 

TERMS AND CONDITIONS
1. Order 

Agencies may use written orders, EDI orders, credit card orders, blanket purchase orders, individual purchase orders, or task orders for ordering services under this contract. Blanket Purchase Orders shall not extend beyond the end of the contract period. 

2. Invoices and Payment 

The contractor shall submit invoices for MOBIS services as soon as possible after completion of the work. For Task Orders performed on a Firm-Fixed-Price basis, invoices shall be submitted in accordance with agreed upon schedule-normally in equal monthly installments. Payment under blanket purchase orders may be made quarterly or monthly, except where cash payment procedures are used. Invoices shall be submitted separately to each Government office ordering services under the contract. 

3. Statement of Work (SOW) Requirement 

All work performed under this agreement shall be authorized through the issuance of a Statement of Work (SOW) and delivery/task order. Before issuance of a delivery/task order, the ordering activity may issue a Request for Proposal (RFP) or Request for Quote (RFQ) to TMCI. TMCI shall respond to each RFP or RFQ as appropriate with a price, general approach, and delivery schedule. The ordering activity and TMCI shall then negotiate in good faith on a delivery/task order-by-delivery/task order basis, the type of order (i.e., Firm Fixed Price or Fixed Price Labor Hour) and the specific SOW. The delivery/task order will address the price or price estimate and other direct costs, payment terms, as well as additional terms or conditions specific to that order. The SOW is an integral part of the delivery/task order and will specify the products and/or services to be delivered; the schedule, and applicable milestones. 

Mutual Agreement - Written agreement between both parties to the work that is to be performed and deliverables that may be required. 

Scope of Work - Statement of the parameters and what is to be accomplished. 

Period of Performance - Specified time in which the services will be performed. 

Deliverables - End products that the ordering agency may require upon the completion or during the period of performance. Deliverables include, but are not limited to, reports, studies, and design documents, and will be specified in the delivery/task order. The delivery schedule will be subject to mutual agreement. 

Acceptance Period - Agreed upon timeframe in which services are evaluated as to conformance with the requirements. 

Other delivery/task-relevant provisions will be determined by the ordering agency and the contractor subject to mutual agreement. 

4. Billable Hours 

TMCI's timekeeping is based on a "full-time accounting" system in which employees record all hours worked and allocates these hours to their correct cost objectives, whether direct or indirect. TMCI typically bills for all hours worked, including travel time if the employee is traveling in support of a contract (at the customer's direction) during normal business hours. Travel time outside of normal business hours and normal commuting costs are not billed. 

5. Other Direct Costs 

TMCI has not included any ODCs in this offer.  TMCI will provide a detailed description of all proposed ODCs and direct materials in response to each delivery/task order if required. 

We anticipate that the labor category rates included in the MOBIS Schedule Pricelist will apply to the work performed within the geographical scope of this contract. However, we recognize that work may be required that may result in markedly different costs than are normally incurred. For example, work performed in Alaska, Hawaii, the Commonwealth of Puerto Rico, or overseas locations (i.e., outside the 48 contiguous states). TMCI would expect, in conjunction with the customer, to examine these costs and negotiate appropriate pricing arrangements on a case-by-case basis. 

6. Customer Facility Requirements 

Should work be required at the customer site (Government site), TMCI would expect to furnish only the appropriate staff members to complete the work. The customer is expected to furnish all office space, equipment, and supplies at no cost to TMCI. This includes, but is not limited to, use of telephones, faxes, copiers, personal computers, ordinary business software, and normal copying and reproduction services. 

7. Rate Differentials 

The rates included in our MOBIS Schedule Pricelist represent fully loaded hourly labor rates for each skill classification for work performed at the contractor-site for SINs 874-1, 874-2, 874-3, 874-6, and 874-7.  TMCI will furnish all normal supplies and services required for the work. (Some may be an additional direct charge to the customer.) This includes facilities, supplies, personal computers, business software, and telephones. 

Work at Customer Site - Should all work be required to be performed at the customer-site in support of SINs 874-1, 874-2, 874-3, 874-6, and 874-7. TMCI will extend an additional discount to the rates included in our MOBIS Schedule Pricelist. These discounts will apply if the following conditions are met: 

The Government provides all office space, supplies, and equipment for TMCI staff. 

TMCI employees are 100% dedicated and billable to the project for a performance period of not less than six consecutive calendar months. 

If the above conditions cannot be met, TMCI's fully loaded hourly labor rates included in our MOBIS Schedule Pricelist apply. 

Work at Contractor Site - Work performed at the contractor's site within the geographical scope of the contract will be provided at the rates contained in the Schedule Pricelist for MOBIS Services. 

Security Clearance Requirements - Some agencies may require various contractor personnel to obtain a security clearance before receiving access to facilities and information. Security clearances, when required on individual task orders, will be obtained at the contractor's expense. 

8. Liability Limitations 

Except as otherwise provided by an express or implied warranty, TMCI will not be liable to the Government for consequential damages resulting from any defect or deficiencies in accepted items. 

9. Terms 

Orders for MOBIS services shall be a minimum of $300. The basic work period is eight hours a day, Monday through Friday, excluding Government holidays. 

SECTION 6 

LABOR CATEGORY DESCRIPTIONS AND RATES
LABOR CATEGORY DESCRIPTIONS 

The following labor category descriptions illustrate the qualifications of personnel that will be provided by TMCI in support of the GSA MOBIS Contract. The labor categories are supported by level of expertise, experience, and education. Specific labor categories offered under Special Item Numbers (SINs) 874-1, 874-2, 874-3, 874-6 and 874-7 are specified in the table at the end of this section. 

TMCI recognizes that successful performance depends on having personnel with the right skills and experience. These skills and experience are acquired through a proper mix of education and professional experience. We have found that skills required to support advanced technology efforts, today's problems and tomorrow's challenges, are not always supported by the traditional combination of formal education and work experience. Therefore, we have incorporated substitution allowances between equivalent education and experience in order to provide the quality of services required by the customer at the most reasonable price. The following tables present substitution equivalencies for education and experience requirements.  Additional years of related experience may be substituted for degree requirements. 
Substitutions for Education Requirements .

	Degree Requirement 
	Equivalent Experience Substitution 

	High School 
	GED 

	Associate 
	High School plus two years additional related experience 

	Bachelor's 
	High school plus four years additional related experience or Associate's degree plus two years additional related experience 

	Master's 
	Bachelor's degree plus two years additional related experience or six years additional related experience 

	Doctorate 
	Bachelor's degree plus four years or Master's degree plus two years or eight years additional related experience 


Substitutions for Work Experience Requirements . 

A related degree may be substituted for years of related work experience. 

	Degree 
	Equivalent Years of Experience 

	Bachelor's 
	Two 

	Master's 
	Four 

	Doctorate 
	Six 


LABOR CATEGORIES AND RATES 
	Labor Category 
	Level of Education 
	Years Experience 
	

	
	
	
	Rates

	Acquisition Specialist
	BA/BS
	6
	$72.82 

	Administrative Assistant
	AA
	2
	$46.84 

	Analyst
	BA/BS
	4
	$56.49

	Application Engineer
	BA/BS
	6
	$75.40 

	Business Case Analyst
	BA/BS
	6
	$59.62 

	Business Process Re-Engineer
	MA/MS
	10
	$75.07

	Communications Engineer
	BA/BS
	6
	$76.25 

	Communication Specialist
	BA/BS
	4
	$72.82 

	Compensation & Benefits Specialist
	BA/BS
	6
	$53.43 

	Computer Security Specialist
	BA/BS
	6
	$82.43 

	Consultant
	BA/BS
	12
	$52.61 

	Data Base Administrator
	BA/BS
	6
	$58.18 

	Data Base Analyst
	BA/BS
	4
	$53.91 

	Documentation Specialist
	AA
	3
	$49.51 

	Emergency Management Specialist
	BA/BS
	5
	$49.99 

	Facilitator
	BA/BS
	4
	$48.14 

	Financial Analyst
	BA/BS
	6
	$61.30 

	Functional Analyst
	BA/BS
	6
	$69.20 

	General Security Specialist
	BA/BS
	4
	$64.11 

	Graphics Specialist
	AA
	2
	$42.20 

	Healthcare Analyst
	BA/BS
	4
	$51.42 

	Human Resource Information Systems Specialist
	BA/BS
	4
	$93.41 

	Instructional/Designer/Developer
	BA/BS
	4
	$48.18 

	Intelligence Analyst
	BA/BS
	6
	$82.24 

	Legislative Specialist
	BA/BS
	4
	$49.25 

	Librarian
	BA/BS
	4
	$49.51 

	Logistician
	BA/BS
	6
	$73.92 

	Meeting & Convention Planner
	BA/BS
	2
	$46.82 

	Military Trainer
	BA/BS
	4
	$66.08 

	MIS/ILS Logistician
	BA/BS
	6
	$89.65 

	Occupational Health Specialist
	BA/BS
	10
	$52.41 

	Operations Research Analyst
	BA/BS
	8
	$72.63 

	Personnel Specialist
	BA/BS
	6
	$83.85 

	Pricing Analyst
	BA/BS
	4
	$59.10 

	Program Manager
	BA/BS
	6
	$92.57 

	Project Control Specialist
	BA/BS
	10
	$56.78 

	Project Manager
	BA/BS
	4
	$48.59 

	Quality Assurance Specialist
	BA/BS
	4
	$84.66 

	Resource Management System Specialist
	BA/BS
	4
	$61.71 

	Strategic Planner
	BA/BS
	6
	$84.11 

	Subject Matter Expert
	BA/BS
	12
	$136.98 

	Technical Writer/Editor
	BA/BS
	12
	$55.39 


LABOR CATEGORIES DESCRIPTIONS 
NOTE: If the Agency Contracting Officer chooses to purchase on a Labor Hour basis, the resultant Delivery/Task order shall specify the Not-To-Exceed (NTE) Price, the Labor Category(ies) proposed (with the hourly rates for each), and the Other Direct Costs (ODCs).

Acquisition Specialist


Functional Responsibility: Analyze user needs to determine functional and cross-functional requirements.  Performs functional allocation to identify required tasks and their interrelationships.  Identifies resources required for each task.

Minimum Education: A Bachelor’s degree in Business, or other related discipline.  This position requires a minimum of six (6) years experience, of which at least three years must be specialized.  Specialized experience includes developing functional requirements for complex integrated ADP systems.  Must demonstrate the ability to work independently or under only general direction.

Administrative Assistant 


Functional Responsibility: Under general supervision, performs administrative duties and assists in specific tasks of a more technical nature.  Generates documentation and spreadsheets and maintains contract files.  Requires proficiency in COTS software including advanced techniques for document production, spreadsheet, electronic graphics, and database programs.  May supervise work of Administrative Assistant Is.

Minimum Education/Experience: Associate's Degree required or two (2) years of directly relevant experience.  Two (2) years experience in a Government or commercial contracting environment.

Analyst  


Functional Responsibility: Under general supervision, analyzes requirements. Analytically and systematically evaluates problems such as workflow, organization, costs, and planning. Assists other Analysts in development of appropriate corrective action. Helps develop plans that satisfy the requirements of the project. Assists in defining problems, developing requirements, and specifications from which developers/programmers can develop systems, applications or new business processes and programs. Under supervision of other Analysts, coordinates closely with other team members to ensure proper implementation of specifications.

Minimum Education/Experience: Bachelor’s degree in Business, Computer Science, Information Systems, Engineering, Education, or a related discipline. Four (4) years experience in analysis that results in the design and development of an application, an analysis report, recommendation, or specification in a Government or commercial contracting environment
Application Engineer


Functional Responsibility:  Analyzes functional business applications and design specifications for functional activities.  Develops block diagrams and logic flow charts.  Translates detailed design into computer software to produce the required product.  Prepares required documentation, including both program-level and user-level documentation.  Enhances software to reduce operating time of improve efficiency.  Provides technical direction to programmers to ensure program deadlines are met.

Minimum Education/Experience:  A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related discipline.  This position requires a minimum of six years experience, of which at least four years must be specialized.  Specialized experience includes: experience as a applications programmer on large-scale data base management systems, knowledge of computer equipment and ability to develop complex software to satisfy design objectives.  Demonstrated ability to work independently or under only general direction.

Business Case Analyst


Functional Responsibility:  Develops formulas for calculating existing and future costs, researches current financial indices, develops details of actual cost of IT system using standard quantitative analyses. Develops and documents assumptions. Prepares investment analysis reports. 

Minimum Education/Experience: A Bachelor’s degree in Accounting, Computer Science, Information Systems, Engineering, Business, or other related field.  Six (6) years experience in accounting and investment analysis, broad understanding of Government accounting methodologies, generally accepted accounting practices, investment analyses including opportunity costs, time value of money, etc.
Business Process Re-Engineer


Functional Responsibility:  Applies process improvement and re-engineering methodologies and principles to conduct process modernization projects. Responsible for effective transitioning of existing project teams and the facilitation of project teams in accomplishment of project activities and objectives. Provides group facilitation, interviewing, training and additional forms of knowledge transfer. Key coordinator between multiple project teams to ensure enterprise wide integration of re-engineering efforts.

Minimum Education/Experience BS in Computer Science, Information Systems or Engineering or Business, Education, Management Sciences. 8 + years experience in training, facilitation, methodology development and evaluation, process re-engineering, identifying best practices, change management, business management techniques, organizational development, activity and data modeling, or information systems development methods and practices
Communications Engineer


Functional Responsibility: :  Provides engineering expertise to support communications requirements for planning, designing, installing and maintaining large communication networks.  Develops, operates, and maintains voice, video, and data communications systems.  Applies communications engineering principles and theory to propose design and configuration alternatives.  Responsible for complex engineering or analytical tasks and activities associated with one or more technical areas within the communications function.  Analyzes network performance, usage and traffic flows, accesses and interfaces, transmission techniques, and protocols.  Conducts feasibility studies concerning communications and communications networks.  Participates in preparing specifications for acquiring commercially available data communications networks

Minimum Education/Experience: Bachelors degree or higher from an accredited college or university in electronic or computer engineering, computer science, MIS, or a related field.  Four (4)  years of work experience in a related technical field.

Communication Specialist


Functional Responsibility:  Provides support and uses for communications, computer and other hardware-based technologies for telecommunications and development tasks.  Performs a wide variety of telcom/televideo and other network-based tasks, which are broad in nature and are concerned with the design and implementation of integrated network systems.  Plans and performs systems engineering research, design development, and other assignments in conformance with network system design, engineering and customer specifications.  Coordinates the activities of Video/Network Engineers and technicians assigned to specific multimedia-based projects.  

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related field.  Four (4) years of work experience in a variety of network and communications-based technology.

Compensation and Benefits Specialist


Functional Responsibility: Administers and communicates organizational development, training, compensation, benefits, employee and labor relations, staffing, security, and health and safety programs.

Minimum Education/Experience:  A Bachelors degree in Computer Science, Information Systems or other related discipline.  Six (6) years experience in related field.
Computer Security Specialist


Functional Responsibility: Provides information assurance support for operating systems, Internet and Intranet, physical security, networks, risk assessment, critical infrastructure continuity and contingency planning, emergency preparedness, security awareness and training.  Support includes analysis of existing system’s vulnerability to possible intrusions, resource manipulation, resource denial and destruction of resources as well as analysis to document organizational information protection framework, and policy or procedures preparation/implementation
Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related field.  Six (6) years directly related experience.
Consultant


Functional Responsibility: Provide consulting to agency heads, directors, and senior managers on quality improvement.  Design, organize, lead, and conduct executive level workshops, benchmarking, and surveys.  Facilitate process improvement efforts.  Manage a team of senior consultants and analysts.  Give lectures, speeches, or write articles.

Minimum Education/Experience: A Bachelor’s degree in related field.  An appropriate level of education with twelve (12) years within the last eighteen (18) calendar years of intensive and progressive experience in the individual’s field of study and specialization.

Data Base Administrator


Functional Responsibility: Designs, develops, re-designs, and administers computerized databases.  Installs and tailors database management software.  Creates and configures databases, table spaces, and all other relevant database objects.  Performs monitoring and tuning for DBMS’s and database entities.  Responsible for backup/recovery, storage management, and database disaster recovery.  Responsible for implementing changes to metadata.  Projects long-range requirements for database administration and design in conjunction with other managers in the information systems function.

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related field.  Requires four (4) years DBMS related experience.
Data Base Analyst


Functional Responsibility: Provides highly technical expertise in the use of DBMS.  Evaluates and recommends available DBMS products to support validated user requirements.  Defines file organization, indexing methods, and security procedures for specific user applications.  Manages data base projects. Provides daily supervision and direction to other data base specialists.  Applies working knowledge of data processing systems to a business application environment.  Analyzes, designs, develops, tests, implements, and administers data base systems/applications.  Is the principal interface and coordinator of technical and non-technical personnel involved in architecting data base solutions and/or the administration of data base systems. 

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related field.  This position requires a minimum of six years experience, of which at least four years must be specialized.  Specialized experience includes demonstrated experience using current DBM’s technologies, application design utilizing various DBMS and experience with DBMS internals.  General experience includes increasing responsibilities in DBMS systems analysis and programming.  

Documentation Specialist


Functional Responsibility: Gathers, analyzes, and composes technical information.  Conducts research an ensures the use of proper technical terminology.  Translates technical information into clear, readable documents to be used by technical and non-technical personnel.

Minimum Education/Experience: An Associate’s degree (in the fields described in this paragraph) is required.  This position requires a minimum of three years experience, of which at least two years must be specialized.  Specialized experience includes preparing technical documentation, which is to include researching for applicable Government and industry documentation standards.  General expertise pertaining to all aspects of ADP.  

Emergency Management Specialist  


Functional Responsibility: Develops, implements, and maintains regional emergency management system to respond appropriately to major disaster events. Develops, exercises, and evaluates organizational and EOC protocols to ensure timeliness and effectiveness of response. Develops, obtains stakeholder buy-in to, and manages within established budgets, planning and preparedness projects and their attendant strategic communications plans to integrate region-wide emergency operations. Develops program/planning standards/guidelines and response/recovery procedures in compliance with applicable regulations and standards. Establishes and maintains a liaison role with national/divisional/regional/service area/facility customers to assist with the development of and improvements to local emergency plans, procedures, provisions, management structure, and exercises/response to disasters. Recommends and supports implementation of contingency planning solutions to achieve business continuity objectives.  Analyzes threats and risks and their potential business impact on critical resources and functions. Designs and presents emergency management job aids, resource materials, and education/training programs for all levels in the organization, including regional and inter-regional conferences, special promotions, and briefings and presentations to senior leadership. Receives and escalates, as needed, emergency incident notifications and provides EOC activation, emergency operations plan, and systems support to senior executive (Incident Commander). Develops and oversees implementation of an emergency communication system and provides training to ensure readiness and maintenance of system. Partners and participates with community and government agencies in cooperative emergency preparedness initiatives. 

Minimum Education/Experience: Bachelor's degree, or equivalent experience.  Significant experience (usually 5+ years) in an emergency management, emergency planner, or business continuity planning position contributing to the development, implementation, and maintenance of a complex organizational emergency management system. Extensive knowledge of all phases of a comprehensive emergency management program (mitigation, preparedness, response and recovery) and principles of emergency management, planning, and development.  

Facilitator  


Functional Responsibility: Supports other personnel in preparing for and conducting joint application design, strategic planning or team-oriented meetings and meeting follow-up activities.  May manipulate electronic meeting software, for business process engineering, survey conduct, or process improvement sessions. Responsible for cataloging, maintenance, and distribution of customer session data files. Must be able to perform cross-functional computer tasks, and having a working knowledge of LAN servers, team facilitation, and the project technical content.

Minimum Education/Experience: A Bachelor’s degree in a business or engineering field. Four (4) years of experience in a Government or commercial contracting environment.

Financial Analyst 


Functional Responsibility: Provides working knowledge of cost (CPR, CSSR, CFSR, C/SCSC), budget planning (PPBS), audits, scheduling (critical path, float calculation), and documentation (PMD, PMP, Acquisition Plan, RFP)

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related discipline.  Minimum four (4) years directly related experience.  
Functional Analyst 


Functional Responsibility: Analyze user needs to determine functional and cross-functional requirements.  Performs functional allocation to identify required tasks and their interrelationships.  Identifies resources required for each task.

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related discipline.  This position requires a minimum of six years experience, of which at least three years must be specialized.  Specialized experience includes developing functional requirements for complex integrated ADP systems.  Must demonstrate the ability to work independently or under only general direction.

General Security Specialist


Functional Responsibility: Provides information assurance security support for operating systems, Internet and Intranet, physical security, networks, risk assessment, critical infrastructure continuity and contingency planning, emergency preparedness, security awareness and training.  Support includes analysis of existing system’s vulnerability to possible intrusions, resource manipulation, resource denial and destruction of resources as well as analysis to document organizational information protection framework, and policy or procedures preparation/implementation
Minimum Education/Experience: Bachelor’s Degree in Computer Science, Information Systems, Engineering, Business, or other related discipline.  Four (4) years of experience in directly related field.

Graphics Specialist


Functional Responsibility: Supports the creation of graphics, artwork and layout for all types of documentation, including distance learning systems and Internet/Intranet systems.  Demonstrated creativity and resourcefulness as well as a high level of analytic ability to resolve design problems utilizing available software tools.

Minimum Education/Experience: Associate's degree or completion of a technical school program in a related area.  Two (2) yearsof directly relevant experience required.

Healthcare Analyst


Functional Responsibility:  Prepares technical documents, correspondence and issue paper relating analysis of health issues. Assists in development of health reports through cost price analysis.  Work on organizational, operational and programmatic concepts and practices applied by public related to healthcare. Conduct studies and perform other analytical work related to the planning, development, organization, administration, evaluation, and delivery of Public Health Programs. Develop database reports and tools for healthcare financial analysis of risk arrangements, product performance analysis and regulatory reporting. 
Minimum Education/Experience: Bachelor's degree in Finance, Economics, Business, Information Systems or related field.  This position typically requires four (4) years of related experience.  Working knowledge and or experience in the implementation of large and complex Information Systems in a Health Care environment.  Knowledge of methods, processes and techniques used to develop and deliver Public Health or health related programs in state and local settings;
Human Resource/Personnel Systems Specialist


Functional Responsibility: Administers and communicates organizational development, training, compensation, benefits, employee and labor relations, staffing, security, and health and safety programs.  Review, analyze and administer human resources programs such as position classification and compensation plan, policies and procedures, recruitment and selection, employee development, affirmative action, wellness and other programs; recommend improvements.  Develop and recommend comprehensive proposals for new programs or major revisions or existing programs to enhance the efficiency, effectiveness and quality of work force and work environment; implement or oversee implementation of proposals; participate on a variety of committees related to employee programs.  Advise managers, supervisors and employees in interpretation and application of human resources policies and procedures; provide technical expertise on human resources management related issues. 

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related field.  Six (6) years directly related experience.
Instructional Designer/Developer 


Functional Responsibility: Under general supervision, applies the principles of ISD while performing analyses, studies, and research leading to the design and development of instructional materials to meet specific learning objectives.  Familiar with paper-based, and/or distance learning media and is able to work with direction from the client and/or supervisor to storyboard, prototype, and develop training materials that meet the client's requirements. May be required to supervise Instructional Designer/Developer Is.

Minimum Education/Experience: Bachelor's degree in education, psychology, human factors engineering, English, or a similar discipline. Six (6) years of directly relevant experience.

Intelligence Analyst


Functional Responsibility:  Assist to develop, coordinate and manage the security and intelligence systems in place at the centre.  Analyze, design and evaluate security and intelligence systems and procedures.  Identify and monitor suitable sources of information.  Provide operational support to intelligence analysts and investigators involved in crime and misconduct investigations and intelligence probes.  Research targeted areas and collected data.  Maintain, modify and interrogate databases to enable the identification, collection and evaluation of relevant data.  Prepare basic intelligence and analytical reports and provide oral briefings.

Minimum Education/Experience: BS/BA with 4 years directly related experience.
Legislative Specialist


Functional Responsibility:  Requires specialized subject matter expertise in the principles and techniques of research and legislative analysis; as well as significant directly related and progressive experience. Knowledge is applied to research and evaluation involving innovative solutions and alternatives. Makes recommendations for decisions of highly significant impact or consequence involving recommendations and development of legislative alternatives. Most frequently meets with internal and external administration and management; as well as functional or programmatic area.  Assists with documenting Congressional activities associated with client’s interest. Assists in developing information exchanges and communications with congressional staffers and members of congress. Provides insights to assist Program Element Monitors in communicating information to members of Congress. Operates as extension of the client's staff performing all of the functions of a normal program management staff. Must have experience working with congressional staffers and experience on "the hill".  Assisting in preparing the client’s annual legislative program -- that is, the major bills to be proposed to Congress by the client each year; Coordinating the development and interagency review of agency legislative proposals; Coordinating the interagency review of agency testimony and letters to Congress expressing views on bills it is considering; Staying abreast of legislative developments in Congress and ensuring that the Client's positions or concerns about bills are made known to Congress in a timely manner; and Analyst may perform these duties in particular subject matter areas, such as environment, health, education, drug abuse, and so forth.  Keeps up on the laws and available literature in the program area.  Knows and stays in contact with legislative, administrative, and intergovernmental staff, as well as industry groups and nonprofit organizations in the assigned policy area.  Identify and analyze budget and policy issues and develop options and recommendations for the Legislature to address these issues.  Serve as a fiscal and program resource to clients whenever needed. 

Minimum Education/Experience: BS/BA with 4 years general experience.

Librarian


Functional Responsibility:  Plans the acquisition, organization, maintenance, utilization, and retention of materials and equipment for libraries.  Maintains a working knowledge of, builds, and arranges specialized information resources, and works with users in obtaining required information from the Agency and/or other libraries.  Provides for computerization of the acquisition and cataloging function  Researches, acquires, assembles, catalogs, and restores, if necessary, exhibits if required, maintains, and stores items of historical/archival importance to the company or its development.

Minimum Education/Experience: BS/BA with 4 years directly related experience.
Logistician  


Functional Responsibility: Working as a team leader or independently, performs project planning and management of logistics and configuration management of related tasks. Participates in the analysis of logistics problems and the development of innovative project solutions. 

Minimum Education: Bachelor's degree.   Six (6) years of experience in the logistics support field, specifically in manpower, personnel and/or training program planning and implementation. Requires thorough knowledge of logistics support considerations for acquisition and life cycle support of systems and related equipment or programs. 

Meeting and Convention Planner


Functional Responsibility: Planners organize events for professional organizations, trade groups,service organizations, enthusiast groups, veterans’ organizations, etc.   Meeting, event, and convention planners develop programs, market events or conventions, budget the event, choose locations, make travel arrangements, arrange entertainment, plan menus and choose caterers, arrange lodging, ensure availability of audio-visual equipment, and oversee registration of attendees to the events.  Arrange shuttle transportation between venues and activities, plan entertainment, and arrange audio-visual equipment for conference presenters. For large trade shows, where a number of vendors set up booths, planners may have to organize additional telephone lines to the show’s site and arrange electrical outlets for individual booths. 

Minimum Education/Experience: Bachelor’s degree in Business or a related discipline.  Four (4) years directly related experience 

Military Trainer


Functional Responsibility: Prepares and modifies training materials.  Trains personnel through formal classroom courses, workshops and seminars.  Develops computer based training materials and courses.  Expand the training program by seeking new applications for software and develop training materials for them.  Evaluate existing class materials and update as either firm needs of software upgrades require.  Must read reference materials and appropriate periodicals to stay up on software enhancements and applications.  Must make sure that manuals are available (copied) for classes being offered.  Maintain a class "waiting list" or firm needs, notify personnel of available classes in a timely manner, monitor the scheduling of personnel for classes, maintain a record of attendance for firm personnel 

Minimum Education/Experience: Shall have a BS Degree and four (4) years of directly related experience.
MIS/ILS Logistician  


Functional Responsibility: Working as a team leader or independently, performs project planning and management of logistics and configuration management of related tasks. Participates in the analysis of logistics problems and the development of innovative project solutions. 

Minimum Education: Bachelor's degree in acquisition, business engineering, systems, or training programs planning and implementation.  Six (6) years of experience in the logistics support field, specifically in manpower, personnel and/or training program planning and implementation. 

Occupational Health Specialist


Functional Responsibility: Provides industrial guidance and judgment in implementing safety and health programs in large organization or projects that affect large numbers of personnel covering occupational exposure to a broad variety of workplace stressors. Applies recognized federal, state, and local Safety and Health regulations in the context of specific client requirements to resolve complex issues. Conducts/reviews audits, medical surveillance programs, and construction and factory safety and health procedures. Certification must be granted by the American Board of Industrial Hygiene (CIH) or by the Board of Certified Safety Professionals (CSP).  Designs and implements training, occupational air monitoring, audits, and related industrial hygiene programs. Possesses and applies comprehensive knowledge. Plans and conducts assignments, generally involving larger and more important projects or multiple projects. 

Minimum Education/Experience: Bachelor's degree in Business, Computer Science, Information Systems, Engineering, Education, or a related discipline. Ten (10) years experience as a member of a design and development team in a Government or commercial contracting environment. 

Operations Research Analyst 


Functional Responsibility:  Perform professional and scientific work requiring the design, development, and adaptation of mathematical, statistical, econometric, and other scientific methods and techniques and provide advice and insight about the probable effects of alternative courses of action.  Performs complete studies of limited scope or portions of larger projects, modifying/adapting techniques to fit situations.  Determines sources of data, plans and conducts test(s) to validate study findings and conclusions.  Compiles, organizes, and analyzes data.  Utilizes scientific inquiry in the development of mathematical models and computer programs to evaluate and predict the ability to support assigned projects, studies, or problems.  Diagnoses problems using a comprehensive knowledge of scientific techniques (e.g., data collection and analysis procedures).  Participates in problem definition and refinement.  Identifies significant variables and thoroughly examines underlying relationships.  Utilizes mathematical and statistical techniques, elements of operations research theory, and engineering knowledge to develop solutions to problems.  Develops or adapts existing models to accomplish analyses and evaluates algorithms and other logic.  Utilizes recognized methods and applies existing models, when applicable to develop solutions.  For specific taskings, devises new methods of problem solving, working in areas where there is a lack of applicable precedents. 

Minimum Education/Experience: Bachelor's degree in Business, Computer Science, Information Systems, Engineering, Education, or a related discipline. Six (6) years of directly relevant experience.

Personnel Specialist 


Functional Responsibility: Fully knowledgeable and skilled expert in one of the one manpower management disciplines: Military Personnel Management, Civilian Personnel Management , and Management Training.  Extensive working knowledge and/or familiarity with program planning,and scheduling. Must be familiar with Government and/or agencies Directives. Must have a working knowledge and/or familiarity with the automated Personnel Management services. Capable of Lead duties an responsibilities limited within the scope of effort identified in a single functional area responsibility

Minimum Education/Experience: Bachelor’s degree in Business, Computer Science, Information Systems, Engineering, Education, or a related discipline. Six (6) years of directly relevant experience.

Pricing Analyst 


Functional Responsibility: Assist in developing quality and cost effective financial strategies, including milestones and negotiation objectives.  Review, analyze and track the expenditure of funds and reimbursable items by program and ensure the accurate reporting of outstanding receivables. Maintain close coordination with government agencies e.g. DCAA, DCMC, and DFAS in relation to audits and job requirements.  Provide accurate inputs and documentation to assist clients. Ensure accounting and information systems, pricing and reporting of contracts governed by U.S. Government procurement and accounting regulation are in compliance with the requirements of those regulations.  Establish and monitor internal controls consistent with pricing and cost data information.  Assist in the preparation of material for annual budgets and business plans.

Minimum Education/Experience: Bachelor’s degree in Business, or a related discipline. Six (6) years of directly relevant experience.

Program Manager  


Functional Responsibility: Responsible for overall contract(s)/project(s) performance.  Serves as contractor's authorized interface with CO, COR, government management personnel, customer representatives, and subcontractors.  Ensures all activities conform to terms and conditions of delivery order and contract.  Responsible for formulating and enforcing work standards, allocating work, assigning schedules, reviewing work discrepancies, supervising personnel, and communicating policies, purposes, and goals of organization to subordinates.  Oversees performance of technical and administrative staff on multiple projects/contracts or a single large complex project/contract to ensure compliance with schedules, milestones, costs, and quality or work performed.

Minimum Education/Experience: Bachelor’s degree in Business, or a related discipline.  Ten (10) years of directly relevant experience.

Project Control Specialist 


Functional Responsibility: Under close supervision, supports the financial management and administrative activities of small to moderate projects, including budgeting, resource planning, and financial reporting.  Supports the evaluation of existing procedures, processes, techniques, models and/or systems related to management problems or contractual issues that would require a report and recommend solutions.  Develops work breakdown structures, and prepares charts, tables, graphs, and diagrams to assist in analyzing problems.

Minimum Education/Experience: A Bachelor's degree in Computer Science, Information Systems, Engineering, Business, Accounting or other related discipline.  Four (4) years of experience in preparation and analysis of financial statements and development of project schedules, budgets, and estimates-to-complete.
Project Manager  


Functional Responsibility: Plans, organizes, and controls overall activities of project including project management, technical work, quality of work, schedule, and costs.  Provides supervisory, technical, and administrative direction to staff.  Anticipates problems and works to mitigate anticipated problems.  Consults with COTR and other Government personnel to minimize costs and maximize efficiency in achieving stated requirements.  Ensures that all activities conform to terms and conditions of contract or delivery order.  Acts as liaison among COTR, CO, and corporate management.  Coordinates activities and seeks resolution of contractual and technical problems, while working with COTR, CO, and other government personnel as required.

Minimum Education/Experience: Bachelor's Degree. Four (4) year experience in managing individual delivery orders or WBS elements within requirements type contracts.
Quality Assurance Specialist 


Functional Responsibility: Evaluates and reviews of work products, such as software applications, computer-based training, documentation, hardware systems installations, and other equipment systems.  Conducts formal and informal reviews to determine quality. May lead a team of quality assurance analysts. 

Minimum Education/Experience: Bachelors degree.  Six (6) years of experience of which three (3) years must be specialized in a field in which quality assurance functions were performed. General experience includes working with quality control methods and tools.  
Resource Management System Specialist


Functional Responsibility:  Duties include but are not limited to the collection and analysis of data and the development and distribution of work sheets and reports.  Develops formulas for calculating existing and future costs, researches current financial indices, develops details of actual cost of IT system using standard quantitative analyses. Develops and documents assumptions.  Duties also include program planning, scheduling (critical path, float calculation and integrated master schedule analysis); budget planning and formulation (PPBS); cost analysis (CPR, CFSR, C/SCSC) and documentation responsibilities (PMD, PMP, Acquisition Plan, RFP). Must be familiar with Government and/or agencies Directives. Working knowledge and/or familiarity with the automated cost reporting and scheduling hardware and software used to support the ordering Office. 

Minimum Education/Experience: A Bachelor’s degree in Computer Science, Information Systems, Engineering, Business, or other related field.  Four (4) years specialized experience in budget or finance systems plus two years general experience
Strategic Planner


Functional Responsibility: Facilitates the strategic planning, design and development of governing policies, programmatic issues, and/or technology.  Provide review, definition, assessment, analysis, evaluation, design, and development of systemic policies, program initiatives, and technology advancements for implementing enhancements to business and technical practices.  Must be proficient at developing comprehensive databases to benchmark current practices, identify trend information, and to formulate forecasts for further evaluation. 

Minimum Education: Bachelors degree.  12 years varied experience.  Experienced as a scientist or strategic planner providing expertise in a particular field or area where complex industrial type programs or multiple projects are involved.  Expertise encompasses the depth and breadth of a specialty such as environmental, energy, industrial waste, nuclear technology, defense systems, manufacturing technology, systems safety, and privatization/outsourcing, etc.  

Subject Matter Expert 


Functional Responsibility: Specific responsibilities vary according to client needs.  Provide expert support to agency heads, directors, and senior managers on subjects in area of expertise.  Design, organize, lead, and conduct executive level workshops, benchmarking, and surveys.  Facilitate process improvement efforts.  Give lectures, speeches, or write articles.

Minimum Education/Experience: Advanced degree in functional area in which support will be provided. Twelve (12) years experience in functional area in which support will be provided.

Technical Writer/Editor  


Functional Responsibility: With close supervision, supports documentation activities, such as writing, editing, rewriting, proofreading, production, and quality control required for the preparation of technical documents, on-line help, and other interactive documentation. Must be able to communicate effectively with technical and non-technical personnel.

Minimum Education/Experience: Bachelor's Degree in English, Liberal Arts, or related discipline.  Two (2) years of experience writing and editing a variety of document types for use by technical and non-technical audiences. Requires experience preparing documentation according to applicable government and industry documentation standards.

