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Harrington, Moran, Barksdale

Ordering Agencies and Commercial Vendors

1. Special Item Numbers (SINs): 

	Item or SIN #
	Service

	SIN 811-002
	COMPLETE FACILITIES MAINTENANCE - Services related to the complete operations, maintenance and repair of military and government facilities. These services could include but are not limited to a combination of: painting as it relates to maintenance; pest control services; grounds maintenance, landscaping, tree trimming, and snow removal; elevator inspection and maintenance services; fire alarm system preventive maintenance and repair services and fire suppression system preventive maintenance and repair services; locksmith services; janitorial/custodial services and collection and disposal of refuse; roofing repair (excluding complete roof replacement); plumbing and pipefitting; electrical, including high/low voltage systems and utility service, and maintenance and repair of exterior electrical distribution system; Energy Management Control Services (EMCS), energy planning, energy analysis and energy audit services; paving as it relates to maintenance and repair of surface areas; telephone maintenance; support training and consulting services; cemetery maintenance; operation and maintenance of water distribution system and maintenance of the septic field; all mechanical, operations, maintenance and repair of building systems, and heating/ventilation/Air Conditioning (HVAC) maintenance; and maintenance of facilities and systems to include instruments, carpentry, masonry, and refrigeration services.

	SIN 811-003
	COMPLETE FACILITIES MANAGEMENT - Services include management and consulting services associated with facilities maintenance services to assure fully adequate and timely completion of all services. Included in this service will be management duties including, but not limited to, property and facilities management, planning, scheduling, quality control software support services, and computer and/or facilities management systems. The service will include adequate staff of personnel and alternates as required, with the necessary management expertise to assure performance of the work in accordance with sound and efficient management practices.


Terms and Conditions

2. Maximum Orders: $750,000.00.

3. Minimum Orders: The minimum dollar value of orders to be issued is $100.00

4. Geographic Scope of the Contract: Nationwide

5. Points of Production (City, County, and State or Foreign Country): All services will be provided from HMBI Corporate Headquarters, 2000 E. Lamar Blvd., Ste 710, Arlington, TX 76006

6. Discounts from Established Price List or Statement of Net Price: (1% discount off of labor categories)

7. Quantity discounts: None offered.

8. Prompt Payment Terms: N/A

9a. Notification That Government Purchase Cards are Accepted Below the Micro-Purchase Threshold: Yes

9b. Notification that Government Purchase Cards are Accepted/Not Accepted Above the Micro-Purchase Threshold: Accepted.

10. Foreign Items: NA

11a. Time of Delivery: 30 days or as specified in the Statement of Work/Task Order

11b. Expedited Delivery: As negotiated with ordering agency

11c. Overnight and 2-Day Delivery: As specified in the Statement of Work/Task Order

11d. Urgent Requirement: (Refer to 11a)

12. FOB Point: NA

13. Ordering address: Harrington, Moran, Barksdale, Inc. 2000 E. Lamar Blvd. Ste 710, Arlington, TX 76006

Order Placement from Government Agencies/Commercial Vendors
The Federal Supply Schedule program is also known as the GSA Schedules Program or the Multiple Award Schedule Program. The Federal Supply Schedule program is directed and managed by GSA and provides Federal agencies with a simplified process for obtaining commercial supplies and services at prices associated with volume buying. Indefinite delivery contracts are awarded to provide supplies and services at stated prices for given periods of time  GSA schedule contracts require all schedule contractors to publish an “Authorized Federal Supply Schedule Pricelist” (pricelist). The pricelist contains all supplies and services offered by a schedule contractor. In addition, each pricelist contains the pricing and the terms and conditions pertaining to each Special Item Number that is on schedule. In addition, the GSA schedule contracting office issues Federal Supply Schedules publications that contain a general overview of the Federal Supply Schedule (FSS) program and address pertinent topics. 
Subpart 8.4—Federal Supply Schedules provides the procedures for the following. 

· Using the Federal Supply Schedules

· Ordering procedures for Federal Supply Schedules. 

14. Payment Address: Our payment address whereby the Government should mail our checks is as follows Harrington, Moran, Barksdale, Inc. 2000 E. Lamar Blvd. Ste 710, Arlington, TX 76006

14a. Contract Administration: Hamilton Barksdale 817-299-9320 e-mail: hbarksdale@hmbriweb.com 

15. Warranty Provisions: N/A.

16. Export packing charges, if applicable: NA

17. Terms and Conditions of Government Purchase Card Acceptance: Yes

18. Terms and Conditions of Rental, Maintenance, and Repair (if applicable): NA

19. Terms and Conditions of Installation, (if applicable): NA

20. Terms and Conditions of repair parts indicating date of parts price lists and any discounts from list prices (if applicable): NA

20a. Terms and Conditions for Any Other Services (if applicable): NA

21. List of Service and Distribution Points (if applicable): Complete Facilities Maintenance (SIN 811-002) and Complete Facilities Management (SIN 811-003).

22. List of participating dealers (if applicable): NA

23. Preventive Maintenance (if applicable): NA

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

25. Data Universal Number System (DUNS) Number: 056895258

26. Registration in the Central Contractor Registration (CCR) Database: Harrington, Moran, and Barksdale, Inc. this company is registered on this site (Yes).

Harrington, Moran, Barksdale

Company Information and Marketing Information
Harrington, Moran, Barksdale, Inc. a   privately held Texas Corporation was founded in 1993.  The principals have been involved in project development, asset management and financing for over forty years.  The company’s primary purpose was to provide multifaceted consulting services designed to bridge the gap between private and public sectors and HUD.  HMBI developed a well-coordinated infrastructure that meets HUD’s stringent regulatory and reporting requirements.  Over the years, HMBI has expanded its vision to include utilization of its management expertise and knowledge of HUD regulations to become one of the largest real estate management and marketing operations in the United States.

As the largest REO contractor for the Department of Housing and Urban Development, HMBI manages and markets a single family home inventory located throughout ten states from its six branch offices and its home base in Arlington, Texas.
It is the mission of Harrington, Moran, Barksdale, Inc. to establish itself as the premier provider of superior real estate solutions for both the public and private sectors.

The HMBI philosophy is based upon the belief that success is ensured through commitment to the higest standards of service and professional conduct.

Services
Real; Estate Asset Management
· Due Diligence

· Assessment and Appraisal

· Property Management

· Project Management

· Budgeting and Accounting

Commercial and Residential Finance

· Evaluation and Advisory Services

· Lender Financial Plans

· Lender negotiations for New or Restructured Financing

Acquisition and Disposition

· Dedicated Property Searches

· Appraisal

· Brokerage and marketing Services

· Transaction Management

Assessment of Community Development Programs and Program Management

· Proposals for Community Development Programs
· Evaluation of Program Compliance
· Management of Program Implementation
Development and Implementation of Strategic Plans

· From Conception to Conclusion
Knowledge of Governmental Agencies

· Expertise in navigating the stringent regulations and reporting requirements when working with governmental agencies
Harrington, Moran, Barksdale

APPENDIX A

Labor Rates and Individual Categories
FACILITIES MAINTENANCE AND MANAGEMENT
Labor Rates
	Labor Category
	1/1/2009 to 12/31/2009
	1/1/2010 to 12/31/2010
	1/1/2011 to 12/31/2011
	1/1/2012 to 12/31/2012
	1/1/2013 to 12/31/2013

	 
	 
	 
	 
	 
	 

	Principal
	 $    239.70 
	 $   246.90 
	 $    254.30 
	 $    261.93 
	 $   269.79 

	Corporate Executive Manager
	 $    230.27 
	 $    237.18 
	 $   244.29 
	 $    251.62 
	 $    259.17 

	Corporate Senior Program Manager
	 $     121.79 
	 $    125.44 
	 $     129.21 
	 $    133.08 
	 $    137.08 

	Corporate Program Manager
	 $     121.79 
	 $    125.44 
	 $     129.21 
	 $    133.08 
	 $    137.08 

	Corporate Deputy Program Manager
	 $     88.78 
	 $      91.44 
	 $      94.18 
	 $      97.01 
	 $     99.92 

	Accounting Associate  
	 $     36.94 
	 $     38.05 
	 $      39.19 
	 $     40.37 
	 $      41.58 

	Accounting Associate I 
	 $     29.68 
	 $      30.57 
	 $      31.49 
	 $      32.43 
	 $     33.40 

	Accounting Associate II
	 $       41.61 
	 $     42.86 
	 $      44.14 
	 $     45.47 
	 $     46.83 

	Alternate Contract Manager
	 $     74.63 
	 $     76.86 
	 $      79.17 
	 $      81.55 
	 $     83.99 

	Appraisal/Lead Based Paint Specialist
	 $     46.33 
	 $      47.72 
	 $      49.15 
	 $     50.62 
	 $      52.14 

	Assistant Lead Field Inspector
	 $      37.23 
	 $      38.35 
	 $     39.50 
	 $     40.69 
	 $       41.91 

	Bid Specialist
	 $       41.61 
	 $     42.86 
	 $      44.14 
	 $     45.47 
	 $     46.83 

	Closing Lead
	 $       41.61 
	 $     42.86 
	 $      44.14 
	 $     45.47 
	 $     46.83 

	Closing Manager
	 $      65.19 
	 $      67.15 
	 $      69.16 
	 $      71.24 
	 $      73.38 

	Closing Specialist
	 $     37.84 
	 $     38.97 
	 $      40.14 
	 $      41.35 
	 $     42.59 

	Contract Manager
	 $     154.81 
	 $    159.45 
	 $    164.23 
	 $     169.16 
	 $    174.24 

	Customer Service Manager
	 $      37.17 
	 $     38.28 
	 $     39.43 
	 $     40.62 
	 $      41.83 

	Customer Service Representative
	 $     36.90 
	 $      38.01 
	 $      39.15 
	 $     40.32 
	 $      41.53 

	Field Inspector
	 $     33.60 
	 $      34.61 
	 $      35.65 
	 $      36.72 
	 $      37.82 

	Field Office Manager
	 $     69.90 
	 $     72.00 
	 $      74.16 
	 $     76.38 
	 $     78.68 

	Government Relations Manager
	 $     60.48 
	 $     62.29 
	 $      64.16 
	 $     66.08 
	 $     68.07 

	Human Resource Assistant
	 $     36.94 
	 $     38.05 
	 $      39.19 
	 $     40.36 
	 $      41.58 

	Imaging Specialist
	 $     36.90 
	 $      38.01 
	 $      39.15 
	 $     40.32 
	 $      41.53 

	IT/Bid Specialist
	 $     48.59 
	 $     50.05 
	 $      51.55 
	 $      53.10 
	 $     54.69 

	LBP Accounting Specialist
	 $     36.94 
	 $     38.05 
	 $      39.19 
	 $     40.37 
	 $      41.58 

	Lead Accounting Specialist
	 $      48.21 
	 $     49.66 
	 $       51.15 
	 $     52.68 
	 $     54.26 

	Lead Field Inspector
	 $      44.91 
	 $     46.26 
	 $     47.65 
	 $     49.08 
	 $      50.55 

	Lead Property Manager
	 $     46.33 
	 $      47.72 
	 $      49.15 
	 $     50.62 
	 $      52.14 

	Marketing and Community Outreach Specialist
	 $     39.36 
	 $     40.54 
	 $      41.76 
	 $      43.01 
	 $     44.30 

	Marketing Lead
	 $       41.61 
	 $     42.86 
	 $      44.14 
	 $     45.47 
	 $     46.83 

	Marketing Manager
	 $      51.04 
	 $      52.57 
	 $      54.15 
	 $      55.78 
	 $      57.45 

	Marketing Specialist
	 $     36.89 
	 $     38.00 
	 $      39.14 
	 $      40.31 
	 $      41.52 

	Mortgagee Compliance Specialist
	 $     38.78 
	 $     39.94 
	 $       41.14 
	 $     42.38 
	 $     43.65 

	Network Specialist
	 $      51.54 
	 $     53.08 
	 $     54.68 
	 $      56.32 
	 $      58.01 

	Program Assistant - Property Management
	 $      26.19 
	 $     26.97 
	 $      27.78 
	 $      28.61 
	 $     29.47 

	Program Manager - Termites
	 $     36.89 
	 $     38.00 
	 $      39.14 
	 $      40.31 
	 $      41.52 

	Property Management Team Leader
	 $     60.48 
	 $     62.29 
	 $      64.16 
	 $     66.08 
	 $     68.07 

	Property Manager
	 $     36.89 
	 $     38.00 
	 $      39.14 
	 $      40.31 
	 $      41.52 

	Quality Control Appraiser
	 $      65.19 
	 $      67.15 
	 $      69.16 
	 $      71.24 
	 $      73.38 

	Quality Control Records Specialist
	 $     29.48 
	 $      30.37 
	 $      31.28 
	 $      32.22 
	 $      33.18 

	Receptionist
	 $     29.48 
	 $      30.37 
	 $      31.28 
	 $      32.22 
	 $      33.18 

	Record Specialist
	 $     28.46 
	 $      29.32 
	 $     30.20 
	 $       31.10 
	 $     32.04 

	Records Clerk
	 $     28.46 
	 $      29.32 
	 $     30.20 
	 $       31.10 
	 $     32.04 

	Regional Quality Control
	 $     84.06 
	 $     86.58 
	 $      89.18 
	 $      91.85 
	 $      94.61 

	Senior Marketing Specialist
	 $      52.93 
	 $      54.52 
	 $      56.15 
	 $     57.84 
	 $      59.57 

	Senior Network Administrator
	 $     58.07 
	 $      59.81 
	 $       61.61 
	 $     63.46 
	 $     65.36 

	Senior Property Manager
	 $       41.61 
	 $     42.86 
	 $      44.14 
	 $     45.47 
	 $     46.83 

	Support Manager
	 $      69.91 
	 $      72.01 
	 $      74.17 
	 $     76.39 
	 $     78.68 
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APPENDIX B
Labor Descriptions
Labor Category Descriptions 
01010 ACCOUNTING CLERK (Occupational Base) 

The Accounting Clerk performs one or more accounting tasks such as; posting to registers and ledgers; balancing and reconciling accounts; verifying the internal consistency, completeness, and mathematical accuracy of accounting documents. In addition, tasks include; assigning prescribed accounting distribution codes; examining and verifying the clerical accuracy of various types of reports, lists, calculations, and postings. 

This position is responsible for preparing journal vouchers; making entries of adjustments to accounts; and working with spreadsheets. Level I requires a basic knowledge of routine clerical methods, office practices and procedures as they relate to the clerical processing and recording of transactions. Levels II and III require a knowledge and understanding of the established and standardized bookkeeping and accounting procedures and techniques used in an accounting system, or a segment of an accounting system where there are few variations in the types of transactions handled. In addition, most jobs at each level will require a basic knowledge and understanding of the terminology, codes, and processes used in an automated accounting system. 

01011 ACCOUNTING CLERK I 

This position is responsible for performing one or more routine accounting clerical operations such as: examining, verifying, and correcting various accounting documents to ensure completeness and accuracy of data in accordance to accounting procedures. Specific tasks/duties are assigned under adequate supervision. Entry-level reconciliation and posting will be assigned under detailed guidance. In most instances, an employee in this position will rely on the supervisors’ instructions. Completed work will be reviewed for accuracy and compliance with procedures. 
01012 ACCOUNTING CLERK II 

This position uses knowledge of double entry bookkeeping in performing one or more of the following: posting actions to journals, identifying subsidiary accounts affected, making debit and credit entries, and assigning proper codes. The Accounting Clerk II may review computer printouts against manually maintained journals, detect and correct erroneous postings, and prepare documents to adjust accounting classifications and other data, or review lists of transactions rejected by an automated system. In this instance, the Accounting Clerk II will determine reasons for rejections, and prepare necessary correcting material. On routine assignments, an employee will select and apply established procedures and techniques. Detailed instructions are provided for difficult or unusual assignments. Completed work and methods used, are reviewed for technical accuracy. 

01013 ACCOUNTING CLERK III 

The Accounting Clerk III maintains journals or subsidiary ledgers of an accounting system and balances and reconciles accounts. Typical duties include one or both of the following: 1.) reviewing invoices and statements verifying information, ensuring sufficient funds have been obligated, and if questionable, resolving with the submitting unit determining accounts involved. The review will include coding transactions, and processing material through data processing for application in the accounting system; 2.) analysis and reconciliation of computer printouts with operating unit reports (contacting units, researching causes of discrepancies, and taking action to ensure that accounts balance). Supervisor provides suggestions for handling unusual or non-recurring transactions. Conformance with requirements and technical soundness of completed work are reviewed by the supervisor, or are controlled by mechanisms built into the accounting processes. 

01020 ADMINISTRATIVE ASSISTANT 

In addition to secretarial duties (filing, taking phone calls, scheduling appointments, making travel arrangements), this position will provide administrative support to executive staff with office management responsibilities to include budgeting, personnel records and payroll. The Administrative Assistant may be required to work independently on projects requiring research and preparation of briefing charts and other presentation materials.

01050 DATA ENTRY OPERATOR (Occupational Base) 

This position operates keyboard-controlled data entry devices such as a computer, key-operated magnetic tape, or disc encoder to transcribe data into a format suitable for computer processing. Job task requires skill in operating an alphanumeric keyboard, and an understanding of transcribing procedures and relevant data entry equipment. Positions are classified into levels based on the following definitions: 

01151 DATA ENTRY OPERATOR I 

This position works under close supervision and follows specific procedures or detailed instructions. The Data Entry Operator I work’s from various standardized source documents that have been coded and require little or no selecting, coding or interpreting of data. Problems such as erroneous items and codes, or missing information are resolved at the supervisory level. Work is routine and repetitive. 

01152 DATA ENTRY OPERATOR II 

This position requires the application of experience and judgment in selecting procedures to be followed, and searching for interpreting, selecting, or coding items to be entered from a variety of document sources. The Data Entry Operator II may occasionally perform routine work as described for Data Entry Operator I. 

Excluded are operators above Level II using the key entry controls to access, read, and evaluate the substance of specific records to take substantive actions, or to make entices requiring a similar level of knowledge.

01090 DUPLICATING MACHINE OPERATOR (Photocopy Machine Operator; 

Reproduction Worker) 

This position operates one or more photocopying, photographic, mimeograph and duplicating office machines to make copies of documents such as letters, reports, directives, manuals, articles and bulletins. Additional responsibilities include: operating small binding machines, performing clerical duties associated with the request for printing and photographic services, preparing assembly sheets, printing requisitions with specifications for printing and binding, recording, delivering and collecting work. The Duplicating Machine Operator performs minor repairs preventive maintenance, and maintains an inventory of supplies and reproduction equipment paying particular attention to important variables indicated by trade name of machine. 

01110 GENERAL CLERK (Occupational Base) 

The General Clerk follows clearly detailed procedures in performing simple repetitive tasks in the same sequence. Responsibilities would include filing pre-coded documents in a chronological file, or operating office equipment, (e.g., mimeograph, photocopy, addressograph or mailing machine). 

01111 GENERAL CLERK I 

This position follows clearly detailed specific procedures in completing several repetitive clerical steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file; could involve simple posting to individual accounts, opening mail, calculating and posting charges to departmental accounts, operating basic office equipment, e.g., photocopier, facsimile, multi-line phone/voicemail systems, mailing machines, and minimal computer programs. Little or no subject-matter knowledge is required, but the clerk uses his or her own judgment in choosing the proper procedure for each task. 
01112 GENERAL CLERK II 

This position requires familiarity with the terminology of the office unit. The General Clerk selects appropriate methods from a wide variety of procedures or makes simple adaptations and interpretations of a limited number of substantive guides and manuals. The clerical steps often vary in type or sequence, depending on the task. Recognized problems are referred to others. 

01113 GENERAL CLERK III 

This position uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps varying in nature and sequence. The General Clerk III selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures. Typical duties include: assisting in a variety of administrative matters; maintaining a wide variety of financial or other records (stored both manually and electronically); verifying statistical reports for accuracy and completeness; compiling information; and handling and adjusting complaints. 

The General Clerk III may also direct lower level clerks. Positions above level IV are excluded. Such positions (which may include supervisory responsibility over lower level clerks) require workers to use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments. Typical jobs covered by this exclusion include administrative assistants, clerical supervisors, and office managers.

01120 HOUSING REFERRAL ASSISTANT 

This position provides housing information to an organization's employees moving to a new location. The Housing Referral Assistant will contact individuals or organizations such as landlords, real estate agents, mobile home dealers, trailer court managers and Chambers of Commerce by phone.  May correspond to obtain listings of rental or sale properties, future housing prospects, and to develop a working relationship with the housing referral service.  Job tasks include: compiling housing lists of rental property and properties for purchase. Periodically the Housing Referral Assistant communicates with contacts to update listings, ensures that property owners comply with the nondiscrimination policy, and counsels applicants with regard to special circumstances, e.g. medical or financial hardships, and availability of housing that will meet applicants' needs. 

Job tasks include: providing information regarding community services, searches files, makes telephone calls and referrals, providing information regarding locations, owners, agents, price ranges, loans and other related information. The Housing Referral Assistant maintains daily records of office activities (including number of applicants, number of applicants placed, and agents solicited or listed), schedules appointments for housing inspectors, prepares reports as required, and replies to complaints, investigations and letters of inquiry.

01190 ORDER CLERK (Occupational Base) 

The Order Clerk receives written or verbal purchase orders. Work typically involves some combination of the following duties: quoting prices, determining availability of ordered items and suggesting substitutes when necessary, advising expected delivery date and method of delivery, recording order and customer information on order sheets. The Order Clerk is responsible for checking order sheets for accuracy and adequacy of information; ascertaining credit rating of customer; furnishing customer with confirmation of receipt of order; order follow up, or informing customer of a delay in delivery. The Order Clerk maintains order files and verifies shipping invoices against original orders. 

This position excludes workers paid on a commission basis or whose duties include any of the following: Receiving orders for services rather than for material or merchandise; providing customers with consultative advice using knowledge gained from engineering or extensive technical training; emphasizing selling skills; handling material or merchandise as an integral part of the job. 

01191 ORDER CLERK I 

This position handles orders involving items that have readily identified uses and applications. The Order Clerk I may refer to a catalog, manufacturer's manual or similar document to insure that the proper item is supplied or to verify the price of order. 

01192 ORDER CLERK II 

This position handles orders that involve making judgments such as choosing which specific product or material from the establishment's product lines will satisfy the customer's needs, or determining the price to be quoted when pricing involves more than merely referring to a price list or making some simple mathematical calculations.

01260 PERSONNEL ASSISTANT (Occupational Base) 

This position performs a variety of general personnel clerical tasks in such areas as employee records, benefits, education, training, employment/staffing, compensation, employee labor relations, and equal employment opportunity/affirmative action. The Personnel Assistant may conduct surveys and update manual and automated personnel records. At the higher levels, assistants perform limited aspects of personnel professionals’ work such as interviewing candidates, recommending placements, performing compensation or benefit support activities involving contacts throughout the company, and preparing communications to various third party benefit vendors. Excluded are workers who primarily compute and process payrolls. 

01261 PERSONNEL ASSISTANT I 

This position performs a variety of tasks including, but not limited to, clerical and secretarial duties. The work is under general supervision of higher-level personnel in preparation of various human resource tasks throughout compensation, benefits, staffing/employment, EEO procedures and policy administration. The Personnel Assistant I is expected to exercise discretion at all times; limited judgment may be necessary at times. This assistant may be required to operate general office equipment such as: typewriter, personal computer, copier, adding machine, and facsimile. 

01262 PERSONNEL ASSISTANT II 

This position serves as a clerical expert in independently processing the most complicated types of personnel actions, e.g., temporary employment, rehires, and dismissals. In this position, one may perform tasks beyond routine clerical such as: pre-employment drug screening and new hire orientation, responding to routine questions on policy and procedures, and/or provide reports on employee turnover or time and attendance. This assistant may be asked to evaluate and consolidate information from various sources under short deadlines, such as internal or external survey information, reporting on company employment statistics (retention, equal opportunity reporting, etc). The Personnel Assistant II may provide guidance to lower level Personnel Assistants. This level requires extensive knowledge of various office software packages. Guidance is provided as needed. Completed written work receives close technical review from higher-level personnel office employees. Work may be checked occasionally. 

01263 PERSONNEL ASSISTANT III 

This position performs work in support of human resource professionals that requires a good working knowledge of personnel procedures, guides, and precedents. Job tasks may include interviewing applicants, obtaining references, and recommending placement in a well-defined occupation. At this level, assistants typically have a range of personal contacts within and outside the organization, in addition to handling employee-sensitive material. Therefore, the Assistant must be tactful, discrete, and articulate. This Assistant may be involved in identifying potential issues and grievance procedures, in addition to documenting necessary information to avoid company threat. The Personnel Assistant III may make recommendations to human resource professionals on job classification, wage rates, and employee salaries. The use of computers may be relied on heavily for organizational and reporting purposes. Advanced experience with office software packages may be needed. This Assistant may perform some clerical work in addition to the above duties. Supervisor will review completed work against stated objectives.

01280 RECEPTIONIST 

This position greets visitors, determining nature of visits and directing visitors to appropriate persons. The Receptionist may also have other duties such as recording and transmitting messages; keeping records of calls placed; providing information to callers and visitors; making appointments; keeping a log of visitors; and issuing visitor passes. In this position, one may also work on a computer and perform other routine clerical work that may occupy the major portion of the worker's time. 

01290 RENTAL CLERK 

This position performs clerical duties concerned with rental and management of public housing projects answers telephone and responds to requests for maintenance, complaints, rental information or, as appropriate, forwards calls to senior officials. The Rental Clerk receives rental payments and other income, assesses late charges, applies cancellation stamp required by government housing agency, writes receipts, and prepares rental transmittal forms and collection logs for government accounting system. This Clerk receives security deposits and prepares tenant receipts, prepares bank deposits, maintains tenant files, and follows up on income re-certifications.

01310 SECRETARY* (Occupational Base) 

This position provides principal secretarial support in an office, usually to one individual, and, in some cases, to the subordinate staff of that individual. The Secretary maintains a close and highly responsive relationship to the day-to-day activities of the supervisor and staff, works fairly independently receiving a minimum of detailed supervision and guidance, and performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office. Computers may exist in the environment, requiring working knowledge of certain office software programs. 

Classification by Level 
Secretary jobs that meet the required characteristics are matched at one of three levels according to two factors: (a) level of the secretary's supervisor within the overall organizational structure, and (b) level of the secretary's responsibility. The table following the explanations of these factors indicates the level of the secretary for each combination of factors. 

Level of Secretary's Supervisor (LS) 

Secretaries should be matched with one of the three LS levels below that best describes the organization of the secretary's supervisor. 

LS-1 Organizational structure is not complex and internal procedures and administrative controls are simple and informal; supervisor directs staff through face-to-face meetings. 

LS-2 Organizational structure is complex and is divided into subordinate groups that usually differ from each other as to subject matter, function, etc. Supervisor usually directs staff through intermediate supervisors. Internal procedures and administrative controls are formal. An entire organization (e.g., division, subsidiary, or parent organization) may contain a variety of subordinate groups that meet the LS-2 definition. Therefore, it is not unusual for one LS-2 supervisor to report to another LS-2 supervisor. 

The presence of subordinate supervisors does not by itself, mean LS-2 applies. For example, a clerical processing organization divided into several units, each performing very similar work, is placed in LS-1. 

In smaller organizations or industries such as retail trades, with relatively few organizational levels, the supervisor may have an impact on the policies and major programs of the entire organization, and may deal with important outside contacts as described in LS-3. 
LS-3 Organizational structure is divided into two or more subordinate supervisory levels (of which at least one is a managerial level) with several subdivisions at each level. Executive's program(s) are usually interlocked on a direct and continuing basis with other major organizational segments, requiring constant attention to extensive formal coordination, clearances, and procedural controls. Executive typically has: financial decision-making authority for assigned program(s); considerable impact on the entire organization's financial position or image; and responsibility for, or has staff specialists in such areas as, personnel and administration for assigned organization. Executive plays an important role in determining the policies and major programs of the entire organization, and spends considerable time dealing with outside parties actively interested in assigned program(s) and current or controversial issues. 

Level of Secretary's Responsibility (LR) 

This factor evaluates the nature of the work relationship between the secretary and the supervisor or staff, and the extent to which the secretary is expected to exercise initiative and judgment. Secretaries should be matched at the level best describing their level of responsibility. When a position's duties span more than one LR level, the introductory paragraph at the beginning of each LR level should be used to determine which of the levels best matches the position. (Typically, secretaries performing at the higher levels of responsibility also perform duties described at the lower levels.) 

LR-1 Carries out recurring office procedures independently, and selects the guideline or reference that fits the specific case. The supervisor provides specific instructions on new assignments and checks completed work for accuracy. The LR-1 performs varied duties including or comparable to the following: 

a.) Respond to routine telephone requests that have standard answers; refer calls and visitors to appropriate staff. Control mail and assure timely staff response, and send form letters; 
b.) As instructed, maintain supervisor's calendar, make appointments, and arrange for meeting rooms: 
c.) Review materials prepared for supervisor's approval for typographical accuracy and proper format; 
d.) Maintain recurring internal reports, such as time and leave records, office equipment listings, correspondence controls, and training plans; 
e.) Requisition supplies, printing, maintenance or other services, type, take and transcribe dictation, create and maintain office files. 
LR-2 handles differing situations, problems, and deviations in the work of the office according to the supervisor's general instructions, priorities, duties, policies, and program goals. Supervisor may assist secretary with special assignments. Duties include or are comparable to the following: 
a.) Screen telephone calls, visitors, and incoming correspondence; personally respond to requests for information concerning office procedures; determine which requests should be handled by the supervisor, appropriate staff member or other offices, prepare and sign routine non-technical correspondence in own or supervisor's name; 
b.) Schedule tentative appointments without prior clearance. Make arrangements for conferences and meetings and assemble established background materials as directed. May attend meetings and record and report on the proceedings;  
c.) Review outgoing materials and correspondence for internal consistency and conformance with supervisor's procedures; assure that proper clearances have been obtained, when needed; 
d.) Collect information from the files or staff for routine inquiries on office program(s) or periodic reports, and refer non-routine requests to supervisor or staff; 
e.) Explain to subordinate staff supervisor's requirements concerning office procedures, coordinate personnel and administrative forms for the office and forwards for processing. 

LR-3 uses greater judgment and initiative to determine the approach or action to take in non-routine situations, interprets and adapts guidelines, including unwritten policies, precedents, and practices, which are not always completely applicable to changing situations. Duties include or are comparable to the following: 
a.) Based on knowledge of the supervisor's views, compose correspondence on own initiative about administrative matters and general office policies for supervisor's approval; 
b.) Anticipate and prepare materials needed by the supervisor for conferences, correspondence, appointments, meetings, telephone calls, etc., and informs supervisor on matters to be considered; 
c.) Read publications, regulations, and directives and take action or refer those that are important to the supervisor and staff; 
d.) Prepare special or one-time reports, summaries, or replies to inquiries, selecting relevant information from a variety of sources such as reports, documents, correspondence, other offices, etc., under general directions; 
e.) Advise secretaries in subordinate offices on new procedures; request information needed from the subordinate office(s) for periodic or special conferences, reports, inquiries, etc., and shifts clerical staff to accommodate workload needs. 

Excludes secretaries performing any of the following duties: 
Acting as office manager for the executive's organization, e.g., determines when new procedures are needed for changing situations and devises and implements alternatives; revising or clarifying procedures to eliminate conflict or duplication; identifying and resolving various problems that affect the orderly flow of work in transactions with parties outside the organization. 

Preparing agenda for conferences; explain discussion topics to participants; drafts introductions and develops background information and prepares outlines for executive or staff member(s) to use in writing speeches. 

The LR-3 advises individuals outside the organization on the executive's views on major policies or current issues facing the organization; contacts or responds to contact from high-ranking outside officials (e.g., city or state officials, members of congress, presidents of national unions or large national or international firms, etc.) in unique situations. These officials may be relatively inaccessible, and each contact typically must be handled differently, using judgment and discretion. 

CRITERIA FOR MATCHING SECRETARIES BY LEVEL 

Secretary I (01311), Secretary II (01312), Secretary III (01313), 

	Intentionally blank 
	LR-1 
	LR-2 
	LR-3 

	LS-1 
	I 01311 
	II 01312 
	III 01313 

	LS-2 
	I 01311 
	III 01313 
	See Note 

	LS-3 
	I 01311 
	See Note 
	See Note 


NOTE: Employees whose duties meet this level of responsibility and supervision may be properly classified under the Administrative Assistant category or the class may need to be confirmed. 
01320 SERVICE ORDER DISPATCHER 

This position receives, records, and distributes work orders to service crews upon customers' requests for service on articles or utilities purchased from wholesale or retail establishment or utility company, records information, such as name, address, article to be repaired, or service to be rendered, prepares work order and distributes to service crew, schedules service calls and dispatches service crew. The Service Order Dispatcher calls or writes the customer to insure satisfactory performance of service, keeps record of service calls and work orders, may dispatch orders and relay messages and special instructions to mobile crews and other departments using radio or cellular telephone equipment.

14000 INFORMATION TECHNOLOGY OCCUPATIONS 
This category includes occupations concerned with the utilization of the computer in the analysis and solution of business, scientific, engineering and other technical problems to include the following: operating electronic, optical, and electromechanical machines that record, store, process, and transcribe data from magnetic tape or other sources to solve mathematical, engineering, accounting, or technical problems, to keep records or to supply information; programming computer languages to perform mathematical, engineering and scientific computations or auditing, payroll, mailing list and text handling functions; and storing and retrieving computer files. 

14040 COMPUTER OPERATOR (Occupational Base) 

The Computer Operator monitors and operates the control console of either a mainframe digital computer or a group of minicomputers, in accordance with operating instructions, to process data. Work is characterized by the following: 

· Studies operating instructions to determine equipment setup needed. 
· Loads equipment with required items (tapes, cards, paper, etc.). 
· Switches necessary auxiliary equipment into system; 
· Diagnoses and corrects equipment malfunctions; 
· Reviews error messages and makes corrections during operation or refers problems; 
· Maintains operating record. 

This operator may test run new or modified programs and assists in modifying systems or programs. Included within the scope of this definition are fully qualified Computer Operators, trainees working to become fully qualified operators, and lead operators providing technical assistance to lower level positions. 

14041 COMPUTER OPERATOR I 

The Computer Operator I works under close personal supervision and is provided detailed written or oral guidance before and during assignments. As instructed, this worker resolves common operating problems and may serve as an assistant operator working under close supervision or performing a portion of a more senior operator's work. 

14042 COMPUTER OPERATOR II 

The Computer Operator II processes scheduled routines that present few difficult operating problems (e.g., infrequent or easily resolved error conditions). In response to computer output instructions or error conditions, this worker applies standard operating or corrective procedure, refers problems that do not respond to preplanned procedure, and may serve as an assistant operator, working under general supervision. 

14043 COMPUTER OPERATOR III 

The Computer Operator III processes a range of scheduled routines. In addition to operating the system and resolving common error conditions, this worker diagnoses and acts on machine stoppage and error conditions not fully covered by existing procedures and guidelines (e.g., resetting switches and other controls or making mechanical adjustments to maintain or restore equipment operations). In response to computer output instructions or error conditions, the Computer Operator III may deviate from standard procedures if standard procedures do not provide a solution and refers problems which do not respond to corrective procedures to a person of supervisory or higher individual contributor level. 

14044 COMPUTER OPERATOR IV 

The Computer Operator IV adapts to a variety of nonstandard problems that require extensive operator intervention (e.g. frequent introduction of new programs, applications, or procedures). In response to computer output instructions or error conditions, this worker chooses or devises a course of action from among several alternatives and alters or deviates from standard procedures if standard procedures do not provide a solution (e.g. reassigning equipment in order to work around faulty equipment or transfer channels); then refers problems if necessary. Typically, completed work is submitted to users without supervisory review. 

14045 COMPUTER OPERATOR V 

The Computer Operator V resolves a variety of difficult operating problems (e.g. making unusual equipment connections and rarely used equipment and channel configurations to direct processing through or around problems in equipment, circuits, or channels or reviewing test run requirements and developing unusual system configurations that will allow test programs to process without interfering with ongoing job requirements). In response to computer output instructions and error conditions or to avoid loss of information or to conserve computer time, operator deviates from standard procedures. Such actions may materially alter the computer unit's production plans. This operator may spend considerable time away from the control station providing technical assistance to lower level operators and assisting programmers, systems analysts, and subject matter specialists with resolution of problems. 

14070 COMPUTER PROGRAMMER (Occupational Base) 

The Computer Programmer performs programming services for establishments or for outside organizations that may contract for services, converts specifications (precise descriptions) about business or scientific problems into a sequence of detailed instructions to solve problems by electronic data processing (EDP) equipment, i.e. digital computers; draws program flow charts to describe the processing of data, and develops the precise steps and processing logic which, when entered into the computer in coded language (COBOL, FORTRAN, or other programming language) to cause the manipulation of data to achieve desired results. The Computer Programmer tests and corrects programs, prepares instructions for operators who control the computer during runs, modifies programs to increase operating efficiency or to respond to changes in work processes, and maintains records to document program development and revisions. 

At levels I, II and III, Computer Programmers may also perform programming analysis such as: gathering facts from users to define their business or scientific problems, and to investigate the feasibility of solving problems through new or modified computer programs; developing specifications for data inputs, flow, actions, decisions, and outputs; and participating on a continuing basis in the overall program planning along with other EDP personnel and users. In contrast, at level IV, some programming analysis must be performed as part of the programming assignment. The analysis duties are identified in a separate paragraph at levels I, II, III, and IV. However, the systems requirements are defined by systems analysts or scientists. 

Positions are classified into levels based on the following definitions: 

14071 COMPUTER PROGRAMMER I 

The Computer Programmer I assists higher level staff by performing elementary programming tasks which concern limited and simple data items and steps which closely follow patterns of previous work done in the organization, e.g. drawing flow charts, writing operator instructions, or coding and testing routines to accumulate counts, tallies, or summaries. This worker may perform routine programming assignments (as described in Level II) under close supervision. 

In addition to assisting higher level staff, the Computer Programmer I may perform elementary fact-finding concerning a specified work process, e.g., a file of clerical records which is treated as a unit (invoices, requisitions, or purchase orders, etc.) and then report findings to higher level staff. May receive training in elementary fact-finding. Detailed step-by-step instructions are given for each task, and any deviation must be authorized by a supervisor. Work is closely monitored in progress and reviewed in detail upon completion. 

14072 COMPUTER PROGRAMMER II 

At this level, initial assignments are designed to develop competence in applying established programming procedures to routine problems. This Computer Programmer performs routine programming assignments that do not require skilled background experience but do require knowledge of established programming procedures and data processing requirements, and works according to clear-cut and complete specifications. The data are refined, and the format of the final product is very similar to that of the input, or is well defined when significantly different, i.e., there are few, if any, problems with interrelating varied records and outputs. 

The Computer Programmer II maintains and modifies routine programs, makes approved changes by amending program flow charts, developing detailed processing logic, and coding changes, tests and documents modifications and writes operator instructions, may write routine new programs using prescribed specifications, and may confer with EDP personnel to clarify procedures, processing logic, etc. 

In addition, the Computer Programmer II may evaluate simple interrelationships in the immediate programming area confers with user representatives to gain an understanding of the situation sufficient to formulate the needed change, and implements the change upon approval of the supervisor or higher level staff. The incumbent is provided with charts, narrative descriptions of the functions performed, an approved statement of the product desired (e.g., a change in a local establishment report), and the inputs, outputs, and record formats. This Worker reviews objectives and assignment details with higher level staff to insure thorough understanding; uses judgment in selecting among authorized procedures and seeks assistance when guidelines are inadequate, significant deviations are proposed, or when unanticipated problems arise. Work is usually monitored in progress, and all work is reviewed upon completion for accuracy and compliance with standards. 

14073 COMPUTER PROGRAMMER III 

As a fully qualified Computer Programmer, this Worker applies standard programming procedures and detailed knowledge of pertinent subject matter in a programming area such as a record keeping operation (supply, personnel and payroll, inventory, purchasing, insurance payments, depositor accounts, etc.); a well-defined statistical or scientific problem; or other standardized operation or problem. The incumbent works according to approved statements of requirements and detailed specifications. 

While the data are clear cut, related, and equally available, there may be substantial interrelationships of a variety of records and several varied sequences of formats are usually produced. The programs developed or modified typically are linked to several other programs in that the output of one becomes the input for another. This Computer Programmer recognizes probable interactions of other related programs with the assigned program(s) and is familiar with related system software and computer equipment, and solves conventional programming problems, (In small organizations, may maintain programs that concern or combine several operations, i.e. users, or develop programs where there is one primary user and the others give input.) 

The Computer Programmer III performs such duties as developing, modifying, and maintaining assigned programs, designing and implementing modifications to the interrelation of files and records within programs in consultations with higher level staff. This Worker monitors the operation of assigned programs and responds to problems by diagnosing and correcting errors in logic and coding; implements and/or maintains assigned portions of a scientific programming project, applying established scientific programming techniques to well-defined mathematical, statistical, engineering, or other scientific problems usually requiring the translation of mathematical notation into processing logic and code. (Scientific programming includes assignments such as: using predetermined physical laws expressed in mathematical terms to relate one set of data to another; the routine storage and retrieval of field test data, and using procedures for real-time command and control, scientific data reduction, signal processing, or similar areas.) This Programmer tests, documents work, writes and maintains operator instructions for assigned programs, and confers with other EDP personnel to obtain or provide factual data. 

In addition, this Programmer may carry out fact-finding and programming analysis of a single activity or routine problem, applying established procedures where the nature of the program, feasibility, computer equipment, and programming language have already been decided. Job tasks may require the incumbent to analyze present performance of the program and take action to correct deficiencies based on discussion with the user and consultation with and approval of the supervisor or higher-level staff. This Programmer may assist in the review and analysis of detailed program specifications, and in program design to meet changes in work processes. 

The Computer Programmer III works independently under specified objectives; applies judgment in devising program logic and in selecting and adapting standard programming procedures, resolves problems and deviations according to established practices, and obtains advice where precedents are unclear or not available. This Worker, may guide or instruct lower level programmers; supervise technicians and others who assist in specific assignments, works on complex programs under close direction of higher level staff or supervisor, and may assist higher level staff by independently performing moderately complex tasks assigned, and performing complex tasks under close supervision. Work at a level above this is deemed Supervisory or Individual Contributor. Completed work is reviewed for conformance to standards, timeliness, and efficiency. 

14074 COMPUTER PROGRAMMER IV 

The Computer Programmer IV applies expertise in programming procedures to complex programs; recommends the redesign of programs, investigates and analyzes feasibility and program requirements, and develops programming specifications. Assigned programs typically affect a broad multi-user computer system which meets the data processing needs of a broad area (e.g., manufacturing, logistics planning, finance management, human resources, or material management) or a computer system for a project in engineering, research, accounting, statistics, etc. This Programmer plans the full range of programming actions to produce several interrelated but different products from numerous and diverse data elements, which are usually from different sources; solves difficult programming problems, and uses knowledge of pertinent system software, computer equipment, work processes, regulations, and management practices. 

This Programmer performs such duties as: developing, modifying, and maintains complex programs; designs and implements the interrelations of files and records within programs which will effectively fit into the overall design of the project; works with problems or concepts and develops programs for the solution to major scientific computational problems requiring the analysis and development of logical or mathematical descriptions of functions to be programmed; and develops occasional special programs, e.g. a critical path analysis program to assist in managing a special project. This Worker tests, documents, and writes operating instructions for all work, confers with other EDP personnel to secure information, investigate and resolve problems, and coordinates work efforts. 

In addition, this incumbent performs such programming analyses as: investigating the feasibility of alternate program design approaches to determine the best balanced solution, e.g., one that will best satisfy immediate user needs, facilitate subsequent modification, and conserve resources. Duties include the following: assisting user personnel in defining problems or needs, determining work organization on typical maintenance projects and smaller scale, working on limited new projects, the necessary files and records, and their interrelation with the program or working on large or more complicated projects, and participating as a team member along with other EDP personnel and users, holding responsibility for a portion of the project. 

The Computer Programmer IV works independently under overall objectives and direction, apprising the supervisor about progress and unusual complications and modifying and adapting precedent solutions and proven approaches. Guidelines include constraints imposed by the related programs with which the incumbent's programs must be meshed. Completed work is reviewed for timeliness, compatibility with other work, and effectiveness in meeting requirements. This Worker may function as team leader or supervise a few lower level programmers or technicians on assigned work. 
14100 COMPUTER SYSTEMS ANALYST (Occupational Base) 

The Computer Systems Analyst analyzes business or scientific problems for resolution through electronic data processing, gathers information from users, defines work problems, and, if feasible, designs a system of computer programs and procedures to resolve the problems. This Worker develops complete specifications or enables other Computer Programmers to prepare required programs and analyzes subject-matter operations to be automated; specifies number and types of records, files, and documents to be used and outputs to be produced; prepares work diagrams and data flow charts; coordinates tests of the system and participates in trial runs of new and revised systems; and recommends computer equipment changes to obtain more effective operations. The Computer Systems Analyst may also write the computer programs. 

Positions are classified into levels based on the following definitions: 

14101 COMPUTER SYSTEMS ANALYST I 

At this level, initial assignments are designed to expand practical experience in applying systems analysis techniques and procedures. This Analyst provides several phases of the required systems analysis where the nature of the system is predetermined, uses established fact-finding approaches, knowledge of pertinent work processes and procedures, and familiarity with related computer programming practices, system software, and computer equipment. 

This Worker carries out fact finding and analyses as assigned, (usually of a single activity or a routine problem); applies established procedures where the nature of the system, feasibility, computer equipment and programming language have already been decided; may assist a higher level systems analyst by preparing the detailed specifications required by computer programmers from information developed by the higher level analyst, and may research routine user problems and solve them by modifying the existing system when the solutions follow clear precedents. When cost and deadline estimates are required, results receive closer review. 

The supervisor defines objectives, priorities, and deadlines. Incumbents work independently; adapt guides to specific situations; resolve problems and deviations according to established practices; and obtain advice where precedents are unclear or not available. Completed work is reviewed for conformance to requirements, timeliness, and efficiency. This position may supervise technicians and others who assist in specific assignments. Work at a level above this is deemed Supervisory or Individual Contributor. 

14102 COMPUTER SYSTEMS ANALYST II 

This Analyst applies systems analysis and design skills in an area such as a record keeping or scientific operation. A system of several varied sequences or formats is usually developed, e.g. the analyst develops systems for maintaining depositor accounts in a bank, maintaining accounts receivable in a retail establishment, maintaining inventory accounts in a manufacturing or wholesale establishment, or processing a limited problem in a scientific project. This position requires competence in most phases of system analysis and knowledge of pertinent system software and computer equipment and of the work processes, applicable regulations, workload, and practices of the assigned subject-matter area. Job duties require the incumbent to be able to recognize probable interactions of related computer systems and predict impact of a change in assigned system. 

The Computer Systems Analyst II reviews proposals which consist of objectives, scope, and user expectations; gathers facts, analyzes data, and prepares a project synopsis which compares alternatives in terms of cost, time, availability of equipment and personnel, and recommends a course of action; upon approval of synopsis, prepares specifications for development of computer programs. Duties also include the ability to determine and resolve data processing problems and coordinate the work with program, users, etc. This worker orients user personnel on new or changed procedures, may conduct special projects such as data element and code standardization throughout a broad system, working under specific objectives and bringing to the attention of the supervisor any unusual problems or controversies. 

In this position, the incumbent works independently under overall project objectives and requirements, and apprises supervisor about progress and unusual complications. Guidelines usually include existing systems and the constraints imposed by related systems with which the incumbent's work must be meshed. This worker adapts design approaches successfully used in precedent systems, works on a segment of a complex data processing scheme or broad system, as described for Computer Systems Analyst, level III, works independently on routine assignments and receives instructions and guidance on complex assignments. Work is reviewed for accuracy of judgment, compliance with instructions, and to insure proper alignment with the overall system. Completed work is reviewed for timeliness, compatibility with other work, and effectiveness in meeting requirements. This analyst may provide functional direction to lower level assistants on assigned work. 

14103 COMPUTER SYSTEMS ANALYST III 

The Computer Systems Analyst III applies systems analysis and design techniques to complex computer systems in a broad area such as manufacturing, finance management, engineering, accounting, or statistics, logistics planning, material management, etc. Usually, there are multiple users of the system; however, there may be complex one-user systems, e.g., for engineering or research projects. This position requires competence in all phases of systems analysis techniques, concepts, and methods and knowledge of available system software, computer equipment, and the regulations, structure, techniques, and management practices of one or more subject-matter areas. Since input data usually come from diverse sources, this worker is responsible for recognizing probable conflicts and integrating diverse data elements and sources, and produces innovative solutions for a variety of complex problems. The Computer Systems Analyst III maintains and modifies complex systems or develops new subsystems such as an integrated production scheduling, inventory control, cost analysis, or sales analysis record in which every item of each type is automatically processed through the full system of records. The incumbent guides users in formulating requirements, advises on alternatives and on the implications of new or revised data processing systems, analyzes resulting user project proposals, identifies omissions and errors in requirements and conducts feasibility studies. This analyst recommends optimum approach and develops system design for approved projects, interprets information and informally arbitrates between system users when conflicts exist. This worker may serve as lead analyst in a design subgroup, directing and integrating the work of one or two lower level analysts, each responsible for several programs. Supervision and nature of review are similar to level II; existing systems provide precedents for the operation of new subsystems. 

14150 PERIPHERAL EQUIPMENT OPERATOR 

The Peripheral Equipment Operator operates peripheral equipment that directly supports digital computer operations. Such equipment is uniquely and specifically designed for computer applications, but need not be physically or electronically connected to a computer. Printers, plotters, tape readers, tape units or drives, disk units or drives, and data display units are examples of such equipment. 

The following duties characterize the work of a Peripheral Equipment Operator: 

· Loads printers and plotters with correct paper; adjusting controls for forms, thickness, tension, printing density, and location; and unloading hard copy; 
· Labels tape reels, or disks; 
· Checks labels and mounting and dismounting designated tape reels or disks on specified units or drives; 
· Sets controls which regulate operation of the equipment; 
· Observes panel lights for warnings and error indications and taking appropriate action; 
· Examines tapes, cards, or other material for creases, tears or other defects that could cause processing problems. 

Excludes workers who monitor and operate a control console or a remote terminal, or whose duties are limited to operating decollators, busters, separators, or similar equipment. 
14160 PERSONAL COMPUTER SUPPORT TECHNICIAN 

The Personal Computer Support Technician provides support to distributed PC/networking environment including installation, testing, repair, and troubleshooting for 

stand-alone PCs, PCs linked to networks, printers, and other computer peripherals. Support responsibilities include software installation, and configurations. This technician performs technical, operational, and training support to users of personal computers either by telephone, or on-site for PC desktop hardware and software packages. Job duties require the technician to install and test personal computers, printers, and other peripherals, configure operating system, load shrink-wrap programs and other application software programs. In this position, the incumbent troubleshoots computer problems, performs hardware and software diagnostics, coordinates needed repairs, resolves computer system problems, including coordination between users and components of a local area network, and participates in the evaluation of system configuration and software.

30360 PARALEGAL/LEGAL ASSISTANT (Occupational Base) 

The Paralegal/Legal Assistant performs a variety of legal assistance duties in an office providing legal assistance to attorneys or litigation teams. The Paralegal Assistant analyzes the legal impact of legislative developments and administrative and judicial decisions, opinions, determinations, and rulings, conducts research for the preparation of legal opinions on matters of interest; performs substantive legal analysis of requests for information under the provisions of various acts; or other similar legal support functions which require discretion and independent judgment in the application of specialized knowledge of laws, precedent decisions, regulations, agency policies, and judicial or administrative proceedings. Such knowledge is less than that represented by graduation from a recognized law school and may have been gained from formalized, professionally instructed agency, educational institution training, or from professionally supervised on-the-job training. While the paramount knowledge requirements of this occupational class are legal, some positions may also require a practical knowledge of subject matter areas related to the agency's substantive programs. 

30361 PARALEGAL/LEGAL ASSISTANT I 

The Paralegal/Legal Assistant I works under close supervision with required assistance readily available. Persons in this position typically perform the following: 

a.) Consult prescribed sources of information for facts relating to matters of interest to the program; 
b.) Review documents to extract selected data and information relating to specific items; 
c.) Review and summarize information in prescribed format on case precedent and decisions; 
d.) Search and extract legal references in libraries and computer-data banks; 
e.) Attend hearings or court appearances to become informed on administrative and/or court procedures and the status of cases, and where necessary, assist in the presentation of charts and other visual information. 

30362 PARALEGAL/LEGAL ASSISTANT II 

At this level, the Paralegal/Legal Assistant II exercises more independent judgment than at the level I position. In this capacity the incumbent: 

a.) Reviews case materials to become familiar with questions under consideration; 
b.) Searches for and summarizes relevant articles in trade magazines, law reviews, published studies, financial reports, and similar materials for use of attorneys in the preparation of opinions, briefs, and other legal documents; 
c.) Prepares digests of selected decisions or opinions which incorporate legal references and analyses of precedents involved in areas of well-defined and settled points of law; 
d.) Interviews potential witnesses and prepares summary interview reports for the attorney's review; 
e.) Participates in pre-trial witness conferences, notes possible deficiencies in case materials (e.g., missing documents, conflicting statements) and additional issues or other questionable matters, and requests further investigation by other agency personnel to correct possible deficiencies or personally conducts limited investigations at the pre-trial stage; 
f.) Prepares and organizes trial exhibits, as required, such as statistical charts and photographic exhibits; 
g.) Verifies citations and legal references on prepared legal documents; 
h.) Prepares summaries of testimony and depositions; 
i.) Drafts and edits non-legal memoranda, research reports and correspondence relating to cases. 

30363 PARALEGAL/LEGAL ASSISTANT III 

At this level, the Paralegal/Legal Assistant III participates in the substantive development of cases. In this capacity, the incumbent performs the following: 
a.) Analyzes and evaluates case files against litigation worthiness standards; 
b.) Notes and corrects case file deficiencies (e.g., missing documents, inconsistent material, leads not investigated) before sending the case on to the concerned trial attorney; 
c.) Reviews and analyzes available precedents relevant to cases under consideration for use in presenting case summaries to trial attorneys; 
d.) Gathers, sorts, classifies, and interprets data to discover patterns of possible discriminatory activity; 
e.) Interviews relevant personnel and potential witnesses to gather Information;
f.) Reviews and analyzes relevant statistics; 
g.) Performs statistical evaluations such as standard deviations, analyses of variance, means, modes, and ranges as supporting data for case litigation;
h.) Consults with statistical experts on reliability evaluations; 
i.) May testify in court concerning relevant data. 

30364 PARALEGAL/LEGAL ASSISTANT IV 

At this level, the Paralegal/Legal Assistant IV assists in the evaluation, development, and litigation of cases. In this capacity, the incumbent performs the following duties: 
a.) Examines and evaluates information in case files, for case litigation worthiness and appropriate titles of law; 
b.) Determines the need for additional information, independent surveys, evidence, and witnesses, and plans a comprehensive approach to obtain this information; 
c.) Through on-site visits, interviews, and review of records on operations, looks for and evaluates the relevance and worth of evidence; 
d.) Selects, summarizes, and compiles comparative data to examine and evaluate respondent's deficiencies in order to provide evidence of illegal practices or patterns; 
e.) Reviews economic trends and forecasts at the national and regional level to evaluate the impact of successful prosecution and potential remedial provisions of ongoing investigations and litigation; 
f.) Identifies types of record keeping systems and types of records maintained which would be relevant. Gathers, sorts, and interprets data from various record systems including computer information systems; 
g.) Interviews potential witnesses for information and prepares witnesses for court appearances; 
h.) Develops statistics and tabulations, such as standard deviations, regression analyses, and weighting, to provide leads and supportive data for case litigation. Prepares charts, graphs, and tables to illustrate results; 
i.) Analyzes data, develops recommendations and justifications for the attorney(s) who will take the matter to court. Continues to work with the attorney(s) during the progress of the case, obtaining and developing further evidence and exhibits, providing administrative assistance, and maintaining custody of exhibits, documents, and files; 
j.) May appear in court as a witness to testify concerning exhibits prepared supporting plaintiff's case. 

99240 INSPECTOR (FGE is one grade above the class that performs the work being inspected). 

An Inspector examines any of a variety of goods, services or operations for conformity to established quality, health, safety, legal, business, ethical or other standards, by performing any combination of the following duties: examines raw materials for quality and manufactured items for defects and for conformance to specifications, visually and using sample models and instruments, such as scales, gauges, templates, calipers and micrometers; verifies that established standards are maintained relative to such matters as food-growing, processing and marketing, product-packaging, storage and transportation methods, building and facilities and business practices, operations and services. The Inspector affixes seals or tags to approved items, issues or revokes licenses and permits or ascertains that licenses and permits have been obtained and are displayed, confers with officials, interprets regulations and codes, and assists establishments in altering methods and practices to meet established standards. Investigates complaints and violations, prepares reports of findings and action taken or recommended, files charges and testifies in court, recommends changes in standards, administrative procedures, facilities, methods, and practices.

99610 QUALITY CONTROL INSPECTOR 

(FGE is one grade above the class that performs the work being inspected.) 

This inspector implements quality control and safety plans to ensure compliance with contract specifications and applicable regulations, inspects all phases of a variety of goods, services or operation for conformity to established quality, health and safety, and other operational standards by performing on-going work for compliance with contractual provisions; ensures all services listed on the performance requirement summary are performed in a satisfactory manner, specifies areas to be inspected (scheduled and unscheduled) and how often inspections will be accomplished, communicates deficiencies to proper persons, maintains Quality Control files, and document results of all inspections.
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