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Corporate Overview 
 

Midtown Personnel, Inc., a privately held, local, small, woman-owned company was founded by 

Helen Stefan Moreau in 1989.  At its inception, Midtown provided permanent staffing support 

and executive recruiting primarily to the legal industry.  Midtown is now known as a premiere 

professional consulting firm providing a variety of solutions to our diverse client base. As a 

growing Woman-Owned Small Business (WOSB), we offer value-driven, agile service solutions 

with a focus on local, state and federal agencies. Since conception, we have successfully 

supported over 800 clients with over 2,682 diverse placements in over 17 states.    

  
 Certified woman-owned, small business (WBENC #: 2005120226) 

 Recently voted as one of 2014’s Fastest Growing Companies from the Washington 

Business Journal 

 Consecutively voted Washington Business Journal’s Best Places to Work for the past four 

years 

 Established Corporate and Program Management Office composed of over 30 full-time 

professionals spanning recruitment, human resources, finance and accounting, program 

management, operations and logistics. 

 

Midtown has a proven history of successful performance.  Through sound, engaged management 

and technical/operational performance expertise and our commitment to excellence, we can 

provide the mission critical support required by your Agency to achieve its goals.  The services, 

innovations, and expertise we offer will provide you with established best practices, best price, 

and best overall value with our guarantee of a “We Care” philosophy.  Our team is eager to join 

with you in a coalition of combined efforts that will ensure all objectives are met, and to create a 

partnership that will streamline processes, accomplish required tasks, mitigate risk, and will 

support your Agency with professionalism and excellence. 

 

Management Team 
Tasha Manzano Vice President, Government Services 

Joanna Swann – Associate Director of Staffing and Recruiting, Government Services 

Ward Howick – Senior Vice President 

 

 

 

 



 
 

 

General Service Administration, Federal Supply Service, Authorized Federal Supply 

Schedule Price List 

 

On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option 

to create an electronic delivery order are available through GSA Advantage!, a menu-driven database 

system.  The INTERNET address  for GSA Advantage! is:  GSAAdvantage.gov. 

Schedule Title- Office, Imaging and Document Solutions 

FSC Group, Part, and Section or Standard Industrial Group (as applicable)- Schedule 36 

FSC Class(es)/Product code(s) and/or Service Codes (as applicable)- Mailroom Administrative 

Services, SIN 733-1; Litigation Support Services, 51-5108 

Contract number- GS-25F-0007U 

For more information on ordering from Federal Supply Schedules click on the FSS Schedules 

button at fss.gsa.gov. 

Contract period- 3/19/2013-3/18/2018 

Contractor's name, address, and phone number (include toll-free WATS number and FAX 

number, if applicable) Midtown Personnel, Inc., 900 7th Street NW #725, Washington, DC 20001 

(202) 887-4747 

(202) 887-4748 FAX 

Contractor's internet address/web site where schedule information can be found (as applicable).  

Contract administration source (if different from preceding entry)- www.themidtowngroup.com 

Business size- Small, Woman-Owned 

  (ii) CUSTOMER INFORMATION:  The following information should be 

placed under this heading in consecutively numbered paragraphs in the sequence set forth below.  

If this information is placed in another part of the Federal Supply Schedule Price List, a table of 

contents must be shown on the cover page that refers to the exact location of the information.

http://www.themidtowngroup.com/


 
 
 

SIN 733 1: MAILROOM ADMINISTRATIVE SUPPORT SERVICES 

 1a. Table of awarded special item number(s) with appropriate cross-reference to item 

descriptions and awarded price(s). All prices are hourly rates and performed on-site at the client/government 

agency designated location. 

 Midtown Labor Category 

 

Midtown GSA 

Price 

(Includes IFF) 

Project Manager II 

Project Manager I 

Senior Mailroom Supervisor 

Junior Mailroom Supervisor 

Key Entry Operator II 

Key Entry Operator I 

Duplicating Machine Operator II 

Duplicating Machine Operator I 

Mail Clerk III 

Mail Clerk II 

Mail Clerk I 

$93.91 

$82.23 

$30.52 

$27.95 

$25.87 

$23.83 

$31.19 

$26.06 

$25.04 

$23.60 

$20.86 

 

 

Labor Category Job Description 

Project Manager 

II 

Functional Responsibility: Can manage one project but usually manages two or more related 

projects simultaneously. Works with senior agency and client personnel to identify problem 

areas and recommend solutions. Develops and/or supervises development of project plans, 

timelines and performance standards for the project. Takes the lead in coordinating project work 

with customer personnel, fellow Project Managers, and other contractors.  Responsible for 

planning, estimating, organizing, staffing, and executing projects on behalf of clients. 

Responsible for mandatory high standards of professional excellence among project team 

members. Responsible for communicating the project status to the client. Has managed a 

department to enterprise-level projects. Requires competence in all phases of project 

management. Designs, plans, and coordinates multiple work teams in the execution of a specific 

project for a client. Can provide technical support to project team members and handle complex 

application features and technical designs. Operates within client guidance, contractual 

limitations, and Company policies to successfully execute the given project. Generally manages 

a staff to accomplish business objectives and reports directly to operational corporate officers. 

Minimum Experience: Minimum of seven (7) years of experience as a Project Manager (PM), 

or three (3) years of experience as a PM with an advanced degree in management, technology, 

business or other related field of study. 

 Minimum Education: Bachelor’s Degree in management, technology, business or other related 

field of study with graduate degree preferred. 

Project Manager 

I 

Functional Responsibility: Manages one or more related projects simultaneously. Works with 

senior agency and client personnel to identify problem areas and recommend solutions. 

Develops and/or supervises development of project plans, timelines and performance standards 

for the project. Responsible for resource planning and distribution, and is the lead in 

coordinating project work with customer personnel, fellow Project Managers, and other 



 
 

contractors. Reports directly to operational corporate officers.  Responsible for planning, 

estimating, organizing, staffing, and executing projects on behalf of clients. Responsible for 

mandatory high standards of professional excellence among project team members. Responsible 

for communicating the project status to the client.  

Minimum Experience: Minimum of five (5) years of experience as a Project Manager (PM), or 

two (2) years of experience as a PM with an advanced degree in management, technology, 

business or other related field of study. 

Minimum Education: : Bachelor’s Degree in management, technology, business or other 

related field of study with graduate degree preferred.  

Senior Mailroom 

Supervisor 

Functional Responsibility: Senior Mailroom Supervisor is responsible for organizing, 

metering, and final processing of Agency's and satellite mailrooms outgoing mail.  Performs 

preventive maintenance/minor trouble shooting of metering equipment and assures that 

sufficient supplies related to this equipment are stocked and maintained.  Keep the COTR 

regularly apprised of postage used and postage balances so that the meter can be reset in a 

timely and orderly fashion. Possesses mathematical and analytical skills.  Supervises Junior 

Mailroom supervisor and mail clerks. Works under minimal supervision and reports to the 

Director of Mailroom Services. 

Minimum Experience: Requires a minimum of five (5) to seven (7) years of experience 

including over three (3) years of progressively more responsible specialized experience working 

as a Junior Mailroom Supervisor.    

Minimum Education: High School Diploma 

Junior Mailroom 

Supervisor 

Functional Responsibility: Assist the Supervisor in preparing special reports, and procedures 

related to outgoing mail. The Junior Mailroom supervisor will, at the discretion of the 

supervisor, perform other mailroom duties including: Must be familiar with the ZIP + 4 system, 

USPS rules and regulations, and UPS and Commercial Overnight Services procedures; handling 

UPS, USPS Express and Overnight Services and next day shipments; responsible for 

formulating and enforcing work standards and schedules, and supervising contractor mail clerk 

personnel. 

Minimum Experience: Requires a minimum of three (3) to five (5) years of experience 

including over two (2) years of experience working as a Mail Clerk. One year of experience 

preferred as a supervisor in any capacity.    

Minimum Education: High School Diploma   

Key Entry 

Operator II 

Functional Responsibility: Work requires the application of experience and judgment in 

selecting procedures to be followed and in searching for, interpreting, selecting, or coding items 

to be entered from a variety of source documents. On occasion may also perform routine work 

as described for Level I.  Perform accurate and precise alpha and numeric key entry. 

 

Minimum Experience: Minimum two (2) years experience as a key entry operator and three (3) 

years experience in the work place.    

Minimum Education: High School Diploma   

Key Entry 

Operator I 

Functional Responsibility: Work is routine and repetitive. Under close supervision or 

following specific procedures or detailed instructions, works from various standardized source 

documents which have been coded and require little or no selecting, coding or interpreting of 

data. Ability to perform accurate and precise alpha and numeric key entry.  

 

Minimum Experience: Minimum one (1) year experience as a key entry operator and two (2) 

years experience in the work place.    

Minimum Education: High School Diploma   

  



 
 
Duplicating 

Machine 

Operator II 

Functional Responsibility: Operates one or more photocopying, photographic, mimeograph 

and duplicating machines to make copies of documents (e.g., letters, reports, directives, 

manuals, articles and bulletins). Operates small binding machines and performs clerical duties 

associated printing and photographic services. Prepares assembly sheets and printing 

requisitions with specifications for printing and binding. Keeps record of work and submits 

records to supervisor.  Performs minor repairs and preventive maintenance. Works under 

supervision.  

Minimum Experience: Four (4) years of progressive professional public/private sector 

experience in a related field; minimum of three (3) years experience in use of photocopying, 

photographic, mimeograph and duplicating office machines to make copies of documents such 

as letters, reports, directives, manuals, articles and bulletins and performing related services.    

Minimum Education: High School Diploma 

Duplicating 

Machine 

Operator I 

Functional Responsibility: Operates photocopying, photographic, mimeograph and duplicating 

machines to make copies of documents such as letters, reports, directives, manuals, articles and 

bulletins. Operates small binding machines. Performs clerical duties associated with a request 

for printing and photographic services. Prepares assembly sheets and printing requisitions with 

specifications for printing and binding. Keeps record of work and submits records to supervisor.  

Performs minor repairs and preventive maintenance. Works under close supervision.  

Minimum Experience: Three (3) years of progressive professional public/private sector 

experience in related field; minimum of two (2) years experience in use of photocopying, 

photographic, mimeograph and duplicating office machines to make copies of documents such 

as letters, reports, directives, manuals, articles and bulletins and performing related services.   

Minimum Education: High School Diploma 

Mail Clerk III Functional Responsibility: Functional responsibilities include: operating a mail-sorting 

machine; perform folding, inserting, bursting, collating, mail match, wrapping, and software 

services, metering and stamping in accordance with standard commercial practices and the US 

Postal Services Regulations.  Mail Clerk III is responsible for organizing, metering, and 

assisting in the final processing of Agency's and satellite mailrooms outgoing mail.  Performs 

preventive maintenance and minor troubleshooting of metering equipment and assures that 

sufficient supplies related to this equipment are stocked and maintained.  Keep the Lead Mail 

Clerk and Supervisor regularly apprised of postage used and postage balances so that the meter 

can be reset in a timely and orderly fashion. 

Minimum Experience: Minimum three (3) years experience as a mail or general clerk working 

for a federal agency or commercial industry within the mailroom or distribution services.  Must 

have experience in handling United Parcel Service, US Postal Service Express Mail and 

Commercial Overnight and next day shipments. Must be able to determine pertinent office of 

undeliverable mail based on the content or context of a letter. 

Minimum Education: High School Diploma   

Mail Clerk II Functional Responsibility: Functional responsibilities include: operating a mail-sorting 

machine; perform folding, inserting, bursting, collating, mail match, wrapping, and software 

services, metering and stamping in accordance with standard commercial practices and the US 

Postal Services Regulations. Mail Clerk II is responsible for organizing, metering, and assisting 

in the final processing of Agency's and satellite mailrooms outgoing mail.  Performs preventive 

maintenance and minor trouble shooting of metering equipment and assures that sufficient 

supplies related to this equipment are stocked and maintained.  Keep the Lead Mail Clerk and 

Supervisor regularly apprised of postage used and postage balances so that the meter can be 

reset in a timely and orderly fashion. 

Minimum Experience: Minimum of two (2) years experience as a mail/general clerk working 

for a federal agency/commercial industry within the mailroom or distribution services.    



 
 

Minimum Education:  High School Diploma 

Mail Clerk I Functional Responsibility: Functional responsibilities include: operating a mail-sorting 

machine; perform folding, inserting, bursting, collating, mail match, wrapping, and software 

services, metering and stamping in accordance with standard commercial practices and the US 

Postal Services Regulations. 

Minimum Experience: Minimum one (1) year experience as mail/general clerk working for a 

federal agency/commercial industry within the mailroom or distribution services.    

Minimum Education:  High School Diploma 

 

 

SIN 51-508 LITIGATION SUPPORT SERVICES 

 

 Midtown Labor Category 

 
Midtown GSA Price 

(Includes IFF) 

Litigation Specialist I 

Litigation Specialist II 

Litigation Specialist III 

Litigation Specialist IV 

Litigation Specialist V 

Copy Clerk 

Data Recovery Specialist I 

Data Recovery Specialist II 

Data Recovery Specialist III 

Legal Clerk 

Investigator I 

Investigator II 

Investigator III 

Auditor I 

Auditor II 

Records Technician 

Senior Records Technician 

Records Supervisor 

Trial Consultant/Graphics Specialist 

Staff/Associate I 

Staff/Associate II 

Senior Manager I 

$44.15 

$54.52 

$66.92 

$82.67 

$92.95 

$35.66 

$93.08 

$103.39 

$113.21 

$37.34 

$81.83 

$90.89 

$96.09 

$65.66 

$75.53 

$56.94 

$65.66 

$70.51 

$90.70 

$129.53 

$147.10 

$186.41 

 



 
 
 

Labor Category Job Description 

Litigation 

Specialist I 

Functional Responsibility: Provides assistance to attorneys in preparing legal documents. 

Performs legal research and compiles data from a variety of reference sources such as digests, 

encyclopedias, and practice manuals. Performs document preparation (especially during 

discovery and production support) including reviewing, organizing, numbering, and indexing). 

Document conversion involving capturing documents on some sort of media: magnetic, CD, 

microfilm, and converting documents to image (such as tiff or pdf) or to text Performs 

computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal 

research and methods. 

Minimum Experience: Zero to Two Years of Experience or Paralegal Certification  

Minimum Education: Bachelor’s Degree in technical field  

Litigation 

Specialist II 

Functional Responsibility: Provides assistance to attorneys in preparing legal documents. 

Performs legal research and compiles data from a variety of reference sources such as digests, 

encyclopedias, and practice manuals. Performs document preparation (especially during 

discovery and production support) including reviewing, organizing, numbering, and indexing). 

Document conversion involving capturing documents on some sort of media: magnetic, CD, 

microfilm, and converting documents to image (such as tiff or pdf) or to text Performs 

computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal 

research and methods. Requires Bachelor’s degree or equivalent, and two to four years of related 

experience. 

Minimum Experience: Two to Four Years of Experience and Paralegal Certificate  

Minimum Education: Bachelor’s Degree in technical field 

Litigation 

Specialist III 

Functional Responsibility: Provides assistance to attorneys in preparing legal documents. 

Performs legal research and compiles data from a variety of reference sources such as digests, 

encyclopedias, and practice manuals. Performs document preparation (especially during 

discovery and production support) including reviewing, organizing, numbering, and indexing). 

Document conversion involving capturing documents on some sort of media: magnetic, CD, 

microfilm, and converting documents to image (such as tiff or pdf) or to text Performs 

computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal 

research and methods. May be required to lead others.  

Minimum Experience: Four to Six Years of Experience   

Minimum Education: Juris Doctorate (JD) or equivalent graduate degree with legal emphasis   

Litigation 

Specialist IV 

Functional Responsibility: Provides assistance to attorneys in preparing legal documents. 

Performs legal research and compiles data from a variety of reference sources such as digests, 

encyclopedias, and practice manuals. Performs document preparation (especially during 

discovery and production support) including reviewing, organizing, numbering, and indexing). 

Document conversion involving capturing documents on some sort of media: magnetic, CD, 

microfilm, and converting documents to image (such as tiff or pdf) or to text Performs 

computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal 

research and methods. May be required to lead others.  

Minimum Experience: Six to Eight Years of Experience  

Minimum Education: Juris Doctorate (JD) or equivalent graduate degree with legal emphasis   

Litigation 

Specialist V 

Functional Responsibility: Provides assistance to attorneys in preparing legal documents. 

Performs legal research and compiles data from a variety of reference sources such as digests, 

encyclopedias, and practice manuals. Performs document preparation (especially during 

discovery and production support) including reviewing, organizing, numbering, and indexing). 

Document conversion involving capturing documents on some sort of media: magnetic, CD, 



 
 

microfilm, and converting documents to image (such as tiff or puff) or to text Performs 

computer-assisted research on systems such as Lexis and Westlaw. Relies on experience and 

judgment to plan and accomplish goals. Reports to a legal executive and is able to manage other 

legal assistants. A wide degree of creativity and latitudes is expected.  

Minimum Experience: Over Eight Years of Experience  

Minimum Education: Juris Doctorate (JD) and admitted into the state bar   

Copy Clerk Functional Responsibility: 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. 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. 

Minimum Experience: One Year of Experience in Copy Center 

Minimum Education: High School Diploma or Equivalent  

Data Recovery 

Specialist I  

Functional Responsibility: The Data Recovery Specialist extracts data from forensic images of 

hard drives that have been collected, imaged or “harvested” by a Forensic Investigator. This 

position assists in an investigation/ production/ discovery. The Data Recovery Specialist keeps 

meticulous records and maintains a defensible chain of custody. The Data Recovery Specialist 

reviews imaged copies of hard drives for document and file types of interest to the client, and 

extracts or tests those documents and files for usability. In cases where the files or documents 

are extremely complex, the Data Recovery Specialist tests different methods of processing and 

displaying the documents and files.  

Minimum Experience: Two – Three Years of Experience  

Minimum Education: A+ Certification with Familiarity with Federal Rules of Evidence, and 

state-of –the-practice document production procedures 

Data Recovery 

Specialist II 

Functional Responsibility: The Data Recovery Specialist II extracts data from forensic images 

of hard drives that have been collected, imaged or “harvested” by a Forensic Investigator. This 

position assists in an investigation/ production/ discovery. The Data Recovery Specialist keeps 

meticulous records and maintains a defensible chain of custody. The Data Recovery Specialist 

reviews imaged copies of hard drives for document and file types of interest to the client, and 

extracts or tests those documents and files for usability. In cases where the files or documents 

are extremely complex, the Data Recovery Specialist tests different methods of processing and 

displaying the documents and files. The Data Recovery Specialist II is knowledgeable of at least 

one operating system platform. 

Minimum Experience: Familiarity with Federal Rules of Evidence, and state-of –the-practice 

document production procedures. Experience extracting documents, files and text from hard 

drives. Knowledge of techniques to locate and extract complex, hidden, and password-secured 

documents. Has assisted on at least five investigation/ production/ discovery efforts. 

Minimum Education: Bachelor’s Degree and A+ Certification   

Data Recovery 

Specialist III 

Functional Responsibility: The Data Recovery Specialist III extracts data from forensic images 

of hard drives that have been collected, imaged or “harvested” by a Forensic Investigator. This 

position assists in an investigation/ production/ discovery. The Data Recovery Specialist keeps 

meticulous records and maintains a defensible chain of custody. The Data Recovery Specialist 

reviews imaged copies of hard drives for document and file types of interest to the client, and 

extracts or tests those documents and files for usability. In cases where the files or documents 

are extremely complex, the Data Recovery Specialist tests different methods of processing and 

displaying the documents and files. The Data Recovery Specialist II is knowledgeable of at least 



 
 

two operating system platform. 

Minimum Experience: Familiarity with Federal Rules of Evidence, and state-of –the-practice 

document production procedures. Experience extracting documents, files and text from hard 

drives. Knowledge of techniques to locate and extract complex, hidden, and password-secured 

documents. Has assisted on at least ten investigation/ production/ discovery efforts. 

Minimum Education:  Bachelor’s Degree and A+ Certification   

Legal Clerk Functional Responsibility: 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. 

Minimum Experience: One year of experience  

Minimum Education:  High School Diploma or equivalent  

Investigator I Functional Responsibility: Based on discussions with the case or enforcement staff, plans, 

implements and manages small and moderately sized investigations as required in support of a 

case or enforcement action. In these situations, may work with little or no supervision from a 

Investigator II or other, more senior investigator staff. As part of trial teams conducting large 

and complex investigations, may work under the direction of a Investigator II, and perform 

portions of the investigation under the Investigator III supervision and guidance. Performs 

analysis of trial documents, records and other information in order to arrive at results in 

accordance with the stated objectives of the investigation; prepares interim and final oral and 

written reports to the case staff on the progress, status, and results of investigations; makes 

recommendations to case or enforcement staff based on case results. 

Minimum Experience: Thorough knowledge of case preparation principles and standards. 

Minimum of one year experience as an investigator. Minimum two years specialized experience 

in the specific subject matter area involved. Excellent oral and written communication skills. 

Experience in litigation environment, experience working with automated litigation support 

helpful. 

Minimum Education: Bachelor’s Degree in technical field 

Investigator II Functional Responsibility: Based on discussions with the case or enforcement staff, plans, and 

implements and manages small and moderately sized investigations as required in support of a 

case or enforcement action. In these situations, may work with little or no supervision from a 

Investigator III or other, more senior investigator staff. As part of trial teams conducting large 

and complex investigations, may direct the work of an Investigator I, and perform portions of 

the investigation under the Investigator III supervision and guidance. Performs analysis of trial 

documents, records and other information in order to arrive at results in accordance with the 

stated objectives of the investigation; prepares interim and final oral and written reports to the 

case staff on the progress, status, and results of investigations; makes recommendations to case 

staff based on case results. 

Minimum Experience: Thorough knowledge of case preparation principles and standards. 

Minimum of three years’ experience as an investigator. Minimum two years specialized 

experience in the specific subject matter area involved. Excellent oral and written 

communication skills. Experience in litigation environment, experience working with automated 

litigation support preferred. 

Minimum Education: Bachelor’s Degree in technical field 

Investigator III Functional Responsibility: Provides management oversight for planning, implementing and 

managing large-sized investigations as required in support of a case or enforcement action. 

Directs activities and provides supervision of all investigation staff. Performs analysis of trial 



 
 

documents, records and other information in order to arrive at results in accordance with the 

stated objectives of the investigation; prepares interim and final oral and written reports to the 

case staff on the progress, status, and results of investigations; makes recommendations to case 

staff based on case results. 

Minimum Experience: Thorough knowledge of case preparation principles and standards. 

Minimum of seven years’ experience as an investigator and specialized experience in the 

specific subject matter area involved. Experience in litigation environment, experience working 

with automated litigation support required. 

Minimum Education: Graduate Degree in related field  

Auditor I Functional Responsibility: Responsible for assisting with financial and compliance audits for 

internal analysis or for contract projects. Performs audit tasks in accordance with specific audit 

programs and under the direct supervision of a higher-level auditor. Evaluates the level of 

compliance with identified policies, contract requirements, laws and regulations and identifies 

departures there from. Prepares and submits reports on the results of audits, recommending 

improvements in policies and procedures. Interfaces with external auditors. Requires a good 

working knowledge of accounting, auditing, tax and financial ADP systems and applications.  

Minimum Experience: zero to two years of related (auditing, accounting or contracts) 

experience. Current or in progress CPA license preferred. 

Minimum Education: Bachelor’s Degree in technical field 

Auditor II Functional Responsibility: Assists with financial and compliance audits at all levels of 

complexity with supervision. Performs routine compliance audits and financial reviews in 

accordance with specific approved audit scopes and programs. May work on internal audits or 

on contract project audits. Requires a specific subject matter expertise to serve as project 

auditor. Evaluates the level of compliance with identified policies, contract requirements, laws 

and regulations and identifies departures there from, and suggests improvements to correct 

identified deficiencies and/or improve controls and procedures. Interacts with outside auditors. 

Minimum Experience:  two to four years of related (auditing, accounting or contracts) 

experience.  CPA preferred. 

Minimum Education: Bachelor’s Degree in technical field 

 

Records 

Technician  

 

Functional Responsibility: Maintain/retrieve files. Delivers files to clients within established 

time frames. Ensures files are property logged and placed back in their proper location. Prepares 

files to be sent for storage. When needed, arranges for files to be retrieved from storage. 

Maintains catalogs process, procedures as well as rules and regulations. Creates files through 

data entry into file tracking software, apply labels to folders, inter-filing (by alphabetical order 

and sort by number). Evaluate current catalog systems for completeness, efficiency and 

usefulness by taking inventories and reviewing retrieval needs.  

Minimum Experience: two years of experience working in a government or private law office 

and two years of supervisory experience. 

Minimum Education: High School Diploma or equivalent   

Senior Records 

Technician  

Functional Responsibility: Oversees and directs the work efforts of individual records 

technicians. Must be able to perform all duties of a records technician. Performs quality review 

of the work of the records technicians. Deals directly with the client on resolution of issues and 

seeks help from appropriate managers. Ascertains and reports special needs and requests. 

Performs complex assignments that require planning and organization. Reviews and accounts 

for file sections. Trains personnel.   

Minimum Experience: three years of experience working in a government or private law office 

and two years of supervisory experience. 

Minimum Education: Bachelor’s Degree in technical field 

  



 
 
Records 

Supervisor   

Functional Responsibility: Supervises the operation of a facility or a unit within a facility. 

Coordinates the work of records technicians and clerks. Plans and organizes the work of the 

contractor staff. Investigates problems, determines causes, and designs and conducts tasks and 

changes necessary to correct problems and prevent reoccurrence. Makes arrangements for 

urgently needed special requests. Conducts special research projects. Oversees the effort to 

secure return of files. Trains personnel. Coordinates review of materials, pending request files, 

the collection and compilation of reports, and quality assurance reviews. Working in a 

government or private law office Makes contact with appropriate parties for retirement of files. 

Minimum Experience: two years working in an office environment 

Minimum Education: Bachelor’s Degree in technical field 

Trial 

Consultant/Grap

hics Specialist   

Functional Responsibility: Consults with the trial team, including attorneys, paralegals, and 

expert witnesses to conceptualize and develop strategies, appropriate graphics and other media 

for presenting evidence at trial, including oversize charts for display in the courtroom, 

computer-generated graphics for projection or display on computer monitors, animations, 

simulations, multi-media slide shows, audio and video clips, etc. Digitizes audio and video clips. 

Synchronizes clips with written transcripts. Recommends effective presentation formats, color 

schemes, scripting, and sequencing. Using computer and other graphics tools, generates graphics 

and other exhibits and presentation materials in a format that can be used in the courtroom or 

other presentation venue. Oversees and coordinates production of highly technical and complex 

items such as computer simulations and animations which require a production studio. Requires 

demonstrated ability to recommend and produce high-quality graphics and other presentation 

media, using computer tools and other professional graphics and multi-media development 

tools. Must be fully trained in the tools used. Demonstrated ability to evaluate the effectiveness 

of graphic and multi-media presentations, and to make constructive suggestions for improving. 

Must be able to understand the arguments being supported by the graphic materials, and to 

translate that understanding into effective media presentations. Must have outstanding oral 

communications skills for discussing case and exhibits with the trial team, including expert 

witnesses.  

Minimum Experience: two years of experience in the trial support environment is expected, as 

is familiarity with standard courtroom presentation packages such as Trial Director and Sanction 

Minimum Education: Bachelor’s Degree in technical field 

Staff/Associate I  Functional Responsibility: Analyzes information. Conducts relevant research, distilling data, 

and creating reports.  Assists in drafting and preparing project deliverables. Supports team in 

implementation and acceptance process. Develops required corrective or support actions. Assists 

team in reporting and tracking of project costs and level of effort.  

Minimum Experience: 0 to two years of experience. 

Minimum Education: Bachelor’s Degree in technical field 

Staff/Associate 

II  

Functional Responsibility: Provides analytical and program support, and is focused on high 

performance work. Completes assigned engagement tasks within the project scope and budget, 

while meeting deliverable requirements. Serves as a key analytical resource on engagement 

team. Assumes responsibility for conducting relevant research, distilling data, and creating 

reports. Actively engages consulting tools and methodologies to meet project objectives and 

complete program management activities. Maintains responsibility for quality assurance 

practices and fostering completion and accuracy of system documentation. May participate in 

organizational assessments, and performance measures and indicators.  

Minimum Experience: Two years of consulting and/or directly relevant industry experience 

Minimum Education: Bachelor’s Degree in technical field 

Senior Manager 

I   

Functional Responsibility:  Provides strong senior-level management. Has responsibility for 

overall project activities and is the primary point of contact with client executives. Assumes 



 
 

responsibility for project delivery and oversight of key business enablers on projects and 

identification of needs for new tools. Assumes regular interaction and communications with the 

delegated Client representatives. Maintains responsibility for managing business solutions, 

delegating appropriate resources, and fostering quality assurance principles across projects and 

deliverables and using problem solving techniques to resolve issues. Provides technical guidance 

and project management functions associated with client requirements including, financial 

management of projects through budget monitoring; recruitment of qualified personnel to 

support unique client environments; assist in the development and writing of client work plans 

and budgets. Involved in process and productivity improvement, as well as systems alignment. 

Organizational assessments, and program audits, and evaluations are also performed by this 

position.  

Minimum Experience: 8 years of consulting and/or directly relevant industry experience. 

Minimum Education: Bachelor’s Degree in technical field 

 

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

that model for each special item number awarded in the contract.  This price is the Government 

price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other 

concession affecting price.  Those contracts that have unit prices based on the geographic location 

of the customer, should show the range of the lowest price, and cite the areas to which the prices 

apply.- See price table listed above. 

  1c. If the Contractor is proposing hourly rates, a description of all 

corresponding commercial job titles, experience, functional responsibility and education for those 

types of employees or subcontractors who will perform services shall be provided.  If hourly rates 

are not applicable, indicate "Not applicable" for this item.- See above. 

  2. Maximum order.- $1,000,000 

  3. Minimum order.- $100 

4. Geographic coverage (delivery area)- Domestic Delivery; including 

Washington, DC; Alaska; Hawaii and Puerto Rico 

  5. Point(s) of production (city, county, and State or foreign country)- 

Washington, DC 

  6. Discount from list prices or statement of net price.-4% 

  7. Quantity discounts- N/A 

  8. Prompt payment terms- None 

9a.           Notification that Government purchase cards are accepted at or below the 

micro-purchase threshold.- Accepted at and below the threshold. 

9b. Notification whether Government purchase cards are accepted or not 

accepted above the micro-purchase threshold.- Accepted at and above 

threshold. 

  10. Foreign items (list items by country of origin).- None 

  11a. Time of delivery. (Contractor insert number of days.) – 48 hours 



 
 
  11b. Expedited Delivery.  The Contractor will insert the sentence "Items 

available for expedited delivery are noted in this price list." under this heading.  The Contractor 

may use a symbol of its choosing to highlight items in its price lists that have expedited delivery. – 

24 hours; no additional costs 

  11c. Overnight and 2-day delivery.  The Contractor will indicate whether 

overnight and 2-day delivery are available.  Also, the Contractor will indicate that the schedule 

customer may contact the Contractor for rates for overnight and 2-day delivery.- Same as Expedited 

Delivery; no additional costs 

  11d. Urgent Requirements.  The Contractor will note in its price list the "Urgent 

Requirements" clause of its contract and advise agencies that they can also contact the Contractor's 

representative to effect a faster delivery.- Same as Expedited Delivery; no additional costs 

  12. F.O.B. point(s).- Domestic Delivery; including Washington, DC; Alaska; 

Hawaii and Puerto Rico 

  13a. Ordering address(es).- 900 7th Street NW #725, Washington, DC 20001 

  13b. Ordering procedures:  For supplies and services, the ordering procedures, 

information on Blanket Purchase Agreements (BPA's) are found in Federal Acquisition Regulation 

(FAR) 8.405-3. 

   14. Payment address(es)- 900 7th Street NW #725 Washington, DC 20001 

  15. Warranty provision.- Midtown Personnel, Inc. accepts warranty in that if 

services provided are not acceptable to the government, we will make the necessary adjustments and 

provide the services in a satisfactory manner without additional charges. 

  16. Export packing charges, if applicable- Not Applicable. 

17. Terms and conditions of Government purchase card acceptance (any 

thresholds above the micro-purchase level).- Yes 

  18. Terms and conditions of rental, maintenance, and repair (if applicable).- Not 

applicable 

  19. Terms and conditions of installation (if applicable).- Not applicable 

  20. Terms and conditions of repair parts indicating date of parts price lists and 

any discounts from list prices (if applicable).- Not applicable 

  20a. Terms and conditions for any other services (if applicable)- Not applicable 

  21. List of service and distribution points (if applicable).- Not applicable 

  22. List of participating dealers (if applicable).- Not applicable 

  23. Preventive maintenance (if applicable).- Not applicable 

24a. Special attributes such as environmental attributes (e.g., recycled content, 

energy efficiency, and/or reduced pollutants).- Not applicable 



 
 

24b. If applicable, indicate that Section 508 compliance information is available on 

Electronic and Information Technology (EIT) supplies and services and show 

where full details can be found (e.g. contractor's website or other location.)  

The EIT standards can be found at:  www.Section508.gov/.- Not applicable 

  25. Data Universal Number System (DUNS) number. 793586405 

  26. Notification regarding registration in System for Award Management: 

(SAM)- Midtown Personnel, Inc. is registered in SAM and our record can be viewed at www.sam.gov 

 

 

http://www.section508.gov/.-
http://www.sam.gov/

