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CUSTOMER INFORMATION  

1a.
Services Offered by ASRC MS

ASRC MS provides services on a nationwide basis under the following SINs:

51-501 – Needs Assessment & Analysis Services

ASRC MS provides professional support in analyzing, assessing, and developing a customer’s requirement as it relates to more efficient use of Office Equipment  (e.g., laboratory systems, network optical and imaging systems, services (i.e., records management, document management, network connectivity support). Based on the agency’s overall objectives, we will conduct a comprehensive needs assessment and analysis. 

This may include assessment services for compliance with the requirements of section 508 of the rehabilitation act, which is an initiative to ensure the accessibility of electronic and information technology to individuals with disabilities. Also, this Service may include recommendations for security/biometrics products.

We will provide recommendations for fulfilling the agency’s needs, such as, but not limited to: surveys, technology assessment, purchases, rentals, conversion of rental to purchase, leasing, cost-per-copy, flat-rate monthly fee, document management services, and software applications.

51-504 – Records Management Services

ASRC MS provides the full range of records management services, including file organization and file maintenance services, as well as storage services.
The file organization and maintenance services include, but are not limited to, organize paper or electronic files in any work area and track them electronically, information and document indexing, scanning, labeling, bar coding, and filing.

The storage services include preparation of files for media preparation for storage, archive, retrieval and pick-up services, managing records throughout the life cycle, 24 X 7 access and accountability.

51-505 – Document Production Services

ASRC MS provides the following document production services:

· Facsimile service

· On-demand copying

· High-quality digital color printing

· Large format scanning and copying

· Facilities management

· Document binding and finishing

· Desk-top transmission

· Document Imaging 

· Electronic Storage

51-506 – Document Conversion Services

ASRC MS provides document conversion services. This consists of converting hard copy (paper) documents into digital data, and transferring them to electronic media. We will format the electronic documents for use in a document imaging and storage system. Services include:
· Back file and day-forward conversion

· Data entry

· State-of-the art scanning

· Indexing

· Hyper link

· Web hosting

· Media of choice

· Blowback

· Classified and non-classified documents

51-508 – Litigation Support Services

ASRC MS provides the full range of Litigation Support Services, which includes:

· Document preparation

· Imaging and coding

· Digitized documents

· Database management

· Electronic and multimedia courtroom presentation

· Assist attorneys in high-volume copying, and present customized files

· Specialize in presentation equipment and software used in courtroom arena

1b.
Pricing
	Labor Category
	Hourly Rate

	Facility Security Officer
	$65.12

	Security Engineer I
	$43.66

	Security Engineer III
	$62.40

	Onsite Project Manager
	$65.12

	Security Assistant
	$35.21

	Project Director (On-Site)
	$100.18

	Project Coordinator (On-Site)
	$54.28

	Accounting Clerk I
	$25.53

	Accounting Clerk II
	$26.44

	General Clerk I
	$25.30

	General Clerk II
	$30.51

	Key Entry Operator I
	$23.68

	Key Entry Operator II
	$35.72

	Word Processing I
	$28.47

	Word Processing III
	$34.81

	Computer Operator I
	$33.52

	Computer Operator II
	$35.72

	Computer Operator III
	$50.88

	Application Development Manager
	$93.31

	Training Manager
	$103.63

	Webmaster
	$65.29

	Program Administer
	$65.31

	On-Site Project Coordinator
	$53.20

	On-Site Supervisor
	$40.94

	Program Analyst
	$59.30

	Program Manager
	$123.73

	Deputy Program Manager
	$111.86

	Project Manager
	$109.86

	Curriculum Manager
	$85.16

	Technical Editor
	$73.32

	Course Manager
	$66.02

	Academic Instructor
	$87.50

	Sr. Training Specialist
	$66.96

	Sr. Software Engineer
	$79.04

	Data Analyst I
	$43.64

	Data Analyst II
	$47.09

	Data Analyst III
	$50.55

	Legal Analyst I
	$45.19

	Legal Analyst II
	$49.16

	Legal Analyst III
	$53.50

	Sr. GIS Software Engineer
	$101.53

	Sr. Image Processing Specialist
	$64.50

	Sr. GIS Engineer
	$73.09

	GIS Software Developer
	$67.19

	GIS Analyst
	$53.22

	Architect
	$42.25

	GIS Database Analyst
	$93.67

	Manager (Information Technology)
	$119.52

	Quality Assurance Specialist
	$76.25

	Computer Systems Analyst I
	$59.76

	Computer Systems Analyst II
	$69.24

	Computer Systems Analyst III
	$74.70

	Systems Engineer I
	$58.76

	Systems Engineer II
	$68.59

	Systems Engineer III
	$82.57

	Systems Engineer IV
	$94.29

	Senior System Engineer III
	$117.44

	Programmer II
	$71.65

	Programmer III
	$84.42

	Programmer IV
	$94.44

	Data Base Administrator
	$81.98

	Software Engineer II (Business Object)
	$80.51

	Help Desk Technician I
	$57.03

	Records Information Manager III
	$58.79

	Records Information Manager IV
	$72.09

	Records Information Manager V
	$97.81

	Librarian
	$49.46

	Supervisor Librarian
	$90.82

	Information Specialist II
	$39.99

	Information Specialist III
	$55.44

	Information Specialist IV
	$64.04


1c.
Labor Category Descriptions

Facility Security Officer
Duties and Responsibilities

Incumbent is responsible for ensuring company and its Programs run on behalf on government customers are in compliance with the National Industrial Security Program, Occupational Safety and Health Act, and Federal, state, and local security and safety regulations. Acts as an advisor to management regarding all security and safety issues.    Develops, implements, and coordinates policies and programs covering all areas of the security and safety functions, including handling of classified material, personnel security, contract security, physical security, operations security, threat assessments, communications security, security awareness, workers’ communications, risk management, environmental, hazard communication, and accident prevention.  Extensive and frequent interaction is needed with the executive management, client representatives, Government security and safety agency staffs, brokers, and industry and professional associations.

Education and Experience 

Requires a Bachelor degree in a related discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, plus a minimum 10 years of civilian and/or Government security experience and health and safety experience, including five years of management experience.  Must possess a thorough understanding of the National Industrial Security Program (NISP) and Occupational Health and Safety Act (OSHA).  Comprehensive knowledge of Government security regulations is needed. Excellent knowledge of all security functions to include requirements for SCI, physical security, accreditation, safeguarding, reporting, and NISPOM is required. US citizenship is required. The ability to obtain and retain a Government-granted security clearance at the highest level held by the company is a prerequisite.  
Security Engineer I

Duties and Responsibilities

Incumbent provides support and assistance to the security function.  Coordinates, develops, implements, and evaluates security procedures. Ensures programs are effective and identifies the need for additional resources. Relies on experience and judgment to plan and accomplish goals. Work is performed under limited guidance with activities checked and monitored based on work content. Independent judgment and initiative are needed in carrying out daily assignments. Requires constant interaction with all levels of staff and outside clients and representatives.  

Education and Experience 

Must possess a Bachelor degree in the field or in a related area, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, to include 3 years experience in security. Familiar with standard concepts, practices, and procedures within security. Must be able to effectively communicate with internal and external customers to include senior management. 

Security Engineer III

Duties and Responsibilities

This position serves as a member of the Information Security IT Audit group with technical specialty in attack and penetration work for applications and systems. This individual reviews both internal offices and organizations for compliance with stated Security policies and procedures and assists in the remediation of audit and assessment resolutions. Discusses and drives resolutions with various business units and leaders. This individual should demonstrate excellent project management skills, inspire teamwork and responsibility with engagement team members, and use current technology/tools to enhance the effectiveness of deliverables and services.  In addition: 

· Be capable of writing scripts and be able to review various technologies for security flaws. 

· Demonstrate experience with internal controls, risk assessments, business
process and internal IT control testing or operational auditing 

· Have successful experience identifying controls, developing and executing test
plans 

· Demonstrated ability to write report segments and to participate in
presentations 

· Demonstrate advanced understanding of business processes, internal control
risk management, IT controls and related standards 

· Identify and evaluate complex business and technology risks, internal
controls which mitigate risks, and related opportunities for internal control improvement 

· Actively participate in decision making with engagement management and seek
to understand the broader impact of current decisions 

· CISSP, CISA, preferred 
Education and Experience 

4+ years of Penetration/Vulnerability testing in applications and standard networking and operating systems.  6+ years of experience in Government or Fortune 500 IT security field dealing with TCP/IP, IPSEC, VPN, firewalls, IDS, Unix security/ administration, authentication and authorization. Encryption, authentication, and authorization technology (i.e., VPN, IPSEC, PKI, SSL, and SSH). TCP/IP networking and routers. Governmental Security clearances preferred. (Secret, Top Secret)
Onsite Project Manager

Duties and Responsibilities

Supervise the development and execution of validation protocols, document preparation, document management & reviews, quality management, on-site execution and implementation in compliance with applicable federal regulations. Provide clients with:

· Problem analysis and resolution related to business system solutions.  

· Develop, maintain, and follow business system project implementation plan(s) for single site, stand alone installations, or multi-site projects with one or more clients, and lead/assist client personnel expertly through each phase of these implementations. 

· Lead a team and provide technical expertise for various business system projects.

Education and Experience 

Bachelors Degree and 3 years relevant experience

Security Assistant

Duties and Responsibilities

Incumbent provides clerical and administrative support for the security office function. Processes all employee badges, security clearance requests, and background investigations.  Maintains the department filing system. Interacts with all levels of employees, including senior management.  May interact with client representatives as needed. Work is performed and reviewed under direct guidance from senior security staff.
Education and Experience 

This position requires a high school diploma or equivalent.  Basic office clerical skills are required. Must maintain an interim security clearance. Must be computer literate and possess working knowledge of basic word processing software adopted as standard by the company. Good written and verbal communication skills are needed. Must be able to interact well with others.
Project Director On Site

Duties and Responsibilities

Provides leadership to, and manages the strategic aspects of large engagements and mitigates any risk. 

· Oversees senior managers and managers working on client engagements within practice. 

· Reviews high-level deliverables across practice. 

· Ensures engagement reviews and quality assurance procedures take place for all practice engagements. 

· Develops, implements, and maintains sound business practices. 

· Develops and implements strategic objectives for the Program that are aligned with the customer’s strategic initiatives. 

Education and Experience 

Graduate degree preferred. Understands the implications of different technical choices and is able to guide clients to the best solution for their situation. Should have experience with:

· Communicating effectively with clients to identify needs and evaluate alternative business solutions and strategies. 

· Continually defining ways to increase customer satisfaction and deepen client relationships. 

· Maintaining lasting client relationships. 

· Ensuring project/program delivers superior solutions to clients, and provides senior level resolution to client issues. 

Accounting Clerk I

Education and Experience 

1 to 3 years of experience in accounting clerical operations, such as examining, verifying and correcting accounting transactions. Experience in preparing and entering vouchers for payments and obligations, to include identifying proper accounts and coding documents. Experience in analyzing the causes of discrepancies, processing vouchers for payment, and maintaining spreadsheets (i.e., reports and payment information). Experience with automated accounting systems and spreadsheet software (i.e., Excel).
Accounting Clerk II

Education and Experience 

1 to 3 years of experience in accounting clerical operations, such as examining, verifying and correcting accounting transactions.  Experience in preparing and entering vouchers for payment; to include identifying proper accounts and coding documents.  Knowledge of automated accounting systems, analyzing documents to determine validity of transactions once expenditures have been made, collecting data and analyzing data for accounts payable purposes, experience in developing and reading reports and schedules, and experience with automated accounting systems and spreadsheet software (i.e., Excel, etc).

Accounting Clerk III

Education and Experience 

2 to 4 years of experience in document reconciliations, analyzing the cause of discrepancies, processing vouchers for payment, and maintaining spreadsheets (i.e., reports and schedules). Experience with automated accounting systems and spreadsheet software (i.e., Excel) Knowledge of automated accounting systems, analyzing documents to determine validity of transactions once expenditures have been made, collecting data and analyzing data for accounts payable purposes. 

Accounting Clerk IV

Duties and Responsibilities

Review invoices and statements (verifying information, ensuring sufficient funds have been obligated, and if questionable, resolving with the submitting unit, determining accounts involved, coding transactions, and processing material through data processing for application in the accounting system); and/or analyzing and reconciling computer printouts with operating unit reports (contacting units and researching causes of discrepancies, and taking action to ensure that accounts balance).  
Education and Experience 

Bachelor’s degree in accounting/finance; CPA or MBA preferred.  
General Clerk I

Duties and Responsibilities

Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing precoded documents in chronological file or ordering office equipment, e.g., photocopy and mailing machine.

Education and Experience 

1 to 2 years clerical experience

General Clerk II

Duties and Responsibilities

Follows a number of specific procedures in completing several repetitive clerical steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in a extensive alphabetical file, simple posting to individual accounts, opening, running mail through metering machines, and calculating and posting charges to departmental accounts.  Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedures for the task.  

Education and Experience 

1 to 3 years clerical experience.  

Key Entry Operator I

Duties and Responsibilities

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 to be entered. Work is routine and repetitive  

Education and Experience 

1 to 2 years experience in entering documents into a computerized system of records

Key Entry Operator II

Duties and Responsibilities

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 to be entered. Work is routine and repetitive.

Education and Experience 

1 to 3 years experience in entering documents into a computerized system of records.  

Word Processor I

Duties and Responsibilities

This individual enters data into the Federal Financial System (FFS) and produces documents and reports.         

Education and Experience 

1 to 2 years of experience in entering data into automated systems and producing documents or reports using Word or Excel.  
Word Processor III
Duties and Responsibilities

This individual enters data into the Federal Financial System (FFS) and produces documents and reports

Education and Experience 

3 to 5 years of experience in entering data from a variety of sources, some narrative, maintaining spreadsheets (i.e., reports and statistics), and generating a variety of reports on an as needed basis.  Experience with spreadsheet software (i.e., Access and Excel).  

Computer Operator I
Duties and Responsibilities

Incumbents work under direct supervision in performing routine tasks related to operating a central console and/or on-line terminals. Employees may also operate auxiliary equipment directly associated with the computer. Individuals are competent to operate I/O and peripheral devices and set up and stage jobs.  Work is checked regularly, and instruction and guidance are needed in solving unfamiliar or more complex problems. There is normally little interaction with users, although the incumbent may assist programmers with preliminary programs to eliminate discrepancies. The position requires good judgment and initiative to meet deadlines.  Shift work may be necessary. Tasks assigned may include:

· Operates the console in a multiprocessing and timesharing environment.  Determines equipment settings and operating instructions. Manipulates control switches on console panels in accordance with established routine or under instructions.

· Operates I/O equipment and ensures that the system operates efficiently.

· Continuously observes the operation of the equipment and reports any deviations from standard.

· Correctly labels output tapes and reports.

· Remains familiar with instructional material applicable to the operation.

· Maintains operating records regarding output units and supply inventories.

· Assists senior computer operators in communications with remote terminals.

· Assists in manipulating controls to rearrange the sequence of program steps, to correct computational errors, or to continue operations when individual units of the system malfunction.

· Maintains sufficient supplies for the computer room.

· Works well with others and handles day-to-day situations with an acceptable, reasonable approach. 

· Performs other related duties as assigned. 

Education and Experience 

This position requires a high school diploma, including high school level reading, writing, and analytical skills, plus technical training and less than one year of computer operations experience.  Skill with keyboard operations is required. 

Computer Operator II

Duties and Responsibilities

Incumbents work under general supervision in operating the central console and/or on-line terminals in accordance with established routines.  They may operate auxiliary equipment directly associated with the computer. Individuals are competent in most phases of computer operations but may require some instruction and guidance for other phases. There is normally little interface with users, although employees may occasionally assist in routine problem-solving. The position is characterized by deadlines requiring initiative and attention by the operator who bring problems to the attention of senior operators within a reasonable time frame. Shift work may be necessary. Tasks assigned include Computer Operator I functions plus the following

· Monitors and controls a computer by operating the central console and/or on-line terminals in accordance with established routines. May operate auxiliary equipment associated with the computer.

· Observes continuously the operation of the equipment and reports any deviations from standard to a supervisor or manager.

· Manipulates controls to rearrange the sequence of job steps to continue operations when individual units of the system malfunction.

· Determines equipment settings and operating instructions.

· Maintains records regarding output units and supply inventories.

· Remains up-to-date concerning the contents of any instructional material applicable to the operation.

· Assists senior computer operators in communications with remote terminals.

· Works well with others and handles day-to-day situations with an acceptable, reasonable approach. 

· Performs other related duties as assigned. 

Education and Experience 

This position requires a high school diploma or equivalent including high school level reading, writing, and analytical skills, plus technical training and a minimum two years of progressively responsible, applicable experience as a computer operator and thorough knowledge of emergency operating procedures. Skill with keyboard operations is required.

Computer Operator III

Duties and Responsibilities

Individuals monitor and control one or more mini or mainframe computers by operating the central console or on-line terminals and all associated peripheral equipment.  Incumbents require limited supervision and are competent to work at the highest level of all phases of computer operations. Individuals may provide guidance and direction to lower-level operators. Interface with members of the technical staff concerning work scheduling is usually required. Resourcefulness is necessary to provide maximum utilization of equipment and time and in solving discrepancies in preliminary programs.  Short processing deadlines are common, and irregular work hours may be necessary.  Shift work may be assigned. Tasks assigned include Computer Operator I and II functions plus the following

· Monitors and controls one or more mini or mainframe computers by operating the central console or on-line terminals and all associated peripheral equipment.  Studies program operating instruction sheets to determine equipment set-up and run operation.

· Assures that priority processing is accomplished with maximum utilization of resources.

· Manipulates control switches to start and operate the computer. Monitors the operation of the console panel, storage devices, printers, readers, and the console printer to determine the point of equipment/program failure. Takes corrective action where possible.

· Manipulates controls in accordance with standard operating procedures to rearrange sequence of program steps to correct computational errors or to continue operations when individual units of the system malfunction. Confers with software system engineering or applications programming personnel in the event errors require a change of instructions or sequence of operations.

· Ensures correct labeling of output tapes and reports.

· Maintains operating records such as machine performance and production reports.

· Maintains computer system manuals/run books.

· Advises the supervisor or manager as to the condition of computer equipment and the adequacy of scheduling.

· Performs ongoing equipment maintenance and initiates service calls for hardware malfunctions.

· Assists programmers in debugging programs. 

· Remains up-to-date concerning the contents of any instructional material applicable to the operation.

· Provides guidance and direction to lower-level operators.

· Works well with others and handles day-to-day situations with an acceptable, reasonable approach.

Education and Experience 

This position requires a high school diploma or equivalent, including high school level reading, writing, and analytical skills, plus technical training and a minimum five years of progressively responsible, applicable experience as a computer operator and thorough knowledge of emergency operating procedures.  Keyboard operations skill is required.

Application Development Manager

Duties and Responsibilities

This individual is able to architect, design, and develop software applications, and lead a team of developers in the creation of those applications. Must be fluent in the following software development technologies: C/C++, Java/JavaScript, and be comfortable with quickly acquiring new software development skills. 

Education and Experience 

7+ years software development experience. Minimum Bachelors degree in computer science or computer programming.  Must have the ability to clearly describe technical problems and solutions in non-technical terms; experience with system-level architecture and design. Ability to thrive in a fast-paced environment and comfortable with change.

Training Manager

Duties and Responsibilities

The Training Manager conducts and supervise training and development programs for employees and customer staff. The Training Manger is responsible for directing all client training activity to ensure effective design, development and implementation of training solutions for a suite of products and /or services.
Education and Experience 

B.S. degree required, along with  7 – 10 yrs of training experience.  Prefer candidate with a  minimum of 3 yrs of IT  training experience. 5+ yrs of mgmt exp which must include managing a team of trainers who are responsible for external client training.  Must have experience developing & implementing training programs & course materials. Strong presentation, consulting, facilitation, project mgmt and customer service skills required.
Webmaster

Duties and Responsibilities

This individual is responsible to:

· Design/Maintain the corporate and/or Government agency Web sites 

· Develop marketing-focused content 

· Create graphic design that supports interactive content 

· Code HTML 

· Design rule conversion to Adobe Acrobat portable document formats (PDFs) 

· Interact with staff members/companies 

· Collaborate with key stakeholders to get creative ideas for Web site 

· Interact with companies to contribute technical and creative input for MEMS TechNet, a site that links MCNC with companies throughout the US 

· Create marketing and advertising brochures that promote the MCNC Web site 

· Help other groups with HTML 

· Special projects 

· Work with IS on intranet announcements, human resources postings, etc. 

Education and Experience 

Bachelor’s degree required, with specialized training and or experience with Wes site development.  3- 5 years minimum relevant experience

Project Coordinator On Site

Duties and Responsibilities

The Project Coordinator shall be responsible for providing assistance to the Project Director in the overall direction, management and supervision of employees hired under the contract. The Project Coordinator shall act as a liaison between the Project Director, On-site Supervisors and all other ASRC contractor employees. Under the direction of the Project Director, the Project Coordinator shall assess on a daily basis the status of the workload, and recommend or take appropriate measures to correct any emergency developments which may impede timely performance of the contract. The Project Coordinator shall be responsible for additional duties as specified in the contract.

Education and Experience 

The Project Coordinator shall have a Bachelors degree AND three (3) years of supervisory experience in a data processing/data analysis, data entry and an accounting environment.  The Project Coordinator shall have demonstrated the required experience, skills, and the ability to effectively communicate both orally and in writing.

Deputy Program Manager

Duties and Responsibilities

The Deputy Program Manager (DPM) is responsible for management and engineering leadership of all tasks, projects, and programs related to a large government contract providing services and products to the federal government. The DPM manages all aspects of the contract to ensure compliance with program specifics and schedules, and resolves performance issues. Collaborates with the client to define and expand business opportunities, and seeks out new clients to develop new business opportunities. Work with the team members to develop, submit and win Task Orders, and to develop client documentation deliverables, including status reports, technical studies, designs, and reports, and related products. Manage the financial performance of the program.

Education and Experience 

Bachelors Degree, plus 10 years relevant experience. Experience in interfacing with, and providing expert guidance to Government authorities and representatives at all levels on management/technical program and project issues. Must have the ability to analyze customer requirements and develop innovative solutions. Excellent presentation and writing skills required.

Project Manager

Duties and Responsibilities

The Project manager plans, directs, and coordinates activities of designated project to ensure that goals or objectives of project are accomplished within prescribed time frame and funding parameters: Reviews project proposal or plan to determine time frame, funding limitations, procedures for accomplishing project, staffing requirements, and allotment of available resources to various phases of project. Establishes work plan and staffing for each phase of project, and arranges for recruitment or assignment of project personnel. Confers with project staff to outline work plan and to assign duties, responsibilities, and scope of authority. Directs and coordinates activities of project personnel to ensure project progresses on schedule and within prescribed budget. Reviews status reports prepared by project personnel and modifies schedules or plans as required. Prepares project reports for management, client, or others. Confers with project personnel to provide technical advice and to resolve problems. May also coordinate project activities with activities of government regulatory or other governmental agencies. 

Specific tasks include but are not limited to:

· Coordinate planning, programming, and management to ensure project activities are executed in accordance with established contract requirements, budgets and schedules to achieve project completion on time and within budget. 

· The Project Manager will implement and maintain budget and schedule controls. 

· The Project Manager will report significant issues in a timely manner to the Project Director and will prepare Monthly Progress Reports in accordance with contract documents. 

· The Project Manager will participate in reviewing and evaluating documentation related to the planning, site investigation, design, construction, and contract administration. 

· The Project Manager will attend project-related meetings, capture minutes, and record issues. 

· The Project Manager will maintain the Program Management Team site office for the duration of the project. 

Education and Experience 

Must possess the ability to develop positive working relationships with the Owner/client, professional consultants, development partners, contractors, residents and authorities having jurisdiction. Must possess excellent written and verbal communication skills.  Must possess excellent analytical skills, with the ability to read, interpret and develop statistical reports and calculations. Must possess a working knowledge of generally accepted accounting and budgeting practices. 

Course Manager

Duties and Responsibilities

The Course Manger is responsible for directing all client training activity to ensure effective design, development and implementation of training solutions for a suite of products and or services.
Education and Experience 

B.S. degree required, and 5 years training experience, preferably in a technical field.

Must have experience developing & implementing training programs & course materials 
Strong presentation, consulting, facilitation, project mgmt and customer service skills required. 

Curriculum Manager
Duties and Responsibilities

See course Manger. Plus, 3 additional years of experience as well as experience managing instructors.

Academic Instructor

Duties and Responsibilities

The Academic Instructor performs professional instructional services designed to help students learn specified subject matter and basic skills that will contribute to their professional development. Instructors are responsible to ensure that the material is taught in a professional manner.  Instructor’s responsibilities include:

· Preparing classrooms and labs for each class

· Providing quality training to ensure customer satisfaction

· Staying up to date on current technology and communicating this knowledge to students

· Only teaching the courses for which he or she is authorized

· Staying up to date on instructor program policies

· Completing required training and passing required proficiency exams at the instructor level

Education and Experience 

Graduate from an accredited college or university with degree in education or related field. Must possess or be eligible for certificate, license or other legal credentials required to teach. Continued employment in this position will be contingent upon obtaining and/or maintaining appropriate credentials. Minimum Three years classroom instruction experience required.

Senior Software Engineer

Duties and Responsibilities

This individual will support the development, design, implementation & testing of various technologies using tools such as VB6 visual studio, NET, SQL Server, InstallShield, Subversion and Yours Truly Express, and will develop algorithms and use innovative technologies including C++, VB, and SQL using COM+, databases and low-level windows API.  In addition will be responsible for web and application development  Has the ability to apply and implement algorithms to complex problems and optimize the performance of application
Education and Experience 

· 5 years experience

· Masters degree in Computer Science

· Must have ability to translate English requirements into SQL statements in complex database schema object-oriented programming and knowledge of VisualBasic.NET and C++, Web software development (HTML, JavaScript, CSS) 

· Must have knowledge of InstallShield, Adobe image processing software and PDF libraries (including color management and color space mapping)

· Abstract algorithmic knowledge is required for the optimization and scheduling of products workflow

· Must have knowledge of Subversion or another software repository system. Strong Structural Query Lange SQL skills

Data Analyst I

Duties and Responsibilities

Position works under general supervision in performing a variety of data entry and analytical duties. Provides support for a variety of functions and follows defined procedures and processes for completing assigned tasks. This position requires demonstrated ability to review and analyze data and information from multiple sources; establish case and project files; enter and retrieve data from databases; prepare and format management reports; manipulate, transfer, compute, and print information; create and manipulate spreadsheets; and prepare and correct reports and correspondence using word processing software and electronic spreadsheets and databases, such as Microsoft Word, Excel, and Access.  

Education and Experience 

Data Analyst I must possess an AA degree or two years experience (preferably in a paralegal or legal field). Good verbal and written communication skills are needed, including the ability to interact with all levels of staff.

Data Analyst II

Duties and Responsibilities

Works with limited supervision, provides support for a variety of functions and develops and follows clearly defined procedures for completing tasks. The individual in this position must have the demonstrated ability to review and analyze data and information from multiple sources; establish case and project files; enter and retrieve data from data bases; prepare and format management reports; manipulate, transfer, compute, and print information; create and manipulate spreadsheets; and prepare and correct reports using word processing software and electronic spreadsheets and databases such as Microsoft Word, Excel, and Access.  

Education and Experience 

Data Analyst II must possess an AA degree with at least 1 year experience or three-five years experience (preferably in a paralegal or legal field). Good verbal and written communication skills are needed, including the ability to interact with all levels of staff.  

Data Analyst III

Duties and Responsibilities

Work requires initiative, judgment, knowledge of procedures and the ability to function independently.  May supervise, direct, or lead lower level personnel.  The individual in this position must have the demonstrated ability to review and analyze data and information from multiple sources; establish case and project files; enter and retrieve data from data bases; prepare and format management reports; manipulate, transfer, compute, and print information; create and manipulate spreadsheets; and prepare and correct reports using word processing software and electronic spreadsheets and databases such as Microsoft Word, Excel, and Access.

Education and Experience 

Data Analyst III must possess an AA degree with at least 3 years experience or at least five years work experience (preferably in a paralegal or legal field) and one year of supervisory experience. Position requires good verbal and written communication skills including the ability to interact well with all levels of staff. 

Legal Analyst I

Duties and Responsibilities

Position requires demonstrated skills in collection of legal data and analysis and evaluation of information.  The individual must be able to prepare summaries and digest of pertinent legal data relating to seized and forfeited assets.  The individual must be able to perform legal research for the forfeiture staff, summarize disposition transcripts and compile indices and trial material.

Education and Experience 

Legal Analyst I must possess a B.S./B.A. degree in a related field or paralegal certificate with a minimum of four (4) years relevant experience.  Requires in-depth knowledge in employing automated legal research tools, such as Lexis-Nexis, Westlaw and Juris.  Position requires excellent verbal and written communication skills including the ability to interact well with all levels of staff. 

Legal Analyst II

Duties and Responsibilities

With limited supervision, provides support for a variety of functions and develops and follows clearly defined procedures for completing tasks. The individual in the position must also possess the demonstrated skills, based on education or work experience, in the collection of legal data and analysis and evaluation of information. The individual must be able to prepare summaries and digest of pertinent legal data relating to seized and forfeited assets. The individual must be able to perform legal research for the forfeiture staff, summarize disposition transcripts and compile indices and trial material.

Education and Experience 

Legal Analyst II must possess a B.S./B.A. degree in a related field or paralegal certificate with a minimum of five-seven years relevant experience. Requires in-depth knowledge in employing automated legal research tools, such as Lexis-Nexis, Westlaw and Juris.  Position requires excellent verbal and written communication skills including the ability to interact well with all levels of staff. 

Legal Analyst III

Duties and Responsibilities

Work requires initiative, judgment, knowledge of procedures and the ability to function independently.  May supervise, direct, or lead lower level personnel.  The individual in the position must also possess the demonstrated skills, based on education or work experience, in the collection of legal data and analysis and evaluation of information.  The individual must be able to prepare summaries and digest of pertinent legal data relating to seized and forfeited assets. The individual must be able to perform legal research for the forfeiture staff, summarize disposition transcripts and compile indices and trial material.

Education and Experience 

Legal Analyst III must possess a B.S./B.A. degree in a related field or paralegal certificate with a minimum of seven years relevant experience.  Requires in-depth knowledge in employing automated legal research tools, such as Lexis-Nexis, Westlaw and Juris.  Position requires excellent verbal and written communication skills including the ability to interact well with all levels of staff. 

GIS Software Developer 

Duties and Responsibilities

The GIS Software Developer is responsible for the automation of standard GIS product generation (mapping products and integrated datasets based on geospatial information).  The tasks and responsibilities include but are not limited to:

· Development of software applications which interact with GIS COTS software (primarily ESRI provide GIS tools) 

· Ensuring the reliable and timely execution of the applications to provide data when required

· Aiding in the design of new GIS integrated applications

· Maintaining and modifying existing GIS integrated applications

· Documentation of GIS system configuration 

· Maintenance and upgrade of the GIS COTS software on servers and workstations

Education and Experience 

B.A./B.S. in technical field, training in GIS COTS products, especially ESRI products, 3-8 years of software development experience including experience with GIS integrated application development, knowledge of and experience with software engineering principles.  Must possess good analytic skills and be capable of both independent and team work.  

Sr. GIS Engineer

Duties and Responsibilities

The Sr. GIS Engineer is responsible for the design, implementation, and documentation of GIS applications and integration of GIS applications into the production environment.  The tasks include but are not limited to:

· Identification of potential products leveraging spatially enabled data

· Design, implement, and document products which integrate a variety of data sets based on spatial considerations

· Provide leadership and direction for GIS Developers and GIS Analysts

· Participate in the evaluation of new product requests including identification of GIS opportunities, constraints, and impacts.

· Identification and evaluation of GIS related COTS

· Design, implement, document, and integrate new GIS integrated applications

Education and Experience 

B.A./B.S. in technical field,  minimum 8 years experience with GIS COTS products and applications, experience with sound software engineering principles. Good analytic skills, Excellent communication skills. Ability to lead and to work independently. 

Geographic Information Systems (GIS) Analyst

Duties and Responsibilities

Applies knowledge of information systems principles, spatial data processing functions, spatial analysis of topological structured data, and computer programming languages and techniques to solve multi-discipline query and classification of spatial data. Designs computer automated processes and programs to solve cartographic and map communication problems. Applies scientific and statistical methods in obtaining, analyzing, rectifying, and classifying remotely sensed digital raster and vector data to develop or modify geospatial databases.

Education and Experience 

A Bachelor’s degree in Geography, Geographic Information Systems, Information Systems, or Computer Science, or related field from an accredited college or university, or a High School diploma and eight (8) years of experience performing the foregoing functions.

GIS Analyst

Duties and Responsibilities

The GIS Analyst position has two major areas of responsibility:

· Being the point of contact to the analytical staff for:

· Resolution of issues with ESRI tools 

· Providing support for the use of ESRI tools 

· Providing training on new ESRI tools 

· Creating special tools and products on behalf of the analyst

· Helping take analyst needs and produce product specifications which will be passed to the development staff

· Preparing static GIS data sets for inclusion in a geospatial database (ArcSDE or Oracle Spatial). This effort will entail going through the static vector data sets combining layers that are always used together and removing layers which are not of interest to the agricultural analysts. 
Education and Experience 

BA degree in Geography, other geospatial degree, or scientific degree.  Up to 3 years of work experience. Hands on experience with ESRI tools (especially ArcIMs, ArcGIS, and ArcSDE).  Experience supporting use of ESRI tools by analytical users is desired.

Architect

Duties and Responsibilities

The Architect is responsible for system design and process design and modeling.  Specific tasks include but are not limited to:

· Modeling the business process

· Identification of potential failure or bottleneck conditions

· Identification of missing or inadequate procedures

· Identification of opportunities for automation of procedures or streamlining processes

· Identification of data models for operational databases

· Identification of metrics for control of the system

· Identification of impacts for proposed business plan changes

Education and Experience 

B.A./B.S. degree in technical field, Masters or PHD preferred.  Strong modeling experience and background especially in modeling decision support systems.  Understanding of the modeling paradigms and tools.  Minimum 10 years experience in the design and implementation of computer information systems, database design and implementation, and/or operations of a decision support system.  

GIS Database Analyst
Duties and Responsibilities

The GIS Database position is responsible for the creation and exploitation of spatially enabled databases. Such databases should facilitate the mining of data based on geographic considerations.  Tasks include but are not limited to:

· Spatially enabling legacy database information

· Identification and analysis of alternate spatial database approaches

· Selecting and implementing spatial database solutions that will permit continued growth of the database

· Design, implement, and document the interface to spatially enabled databases

· Ensuring safety and reliability of data stored in spatially enabled databases

· Design, implement, and document backup and recovery of the database

· Design, implement, and document database monitoring processes

· Designing and implementing load routines for loading the data into the database

Education and Experience 

B.A./ B.S. in technical field, Masters preferred. 10 plus years of software development and database development experience including experience with GIS COTS software and applications. Must have certification in one or more of the main database COTS (Oracle, SQL Server, Sybase, DB2).  Must have excellent technical writing skills.  

Manager Information Technology

Duties and Responsibilities

The information Technology Manager plans, coordinates, and directs research and facilitate the computer-related activities of firms. They help determine both technical and business goals in consultation with top management and make detailed plans for the accomplishment of these goals.  Information Technology managers direct the work of systems analysts, computer programmers, support specialists, and other computer-related workers. These managers plan and coordinate activities such as installation and upgrading of hardware and software, programming and systems design, development of computer networks, and implementation of Internet and intranet sites. They are increasingly involved with the upkeep, maintenance, and security of networks. They analyze the computer and information needs of their organizations from an operational and strategic perspective and determine immediate and long-range personnel and equipment requirements. They assign and review the work of their subordinates and stay abreast of the latest technology to ensure the organization does not lag behind competitors.

Education and Experience 

A bachelor’s degree is required however a graduate degree is preferred, especially an MBA with technology as a core component. This degree differs from a traditional MBA in that there is a heavy emphasis on information technology in addition to the standard business curriculum. 
Computer System Analyst I

Duties and Responsibilities

Individuals assigned to this position assist in writing and maintaining routine, straightforward programs, generally coding from documented logic and instructions.  They also perform limited systems analysis work. Working under immediate supervision, incumbents are expected to show independent judgment, discretion, and initiative in performing assigned tasks, ask well as to complete assignments on schedule. Work is checked closely and frequently. Some interaction with client representatives may be required.

Education and Experience 

This is the entry-level analysis/programming position for employees with a Bachelor degree in information systems, computer science, or business administration, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired. The position requires basic knowledge of computer programming techniques including principles of block diagramming, flowcharting, coding, file structures, file access methods, input/output, data reformatting, and code maintenance.  The ability to prepare clear, detailed programs of instruction is required.
Computer System Analyst III

Duties and Responsibilities

Under general supervision, incumbents perform complex and diverse systems analysis and programming assignments related to client projects. Activities require extensive knowledge, creativity, ingenuity, and judgment in applying principles and methods, developing novel techniques, and establishing new concepts.  Recommendations are authoritative and have a strong impact on assigned work.  Individuals regularly operate under deadlines and may be subject to extreme workloads. Employees must be capable of independent work, concept formulation, and identification of new methods and procedures.  Occasional functional guidance may be provided to lower-level staff.  

Education and Experience 

This position requires a Bachelor degree in information systems, computer science, or business administration, or a related discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, plus a minimum five years of experience in programming and analysis.  An advanced degree is highly desired.  Employees must have a thorough knowledge of several high-level programming languages (e.g., C, C++, HTML, Java) plus good knowledge of algorithms, processes, and procedures applicable to programming and related to project assignments.  The position requires senior-level, hands-on experience with UNIX and DBMS. Individuals must possess a background in several technical areas such as systems analysis, application design, systems integration, application development tools, Internet data communications, data acquisition and conversion, operations tools, customer software configuration control, and application release approaches.  

Systems Engineer II

Duties and Responsibilities

This is mid-level position in the systems engineering job family. This job role assists in analyzing existing systems and defining, designing, and developing new system requirements. Individuals may be trained in a variety of technical specialties, including simulation development and analysis, verification and validation, requirements design, integration and test, maintenance support, and identification and incorporation of new products. Working with detailed specifications presented by supervisors and other professionals, incumbents are expected to show judgment and initiative in performing assigned tasks, as well as to complete assignments on schedule. Individuals typically work under close supervision and direction.  

Education and Experience 

Employees must possess a Bachelor degree in an engineering field or a related technical discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired.  A minimum of 2 years work experience is required.

Systems Engineer IV

Duties and Responsibilities

Individuals assigned to this position require very little direction in analyzing existing systems and defining, designing, and developing new system requirements in support of client products and services.  Individuals possess and apply advanced knowledge of the principles, practices, and procedures of systems engineering to include telecommunications, computing hardware and software, computer security, maintenance support, and power systems to the completion of assignments.  Tasks are at the higher level of technical complexity and require comprehensive, specialized knowledge of both the technical fields related to assigned tasks and the systems engineering area in general. There is wide latitude for unreviewed action or decision, and incumbents regularly provide technical leadership and assist in training less experienced engineers and other technical staff.  

Education and Experience 

This position requires Bachelor and Master degrees in an engineering field or a related technical discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, plus a minimum 8-10 years of progressively responsible systems engineering experience, including experience with advanced systems design principles, procedures, and practices related to project assignments.  Individuals must be able to coordinate the work of and train lower-level engineers, to communicate with and instruct others, and to explain highly complex technical subjects and processes

Senior Systems Engineer IV

Duties and Responsibilities

Individuals assigned to this position require limited guidance in performing the more difficult and complex assignments related to analyzing existing systems and information requirements and defining, designing, and development system specifications and requirements. Activities may include simulation development and analysis, verification and validation, requirements design, integration and test, maintenance support, and identification and incorporation of new products. Incumbents possess and apply a broad knowledge of principles, practices, and procedures of systems to include telecommunications, hardware and software, computer security, and power systems.  They operate with appreciable latitude for unreviewed action or decision. Incumbents work under deadlines and may be subject to extreme workloads. Errors can cause substantial delay, expense, and inefficiency. Judgment and creativity are regularly exercised in problem-solving and in providing proper advice and recommendations.  Excellent interpersonal skills are needed. Individuals typically provide technical guidance and direction to lower-level engineers and interact closely with clients.   

Education and Experience 

Incumbents possess a Bachelor degree in an engineering field or a related technical discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, plus a 7 years of applicable experience, including senior-level experience related to project assignments.   Individuals must be able to interpret client needs and then translate these to systems engineering tasks. Incumbents must be able to communicate analytical conclusions and recommended solutions, to write clear and concise technical reports, and to establish and maintain effective working relationships with technical staff and management.  The position requires coordination of work tasking and on-the-job training for lower-level engineers. PC literacy is needed, including working knowledge of hardware, software, and operating systems related to assigned projects. The ability to communicate well, both verbally and in writing, is needed.  

Programmer II

Duties and Responsibilities

The Programmer supports the core business computing systems by participating in the needs analysis, specification, acquisition, design, development and maintenance of application software and associated hardware.  Tasks include:

· Provide business systems design, analysis and programming services to modify existing programs and write new programs. 

· Test programs to ensure they work properly and to determine that programs meet user needs. Correct any problems encountered during testing. 

· Provide user support, consulting with users to determine needs, providing training and assisting with help-line support. 

· Provide production support, maintaining the daily production schedule of core business systems. 

· Develop an increasing familiarity with many business systems of the institution. 

· Learn a variety of languages, operating systems, security procedures and utilities. 

· Participate in internal and external training programs. 

· Establish and maintain appropriate working relationships with colleagues and users and follow University policies and procedures governing IT efforts. 

Education and Experience 

Education level typically associated with Bachelor's degree and two years of related work experience required or a minimum tenure of two years in the rank of Programmer/Analyst I. A degree in Computer Science or Business is highly desirable
Programmer IV

Duties and Responsibilities

In this role, the Programmer IV will write programs according to the specifications determined primarily by computer software engineers and systems analysts. After the design process is complete, it is the job of the programmer to convert that design into a logical series of instructions that the computer can follow. Programming languages desired: COBOL; Prolog; and/ or Java, C++, or ACTOR. We seek Programmers with  knowledge of more than one of the programming languages listed above.

Education and Experience 

Bachelors Degree required, minimum 8 years related experience.
Helpdesk Technician

Duties and Responsibilities

Incumbent responds to and diagnoses information systems problems through discussion with users. Individuals are knowledgeable about procedures, processes, and technical aspects of assigned hardware and/or software products. Interacts with all levels of employees.  May require shift work or irregular hours.  

Education and Experience 

Incumbents possess a high school diploma or equivalent, including high school level reading, writing, and analytical skills, plus a minimum two years of applicable experience in a help desk operation, including knowledge of assigned hardware and/or software products. Good verbal communication skills are needed, including the ability to interact with all levels of staff in effectively communicating technical issues.

Records Information Manager III

Duties and Responsibilities

Responsible for successful operation of contracted work site such as a large or complex file room, a program or work unit records management program, a small records centers, a single docket, a limited scanning center, and other ongoing information service functions at a specific work site.  Supervises exempt and non‑exempt contract staff at work site. Receives technical direction from the delivery order project officer or others named in the delivery order.  Assists with contract management procedures and contract deliverables, planning and program development, analysis of records management problems, and design of strategies and procedures to meet ongoing records management needs.  Performs technical duties as required, including, but not limited to: file room operations, records indexing, inventories, barcoding, records retirement and transfer, circulation, limited training on file room procedures or on file plan use, and data entry into existing database.  

Education and Experience 

Minimum of a have a college degree and 3 years records management experience.  Experience with at least one automated information system is required.  
Records Information Manager IV

Duties and Responsibilities

Responsible for successful operation of contracted records management programs, records centers, dockets, scanning centers, and other ongoing information service functions at a specific work site.  Supervises exempt and non‑exempt contract staff at work site. Receives technical direction from the delivery order project officer or others named in the delivery order. Assists with contract management procedures and contract deliverables, planning and program development, analysis of records management problems, and design of strategies and procedures to meet ongoing records management needs. Performs technical duties as required, including, but not limited to:  records and information services, development of procedures, management of collections, records inventories or audits, organization and classification, indexing and abstracting, training EPA staff, document conversion and database development (using Agency-approved off the shelf software) and utilization.  

Guidelines for Utilization: The RIM labor category is used for positions that require extensive records management expertise and/or responsibility for successful operation of a specific work site. The appropriate RIM level for a specific project will depend on a) the levels of staff being supervised and or b) level of records management expertise needed and the complexity of the records management assignments. A RIM Level V would be used to support the National Records Management Program or a major Regional or Headquarters Program.  

Education and Experience 

Requires either 1) a Master's degree in library/information science and a minimum of 2 years’ supervisory experience with records management, or 2) a Bachelor's Degree in library/information science and 5 years experience, two of which must be in a supervisory role,  with records management.

Records Information Manager V

Duties and Responsibilities

Responsible for successful operation of contracted records management programs, records centers, dockets, scanning centers, and other ongoing information service functions at a specific work site.  Supervises exempt and non‑exempt contract staff at work site. Receives technical direction from the delivery order project officer or others named in the delivery order. Assists with contract management procedures and contract deliverables, planning and program development, analysis of records management problems, and design of strategies and procedures to meet ongoing records management needs.  Performs technical duties as required, including, but not limited to:  records and information services, development of procedures, management of collections, records inventories or audits, organization and classification, indexing and abstracting, training EPA staff, document conversion and database development (using Agency-approved off the shelf software) and utilization.  

Guidelines for Utilization: The RIM labor category is used for positions that require extensive records management expertise and/or responsibility for successful operation of a specific work site. The appropriate RIM level for a specific project will depend on a) the levels of staff being supervised and or b) level of records management expertise needed and the complexity of the records management assignments. A RIM Level V would be used to support the National Records Management Program or a major Regional or Headquarters Program.  

Education and Experience 

A Master's degree in a relevant field and a minimum of 5 years' experience (3 of which must be in a supervisory role) with records management, or a Bachelor's degree in a relevant field and eight years' experience (3 of which must be in a supervisory role) with records management.

Librarian

Duties and Responsibilities

Duties include, but are not limited to: 

· Maintaining library collections of books, serials, publications, documents, audiovisual and other materials and assists groups and individuals in locating and obtaining materials.  

· Giving instruction to library users and assisting them in the use of reference sources to locate information, such as manual and automated catalogs, periodical indexes and CD-ROM databases.  

· Searching commercial automated databases, such as DIALOG, LEXIS/NEXIS and the Internet to locate information requested by patrons.  

· Issuing and receiving materials for circulation or for use in the library. 

· Using knowledge of specialized information sources including structure and content of relevant data bases to produce bibliographies on specific subjects, selective and/or annotated bibliographies, information kits, general literature guides, and resource directories.  

· Work with library systems to provide electronic library services.  This includes uploading information to library LANs and to Internet files utilized by the library, evaluating informational products on the LAN for their usefulness to library users, organizing information into a hierarchical arrangement for easy retrieval by users and working closely with DOPOs to translate library needs into automated systems.  

· Indexing, developing and maintaining thesauri, and preparing metadata directories and abstracts.  

· Assembling and arranging displays of books and other informational materials.  

· Compiling and distributing lists of newly acquired materials according to subject areas on a monthly basis.  

· Responding to requests for information on environmental topics from EPA personnel, the public, INFOTERRA Headquarters, foreign governments, and other institutions.  

· Providing other duties as required including cataloging and interlibrary loan.

Education and Experience 

Personnel in this position shall possess a Master's Degree in Library/Information Science and have at least 3 years of relevant experience.

Supervisory Librarian

Duties and Responsibilities

Primarily performs his/her duties in a library setting and supervises exempt and non‑exempt professional and para-professional contract staff at work site. The Supervisory Librarian receives technical direction from the delivery order project officer or others named in the delivery order. Assists with contract management procedures and contract deliverables, planning and program development, analysis of library management problems, and design of strategies and procedures to meet ongoing library management needs. Performs technical duties as required, including, but not limited to: provides oversight for performing reference services, collection development and maintenance, circulation, interlibrary loan, cataloging, acquisition support, business/corporate research, and support of online information services & products.  This position involves providing support in reviewing and identifying resource requirements; providing guidance as required; and functioning as the first level problem resolution point of contact.

Guidelines for Utilization:  The Supervisory Librarian category is divided into two levels.  This division acknowledges that not all libraries require as much library/supervisory experience.  Larger libraries should be headed by an individual from the higher level; libraries with fewer personnel can be headed by an individual from the lower level.  Level of complexity can also be a factor for the amount of experience needed.  More complex libraries, offering a range of services may require a higher level of experience, regardless of the number of personnel supervised.  The Supervisory Librarian V might be utilized in managing the Headquarters Library or a Library Center of Excellence. This position is intended for larger libraries with more than five personnel, which may include other supervisory personnel.

Education and Experience 

Personnel in this position must have graduated from an accredited university with a Master's Degree in Library/Information Science and have experience in managing libraries, preferably special libraries, or public information centers (PICs).  A minimum of five (5) years of library experience, with a minimum of four (4) years of administrative and supervisory experience, is required. The personnel must be familiar with information technology as related to library services.  

Information Specialist II

Duties and Responsibilities

The Information Specialist labor category provides information and document management services in records centers and dockets, such as answering ready-reference questions regarding documents, and assists in use of bibliographic tools, such as periodicals indexes.  Answers routine inquires, and refers persons requiring professional assistance to appropriate staff. Shelves new and returned material in stacks. Maintains automated circulation system and circulation desk. Greets and assists walk-in-visitors, researchers, and other patrons and oversees file/reading room.  Sorts and distributes mail to appropriate units. Maintains equipment and arranges for equipment repairs. Produces current awareness reports, bibliographies, and other items as directed. Responds to requests for information on documents from Agency staff, other government agencies, or the public.  Sorts and responds to incoming mail and telephone request in a timely, courteous and accurate manner. Provides the manager with the information required for weekly and monthly reports.

Guidelines for Utilization: The IS labor category is used for providing services that do not require extensive knowledge of records management principles and techniques or library experience. These series are used to support the more routine functions in records programs.

Education and Experience 

High school diploma or equivalent with 3 years experience working in a library or records management program. Typing skill of at least 35 words per minute is also required, along with proficiency with word processing equipment.

Information Specialist III

Duties and Responsibilities

The IS3 position provides intermediate technical support to task orders.  IS3 personnel may perform but are not limited to the following technical services: hardware & software assessments and inventories; software upgrades or licensing updates; creating and running routine queries or reports on system performance or content; troubleshooting export of scanning batches; routine hardware maintenance; installing barcode technologies or software patches; maintaining documentation libraries; organizing security paperwork and development lifecycle documentation; assisting in establishment of new user workstations; and providing assistance to LAN team or application vendor upon request. The IS3 may also develop or maintain limited web pages for a small regional office or work unit such as law library.
Guidelines for Utilization: The IS III category assumes that eligible persons will have knowledge and experience in network operations, report or query development, basic database use, scanning or bar coding technologies, application installations, basic PC troubleshooting, electronic record keeping, the WWW and basic Web page use, development and maintenance, but may have achieved this through educational experiences other than the attainment of a Bachelor’s Degree.

Education and Experience 

Bachelor’s degree in a field commensurate with the position description set forth above with experience in program/application development and maintenance of programs developed on off-the-shelf database management and/or records management software; or three years experience in use of the types of software listed, with specific experiences in the area of concentration required by the specific job, and either a certificate from a post high-school Vocational/Technical school with emphasis on the computer science, or a High School Diploma or equivalent and two-to-three years of College level education (AA degree).

Information Specialist IV

Duties and Responsibilities

The Information Specialist (IS) labor category is used for positions that require expertise related to information technology including but not limited to: the Internet, bar coding, web page and portal design, document management systems, document conversion technologies, circulation databases, database design, and coding or programming languages. Experience with relevant software may include but is not limited to: writing and maintaining programs and reports within software such as dBaseV, InMagic, Lotus Domino, Microsoft Access, SQL, Crystal Reports, Documentum, Hummingbird, Tower, FileNet, Versatile and/or other EPA approved off-the-shelf software (Products listed are for reference and do not indicate endorsement by EPA); standard web server programs; technical abilities in designing, creating, maintaining, inputting, and retrieving information on the Internet and World Wide Web (WWW) pages (Web pages); using accepted protocols and Hypertext and Extended Markup Language (HTML/XML); ability to use Internet services such as electronic mail (email), File Transfer Protocols (FTP), WWW and other tools to locate and identify appropriate information sources for the Delivery Order and to communicate with others in technical and/or business unit workgroups. The IS V may supervise a team of developers, designers, or other technical contractors, may be responsible for technical project management and the development lifecycle, and may interface with client or vendor teams at various levels.

Guidelines for Utilization: This IS labor category requires persons of extensive experience in the technological aspect of electronic record keeping and library automation; use of the Internet/Intranet/World Wide Web; and development, maintenance and use of Web sites and protocols necessary to fulfill the requirements of the contract.  The category requires a person skilled in developing and leading technical training Complex and special projects in electronic record keeping, library automation and use of the WWW will be assigned to persons in this category.

Education and Experience 

Bachelor’s degree in a field commensurate with the position description set forth above with five years experience in program development and maintenance in off-the-shelf database management and/or records management software as listed in the description for Level V; with specific experiences in the use of the Internet and/or in the creation and maintenance of Home pages/Web pages.

Information Services Specialist II

Duties and Responsibilities

Individuals work under general direction in maintaining records center computer systems, including related equipment, software, and documentation located at a client site. Duties include troubleshooting application problems, assisting staff with technical problems, providing instruction and training, and responding to computer-related issues.  The position involves frequent and significant interaction with staff. Assigned tasks are complex and non-routine but may include routine assignments.  Work is self-checked and usually requires little or no review by the supervisor. Attention to detail and efficiency of operations are critical since errors may cause inconvenience to staff and substantial delay in operations. Good judgment, initiative, and resourcefulness are needed in carrying out assignments. Individuals must possess excellent customer service and strong interpersonal skills in daily interactions with staff.  Long hours may be needed during peak periods. The tasks include but are not limited to:

· Maintains records center computer systems, including related equipment, software, and documentation.  Troubleshoots application problems.

· Maintains and administers the local area network.

· Assists staff with technical problems.

· Provides instruction and training on use of PCs, software, and databases to records center staff as needed.

· Generates custom reports.

· Implements and designs records center procedures to minimize data loss and assure data recovery. Instructs staff on data safety procedures.

· Administers and maintains records center databases.

· Maintains the computer support area in an orderly manner. Ensures that equipment, manuals, files, disks, and other supplies are properly stored and labeled.

· Prepares and submits reports as required.

· Works well with others and handles day-to-day situations with an acceptable, reasonable approach.     

· Performs other related duties as assigned. 

Education and Experience 

This position requires a Bachelor degree in a related discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, plus a minimum two years of records management experience plus experience in maintaining databases and electronic information systems.  Training or experience in file server administration, personal computer maintenance, and database development are highly recommended.  Proficiency with software systems adopted as standard by the records center is required. Individuals must possess strong communication skills, including the ability to interact well with staff and provide excellent customer service.  The position requires attention to detail, initiative, follow-through, and flexibility and responsiveness to changing requirements and conditions.  Long hours are needed during peak periods. 

Information Services Specialist IV 

Duties and Responsibilities

Employees assigned to this position work with very little supervision and only general direction in performing highly complex assignments related to developing and maintaining records center information systems, including related equipment, software, and documentation located at a client site. Duties include writing and maintaining programs, designing and creating information on the Internet and World Wide Web, troubleshooting application problems, assisting staff with technical problems, providing instruction and training, and responding to computer-related issues. The position involves frequent and significant interaction with staff. Duties are broad in nature and usually require appreciable originality and ingenuity.  Individuals operate with significant latitude for unreviewed action or decision. Judgment and creativity are exercised regularly in solving unusual problems and in providing advice and recommendations.  Individuals have a definite impact on the company’s current and future business opportunities with clients and subcontractors. Errors can cause significant disruption to operations or major costs. Excellent customer service and strong interpersonal skills are needed in daily interactions with staff. Incumbents typically provide supervisory support to lower-level staff. Long hours are necessary during peak periods. The tasks include but are not limited to:

· Develops and maintains off-the-shelf database management and/or records management software.

· Writes software programs, including standard webserver programs.

· Designs and creates Internet/World Wide Web or Intranet sites and/or products for the client using accepted protocols and HTML.

· Edits and posts material on-line.

· Locates and identifies appropriate information sources using tools such as email, File Transfer Protocols (FTP), and the World Wide Web.

· Advises users on access to various network sites.

· Maintains records center computer systems, including related equipment, software, and documentation.  Troubleshoots application problems.

· Assists staff with technical problems.

· Provides instruction and training on use of PCs, software, and databases to records center staff as needed. 

· Provides supervisory support to lower-level information services staff. 

· Prepares and submits reports as required.

· Works well with others and handles day-to-day situations with an acceptable, reasonable approach.     

Education and Experience 

This position requires a Bachelor degree in a related discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired, plus a minimum eight years of applicable records management experience, including experience in developing and maintaining off-the-shelf database management and/or records management software.  Specialized experience in use of the Internet and/or in creating and maintaining Home and Web pages is needed.  Demonstrated expertise with software systems adopted as standard by the records center is required. Individuals must possess excellent communication skills, including the ability to interact well with staff and provide superior customer service.  Prior lead experience is required. The position requires attention to detail, initiative, follow-through, and flexibility and responsiveness to changing requirements and conditions.  Long hours are needed during peak periods. 

Project Coordinator

Duties and Responsibilities

The Project Coordinator shall be responsible for providing detail administrative/program assistance to the Program Manager in the overall direction under this contract.  Individuals assigned to this position perform routine administrative duties and special projects for the Program Manager. The Project Coordinator shall provide effective document review, data analysis, on-line data entry support and recommended revisions to user documentation in order to maintain the efficient and effective completion of all tasks assigned.  Advises off-site staff on new procedures; requests information needed from the field office(s) for periodic or special conferences. Facilitates decision making processes as appropriate, serving as liaison between Program Manager, and adjudicating disagreements on approach to ensure the maintenance of an integrated, institutional focus for the overall contract.  

May be required to handle occasional non-routine problems in the absence of the supervisor or manager. Good knowledge of office routine and an understanding of the particular organization, department, or unit and the procedures related to its function.  Position involves regular contact with all levels of staff and others outside the organization, department, or unit. Must possess analytical thinking skills. Individual must present a favorable and professional image at all times. May be required to handle occasional non-routine problems in the absence of the supervisor or manager.  Overtime may be needed during peak hours.  25 – 30% travel required.

Education and Experience 

Technical training in areas related to assigned work (e.g., software, database administration, and accounting) is highly desired. PC literacy and demonstrated competence with word processing and spreadsheet software adopted as standard by the organization, department or unit. Requires excellent communications skills. Must possess a professional demeanor and have the ability to deal with difficult situations.  Must have demonstrated an ability to work well with others both inside and outside the organization, department or unit. Requires good organizational skills, dependability, discretion, tact, and the ability to present a favorable, professional image at all times.  Long hours may be required to meet deadlines. Bachelor’s degree with at least 4 years of work experience that can be demonstrated to be applicable to the duties listed in the job description or a high school diploma and ten years of applicable administrative, financial and technical experience.

Senior Software Engineer II

Duties and Responsibilities

The Developers (Software Engineer II) are responsible for maintaining and enhancing the code in the DLHWC applications. Troubleshooting and providing technical solutions to application issues encountered by new and existing DLHWC applications. 

Education and Experience 

Must have at least 5 years of Delphi experience, including 3 years of Longshore system specific development, strong knowledge/experience with Object oriented concepts and Delphi 6/7. Significant knowledge/experience with DB2 back end tools. Incumbents report to Development Lead. 

Librarian I

Duties and Responsibilities

Individuals assigned to this position work under close supervision in overseeing the classification, indexing, cataloging, storage, and circulation of books, periodicals, papers, microfiche, classified reports, and documents at a library or information center located at a client site. The position involves significant interaction with library or information center users and vendors.  Incumbents generally research routine problems and perform studies using on-line search techniques, automated tools, and other resources as necessary at the request of users. They are expected to show initiative and judgment in carrying out assignments. The position requires creativity and careful attention to meeting deadlines. Individuals provide technical guidance to lower-level library or information center staff. Long hours may be needed during peak periods.  This individual: 

· Maintains controlled access to all documentation contained in a library or information center located at a client site.

· Catalogs and organizes documents, books, periodicals, papers, microfiche, reports, and other documents using library management software and established cataloging and indexing/abstracting methods.

· Provides manual and electronic reference services and is available to the library or information center clientele as needed.

· Performs general research using on-line search techniques, automated tools, and other resources as necessary. Analyzes search requests, interviews requesters when needed, and develops search strategies.

· Supports security of the library or information center and equipment by adhering to established security guidelines.

· Requisitions purchase of new documentation and other source material.

· Maintains and operates facilities and equipment.

· Performs routine functions such as compiling records, sorting and shelving books, and issuing and receiving library materials.

· Provides technical guidance to lower-level library or information center staff.

· Works well with others and handles day-to-day situations with an acceptable, reasonable approach.    

· Ability to lift, carry, and transport up to 20 pounds while bending and twisting the torso.

Education and Experience 

This position requires a Bachelor degree in library science or a related discipline, or an equivalent combination of education and experience from which comparable knowledge and skills may be acquired. Some prior, related work experience is desired. Such experience may have been gained from internships, short-term assignments, or lower-level library services and research experience. PC literacy is needed, including demonstrated expertise with software adopted as standard by the client. Individuals must possess above average written, verbal, and listening communication skills, including the ability to interact well with users. The position requires good organizational skills, attention to detail, initiative, follow-through, and flexibility and responsiveness to changing requirements and conditions. Long hours are needed during peak periods.    

Financial Analyst

Duties and Responsibilities

Coordinate and conduct training seminars, ability to interpret data into a logical format.  Perform financial research and analysis in order to formulate policy. Serve as liaison between various financial offices. Excellent oral and written communication skills, advanced proficiency in Windows Office software, i.e. Microsoft Word, Excel and PowerPoint. 

Education and Experience 

Bachelor’s degree in accounting finance; CPA or MBA preferred. Three (3) to four (4) years experience in Financial/Logistics training experience which includes the development of financial diagrams, exercises and training presentations. 

2.
Maximum Order

$1,000,000

3.
Minimum Order

$100
4.
Geographic Coverage

United States including Alaska, Hawaii, and Puerto Rico
5.
Point(s) of Production

Greenbelt, Maryland (Prince Georges County)
6.
Discounts

Net prices already contain discounts
7.
Quantity Discounts

No quantity discounts
8. Prompt Payment Terms
Net, 30
9.
Credit Card Payments

Government purchase cards are accepted at above the micro-purchase threshold.

10.
Foreign Items
N/A
11.
Delivery

a.
Time of Delivery


Time of delivery will be negotiated on each delivery order
b.
Expedited Delivery

 
Not applicable for services
c. Overnight and 2‑Day Delivery


Not applicable for services

d.
Urgent Requirements


Not applicable for services
12.
F.O.B. point(s)
Destination
13.
Ordering Information
a.
Ordering Address


ASRC Management Services



6303 Ivy Lane, Suite 130



Greenbelt, MD 20770
b.
Ordering procedures
Ordering procedures and information on Blanket Purchase Agreements (BPA's) are found in Federal Acquisition Regulation (FAR) 8.405-3.

14.
Payment Address

ASRC Management Services


6303 Ivy Lane, Suite 130


Greenbelt, MD 20770
15.
Warranty Provision

Not applicable
16.
Export Packing Charges

Not applicable
17.
Section 508 Compliance 
Information is available on Electronic and Information Technology (EIT) services at www.asrcms.com. The EIT standards can be found at www.Section508.gov
18.
Data Universal Number System (121368299) Number

__________________________
19.
Central Contractor Registration (CCR)
ASRC MS registration in Central Contractor Registration (CCR) database is active.
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