RFP Solicitation Number NNM06AA82C


ATTACHMENT J-6 
 A  COMPLETE GOVERNMENT MAPPING OF ALL LABOR CATEGORY POSITION DESCRIPTIONS REQUIRED/ANTICIPATED TO PERFORM ALL WBS/PWS ELEMENTS OF THE S&MA SERVICES CONTRACT
Descriptions for the labor categories identified in Attachment J-9 are provided below.  SRM&QA Professional and Engineer labor descriptions have been combined for this RFP.  Further information on the Engineer and SRM&QA Professional categories can be found on the internet at http://bls.gov/ncs/ocs/ocsjobde.htm. Further information on the Safety/Quality Assurance Specialist, Computer Analyst, Business Analyst, Secretary/ Management Assistant and Secretary/Data Clerk job categories can be found at the Service Contract Act Directory of Occupations: http://www.dol.gov/esa/regs/compliance/whd/wage/main.htm.
 NASA/MSFC  S&MA Services Contract Labor Categories
Engineer/SRM&QA Professional - (E/P-8)   Program/Technical Manager II
Engineer/SRM&QA Professional - (E/P-7)   Technical Expert (TE)* 

Engineer/SRM&QA Professional - (E/P-6)   Program/Technical Manager I
Engineer/SRM&QA Professional - (E/P-5)   Functional Manager/Supervisor
Engineer/SRM&QA Professional - (E/P-4)   Senior Engineer 
Engineer/SRM&QA Professional - (E/P-3)   Journeyman Engineer II
Engineer/SRM&QA Professional - (E/P-2)   Journeyman Engineer I
Engineer/SRM&QA Professional - (E/P-1)   Junior Engineer
Senior Safety Specialist -(SS-3)                       

Safety Specialist ---------(SS-2)   

Junior Safety Specialist--(SS-1)

Senior Quality Assurance Specialist--(QAS-3) 

Quality Assurance Specialist ----------(QAS-2)

Junior Quality Assurance Specialist---(QAS-1)

Supervisory Computer Applications Programmer/Analyst-(CAP/A-4) 
Senior Computer Applications Programmer/Analyst------- (CAP/A-3) 

Computer Applications Programmer/Analyst----------------(CAP/A-2 )
Junior Computer Applications Programmer/Analyst--------(CAP/A-1) 
Supervisory Business Manager/Analyst-(BM/A-4) 
Senior Business Manager/Analyst-------(BM/A-3) 

Business Manager/Analyst--------------- (BM/A-2)  
Junior Business Manager/Analyst--------(BM/A-1)     
Secretary/Management Assistant- (S/MA-3) [Travel]
Secretary/Management Assistant- (S/MA-2) [Human Resources] 

Secretary/Data Clerk -(SDC-2) [Senior Data Entry]    

Secretary/Data Clerk -(SDC-1) [Data Entry]
* Technical Expert (TE)/Subject Matter Expert (SME) categories (defined below) with labor rates shall be proposed by the Offeror for this Solicitation; however, actual TE/SME labor/rate categories shall be negotiated and approved by the Contracting Officer on an individual basis, as required during the entire period of performance for this contract [See Engineer/SRM&QA Professional (E/P-7).]
NASA/MSFC  S&MA Services Contract Labor Category Position Descriptions:

Engineer/SRM&QA Professional/Manager (E/P-8)    The  E/P-8 classification refers to an Engineer/ SRM&QA Professional/Manager that is in charge of programs/projects large and complex enough to require staffing and resources of significant magnitude with the ability to directly support comprehensive SRM&QA engineering and surveillance  activities for design, development, manufacturing and sustaining engineering for a wide variety of in-house and contracted NASA  Space Exploration programs and projects. This individual shall have the ability to negotiate critical and controversial issues with top-level technical and business managers (internal and external) and other officers of other companies and government departments.  Demonstrates high degree of creativity, foresight, mature judgment and managerial skills in planning, organizing, and guiding extensive S&MA engineering programs and activities. This individual will be directly responsible for the planning, organizing, and staffing a work force of S&MA Engineering Supervisors/Functional Managers, Technical Experts, Engineers and SRM&QA professionals. Evaluates the progress of the technical and business managers including communication protocol for interfacing with internal staff as well as other companies and government departments. Responsible for allocation and reallocation of assigned resources producing deliverables, services and schedules including overall results obtained. Recommends major organizational structural and personnel changes as appropriate to achieve overall objectives. Maintains liaison with Technical Director, Functional Managers, Business Manager and individual units within and outside the organization with responsibility and authority to acting independently on technical/managerial matters pertaining to the fulfillment of work associated with a referenced program/project. Typical titles include but are not limited  to:  Program/Technical Manager II, Project Manager II, Safety and Mission Assurance Project Manager II, Quality Assurance Project Manager II.
Minimum educational requirements are a B.S. in Engineering/Engineering Management or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 5 years of specifically related SRM&QA Technical and/or Management experience at the EP8//EP6 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant S&MA Technical Management experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-7)    The (E/P-7)  Technical Expert (TE)/Subject Matter Expert (SME) classification refers to an Engineer/ SRM&QA Professional that is a recognized authority in a specific field related to an aerospace safety, reliability (including maintainability and risk assessment), mission and quality assurance (SRM&QA) discipline.  Individual must perform studies/analyses, make decisions and recommendations that are recognized as authoritative and have important and far-reaching impact(s) on extensive SRM&QA aerospace engineering activities. Individual initiates and maintains extensive contacts with lead SRM&QA engineers/professionals and other key government/industry officials including other organizations and companies. Individual shall possess the required insight/skill to understand and solve, persuade and negotiate on a range of critical Safety and Mission Assurance (S&MA) problems and/or issues. Individual shall have the ability to discover and solve unprecedented SRM&QA engineering problems associated with NASA’s present and future manned and unmanned space flight programs and projects.  Individual must be able to determine S&MA program requirements and objectives, organize supporting programs and projects activities and develop/apply standards and guides for diverse SRM&QA engineering activities including risk assessment and management. Individual must also possess the ability to direct/advise/coordinate the activities of several functional supervisors or team leaders while applying the appropriate analyses and recommended solutions to specific S&MA problems. 

 Typical titles include but are not limited to: Chief Engineer,  Independent Technical Authority, Technical Expert (Reliability), Subject Matter Expert [Probabilistic Risk Analysis (PRA)], Technical Expert (Solid Rocket Propulsion), Technical Expert (ET Insulation Materials), Technical Expert (Cryogenic Propulsion Technology), Subject Matter Expert (Nuclear/Electric Ion Propulsion), Technical Expert (Aerospace Flight Systems Safety), Technical Expert (Ground Support Test Facility Safety).

Minimum educational requirements range from a B.S. to PhD in engineering or other relevant fields [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 5 years of specifically related SRM&QA and aerospace discipline experience at the TE/SME level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significantly demonstrated aerospace SRM&QA technical expertise may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-6)    The (E/P-6) classification refers to an Engineer/Professional that has full technical responsibility for interpreting, organizing, executing, and coordinating assignments.  Plans and develops S&MA engineering and assurance projects concerned with unique or controversial problems which have an important effect on major organization programs.  This involves exploration of subject area, definition of scope and selection of problems for investigation and development of novel concepts and approaches.  Maintains liaison with Project Manager, Functional Managers and individual units within and outside the organization with responsibility for acting independently on technical/managerial matters pertaining to the field.  Work at this level usually requires extensive progressive and relevant experience.  This individual will plan, organize, and supervise the work of a staff of S&MA Engineering Supervisors/Functional Managers, Technical Experts and SRM&QA professionals. Evaluates the progress of the Supervisory/Functional Managers staff and overall results obtained and recommends major organizational structural and personnel changes to the Program Manager II to achieve overall objectives. This individual shall have the capability to assume the responsibilities of the Program/Technical II when delegated to do so.  Typical titles include but are not limited to: Program/Technical Manager I,  Project Technical Director, Chief Engineer, Chief Systems Engineer, Chief Quality Assurance Engineer, Principal Engineer, Deputy Program Manager.
Minimum educational requirements are a B.S. in engineering or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 5 years of specifically related SRM&QA and aerospace experience at the EP6/EP5 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant aerospace SRM&QA specialty experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-5)    The (E/P-5) classification refers to an Engineer/Professional that has full technical responsibility for interpreting, organizing, executing, and coordinating assignments.  Plans and develops S&MA engineering and assurance projects concerned with unique or controversial problems which have an important effect on major organization programs.  This involves exploration of subject area, definition of scope and selection of problems for investigation and development of novel concepts and approaches.  Maintains liaison with individuals and units within or outside the organization with responsibility for acting independently on technical matters pertaining to the field.  Work at this level usually requires extensive progressive experience.  This individual will plan, organize, and supervise the work of a staff of S&MA Engineers, SRM&QA professionals and Safety/Quality Assurance Specialists.  Evaluates the progress of the staff and results obtained and recommends major changes to achieve overall objectives.    Typical titles include but are not limited to: Engineering Supervisor-Project Assurance, Engineering Supervisor-System Safety, Engineering Supervisor-Industrial Safety, Engineering Supervisor-Quality Assurance, Engineering Supervisor-Reliability & Maintainability, Functional Engineering Manager.

Minimum educational requirements are a B.S. in engineering or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 5 years of specifically related SRM&QA and aerospace experience at the EP5/EP4 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant aerospace SRM&QA specialty experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-4)    The (E/P-4) classification refers to an Engineer/Professional that applies intensive and diversified knowledge of S&MA engineering and assurance principles and practices in broad areas of assignments and related fields.  Makes decisions independently on S&MA Engineering and assurance projects concerned with unique or controversial problems and methods, and represents the organization in conferences to resolve important questions and to plan and coordinate work.  Requires the use of advanced techniques and the modifications and extension of theories, precepts, and practices of the field and related sciences and disciplines.  The knowledge and expertise required for this level of work usually result from progressive experience.  The individual supervises, coordinates, and reviews the work of a small staff of S&MA Engineers, SRM&QA professionals and Safety/Quality Assurance Specialists; estimates personnel needs and schedules and assigns work to meet completion date. This individual shall have the capability to assume the responsibilities of the E/P-5 supervisor when delegated to do so.  Typical titles include but are not limited to: Senior Engineer, Senior Product Assurance Engineer, Senior Reliability Engineer, Senior Risk Assessment Engineer, Project Leader.  

Minimum educational requirements are a B.S. in engineering or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 4 years of specifically related SRM&QA and aerospace experience at the EP4/EP3 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant aerospace SRM&QA specialty experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-3)    The (E/P-3) classification refers to an Engineer/Professional that is fully competent in all conventional aspects of the subject matter of the functional area of the assignments; plans and conducts work requiring judgment in the independent evaluation, selection, and substantial adaptation and modification of standard techniques, procedures, and criteria.  Devises new approaches to problems encountered. Position requires sufficient professional experience to assure competence as a fully trained worker.  The individual may coordinate the work of other S&MA Engineers and supervise the work of Safety/Quality Assurance Specialist who assist in specific assignments.  Typical titles include but are not limited to:  Journeyman Engineer II, Quality Engineer II, Reliability& Maintainability Engineer II, System Safety Engineer II, Problem Assessment Engineer II, Payload Safety Engineer II, Risk Assessment Engineer II.

Minimum educational requirements are a B.S. in engineering or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 3 years of specifically related SRM&QA and aerospace experience at the EP3/EP2 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant aerospace SRM&QA specialty experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-2)    The (E/P-2) classification refers to an Engineer/Professional that independently evaluates, selects, and applies standard S&MA engineering and assurance techniques, procedures, and criteria, using judgment in making minor adaptations and modifications.  Assignments have clear and specified objectives and require the investigation of a limited number of variables.  Performance at this level requires developmental experience in a professional position or equivalent graduate level education.  The individual may supervise or coordinate the work of Safety and Safety/Quality Assurance Specialists who assist in specific assignments.  Typical titles include but are not limited to: Journeyman Engineer I, Associate Industrial Safety Engineer, System Safety Engineer I, Reliability& Maintainability Engineer I, Associate Risk Assessment Engineer.  

Minimum educational requirements are a B.S. in engineering or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 2 years of specifically related SRM&QA and aerospace experience at the EP2/EP1 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant aerospace SRM&QA specialty experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Engineer/SRM&QA Professional (E/P-1)    The (E/P-1) classification refers to an Engineer/Professional that is at an entry level for professional work.  The individual performs assignments designed to develop professional working knowledge and abilities requiring application of standard techniques, procedures, and criteria in carrying out a sequence of related S&MA engineering and assurance tasks.  Limited exercise of judgment is required on details of work and in making preliminary selections and adaptations of S&MA Engineering alternatives.  The individual may be assisted by a few Safety/Quality Assurance Specialists. Typical titles include but are not limited to: Junior Engineer, Junior Industrial Safety Engineer, Junior Quality Engineer, Junior Reliability & Maintainability Engineer, Junior Risk Assessment Engineer, Junior Payload Safety Engineer or Engineer-in-Training. 

Minimum educational requirements are a B.S. in engineering or other relevant field [Civil Service Aerospace Technology (AST) equivalent] plus continuing education; and a minimum of 1 year of specifically related SRM&QA and aerospace experience at the EP1 level. Relevant graduate level education or SRM&QA Professional Certification may serve in lieu of 1 year relevant experience.  Significant aerospace SRM&QA specialty experience may serve in lieu of the minimum education requirement (specific NASA project experience is preferred).

Senior Safety Specialist (SS-3)    The SS3 classification focuses on helping prevent harm to workers, property, the environment, and the general public with public that require more knowledge, skills, and responsibility than the SS2 level. These employees promote occupational safety and health within the organization and analyze work environments and design programs to control worker illness and injury.  Knowledge of all listed for SS2 and in addition; Develop organizational safety and occupational health goals and objectives;  Prepares safety policies, procedures and guidelines; Develop safety training curriculum;  Review architectural and engineering drawings for new building construction and major alterations; Conduct specials studies for the resolution of safety and occupational health problems; Knowledge and skills to perform state-of-the-art analytical assessment techniques such as job, hazard analysis, hazard analysis, fault tree analysis, Risk Assessment, Failure Effects and Mitigation Analysis (FEMA), etc. for work processes performed at an industrial and manufacturing worksite.  Typical position titles include Occupational Health and Safety Specialists, Construction and Building Inspectors, Fire Protection Specialist, Environmental Health Specialist, or Industrial Hygienist.

Minimum education requirements are a High School (HS) or equivalent general education diploma (GED), Continuing Education/Training directly related to this field of work, and a minimum of 5 years of specifically related Safety and aerospace experience at the SS3/SS2 level.  An Associate of Science/Arts) (AS/AA), Bachelor of Science (BS)/Bachelor of Art (BA), or Certification in Safety [Certified Safety Professional (CSP)] or other related fields may serve in lieu of 1 year relevant experience.

Safety Specialist (SS-2)    The SS2 classification focuses on helping prevent harm to workers, property, the environment, and the general public that require more knowledge, skills, and responsibility than the SS1 level. These employees promote occupational safety and health within the organization and analyze work environments and design programs to control worker illness and injury.  Knowledge of all listed for S&QA 1 and  in addition;  Knowledge of specific safety and occupational health and general industry standards applicable to work activities performed in an industrial or manufacturing worksite such as laboratory hazards, storage and use of hazardous materials, machine guarding, lifting equipment, etc. and construction worksites such as building designs, construction methods, scaffolding, trenching/excavation, etc; Investigate and analyze mishaps and hazardous conditions to determine origin, causes, and contributing elements and prepares written evaluation reports; Plan, schedule and conduct periodic inspections/surveys onsite inspection/surveys of industrial, manufacturing, and construction worksites;  Recommend to management the application of specific techniques, methods, and procedures to eliminate or control unsafe conditions; Prepare and revise safety instructions and guides.  Typical position titles include Occupational Health and Safety Specialists, Construction and Building Inspectors, Fire Protection Specialist, Environmental Health Specialist, or Industrial Hygienist.

Minimum education requirements are a HS or equivalent GED, Continuing Education/Training directly related to this field of work, a minimum of 4 years of specifically related Safety and aerospace experience at the SS2/SS1 level.  Undergraduate level courses, an Associates of Science (AS)/Associates of Art (AA) or Certification in Safety [Certified Safety Professional (CSP)] or other related fields may serve in lieu of 1 year relevant experience. 

Junior Safety Specialist (SS-1)    The SS1 classification typically focuses on helping prevent harm to workers, property, the environment, and the general public. These employees promote occupational safety and health within the organization, analyze work environments and design programs to control worker illness and injury.  Knowledge of safety and occupational health principles and practices, techniques and procedures, regulations and standards sufficient to identify and evaluate occupational hazards in a wide variety of industrial, manufacturing and construction worksites; recommend control measures to eliminate unsafe conditions where equipment operations, work processes or working conditions may lead to injury to persons or damage to property;  Knowledge of appropriate safety and health regulations and skill to examine a worksite and determine the level of personal protection or safeguard to provide the necessary the employee with protection; Knowledge and skill in investigate reports of unsafe working conditions, study possible causes and recommend remedial action; Perform periodic onsite inspection/surveys of industrial, manufacturing, and construction worksites;  Knowledge and skill to recommend the level of safety control and hazard mitigation necessary; Advise supervisors of appropriate safety and occupational health measures to control or eliminate hazardous operating process or environmental conditions; Provide technical safety training to supervisors and employees; Skill in written and oral communications; and skill in establishing effective interpersonal relationships.  Typical position titles include Occupational Health and Safety Specialists, Construction and Building Inspectors, Fire Protection Specialist, Environmental Health Specialist, or Industrial Hygienist.

Minimum education requirement is a HS diploma or an equivalent GED, Continuing Education/Training directly related to this type work, and a minimum of 3 years of specifically related Safety and aerospace experience at the SS1 level.  Education past High School or a Certification in Safety [Certified Safety Professional (CSP)] or other related fields may serve in lieu of 1 year relevant experience.
Senior Quality Assurance Specialist (QAS-3)    The QAS-3 classification evaluates products during design, development and production, and guarantees the quality of the finished products that require more knowledge, skill, and responsibility than the QAS2 level.  Knowledge of all listed in level 2 and in addition; Knowledge and skill to analyze quality data to detect unsatisfactory trends or weaknesses in the quality or inspection system; Knowledge and skills necessary to define the critical elements of a system and the product quality characteristics to ensure adequate control is implemented used in manufacturing the product; Knowledge and skill to determine root cause of defects in production of products; Knowledge and skill to determine quality improvement through analysis and correction of causes of the defects; Skill in conducting studies and investigations, problem analysis, and developing logical and documented recommendations; Participate with engineering and others in developing plans and procedures for assuring quality and reliability of products; Review work instructions, technical data to identify characteristics critical to product acceptability, and provide inspection and test procedures.  Typical position titles include Quality Control Inspectors.

Minimum education requirements are a HS or equivalent GED, Continuing Education/Training directly related to this field of work, and a minimum of 5 years of specifically related Quality Assurance and aerospace experience at the QAS3/QAS2 level.  Undergraduate level courses, AS/AA, Bachelor of Science (BS)/Bachelor of Art (BA), Certification in quality assurance [Non Destructive Testing (NDT)] or related fields may serve in lieu of 1 year relevant experience.  

Quality Assurance Specialist (QAS-2)    The QAS2 classification evaluates products during development and production, and guarantees the quality of the finished products that require more knowledge, skill and responsibility than the QAS1 level. Knowledge of all listed for QAS1 and in addition; Knowledge of inspection, test, and measurement techniques, and statistical analysis and sampling techniques; Skill in interpreting and applying product specifications, technical data, regulations, policy statements, and other guideline materials; Knowledge and skill to control product quality in accordance with contractual requirements; Conduct audits/surveys of products and processes to detect product processing and technical documentation deficiencies and recommend corrective action;  Knowledge and skill in interpreting and applying product specifications, technical data and regulations to product design; Investigate customer complaints and deficiency reports and provide identification of causes and appropriate corrective action.  Typical position titles include Quality Control Inspectors.

Minimum education requirements are a HS or equivalent GED, Continuing Education /Training directly related to this field of work, and a minimum of 4 years of specifically related Quality Assurance and aerospace experience at the QAS2/QAS1 level.  Undergraduate level courses, Associates of Science (AS)/Associates of Arts (AA), Certification in quality assurance [Non Destructive Testing (NDT)] or related field may serve in lieu of 1 year relevant experience. 

Junior Quality Assurance Specialist (QAS-1)    The QAS1 classification typically evaluates products during production and guarantees the quality of the finished products. Knowledge of quality assurance/control methods, principles and practices; Knowledge or pertinent product characteristics and applicable production maintenance, or repair methods and processes;  Knowledge of relationship of quality assurance to other activities such as contract administration, engineering, supply, etc; Knowledge and skill to recommend the level of quality assurance/control necessary; Skill in written and oral communications; and skill in establishing effective interpersonal relationships.  Typical position titles include Quality Control Inspectors.

Minimum education requirements are a HS or equivalent GED, Continuing Education/Training directly related to this field of work and a minimum of 3 years of specifically related Quality Assurance and aerospace experience at the QAS1 level.  Education past High School or a Certification in quality assurance [Non Destructive Testing (NDT)] or related fields may serve in lieu of 1 year relevant experience.
Supervisory Computer Applications Programmer/Analyst (CAP/A-4)     The (CAP/A-4) classification refers to a Computer Applications Programmer/Analyst (CP/A) that is exceptionally competent in all conventional aspects of Information Technology (IT) and the specific subject matter of the Information Management (IM) functional area of the assignments. Plans and conducts work requiring judgment in the independent evaluation, selection, and substantial adaptation and modification of standard (IM/IT) techniques, procedures, and criteria.  Devises new solution approaches to (IM/IT) problems encountered. Position requires sufficient professional experience to coordinate performance of (IM) functions in support of MSFC and S&MA.

Assess identified (IM/IT) needs and coordinate/interface with S&MA and other MSFC organizations. Analyze processes and derive requirements for (IM/IT) solutions. Establish internal processes in compliance with governing procedures and assure processes are implemented. Manage application development projects and coordinate/supervise other subordinate Analyst activities. Identify budgetary needs. Support the S&MA Organizational Chief Information Officer and Computer Security Official by attending meetings and performing functions as directed. 

Typical titles include but are not limited to: Supervisory Computer Applications Programmer Analyst,- Supervisory Computer Applications Analyst,  Senior Computer Applications Programmer/Analyst II,   Senior Computer Applications Analyst II.

Minimum educational requirements are B.S. in Management Information Systems (MIS), Computer Science (CS) or related management fields; and a minimum of 5 years of specifically related CAP/A experience at the CAP/A-4/CAP/A-3 level.  Graduate level education may serve in lieu of 1 year experience.  Significant CAP/A specialty experience may serve in lieu of the minimum education requirement.

Senior Computer Applications Programmer/Analyst (CAP/A-3)    The (CAP/A-3) classification refers to a Senior Computer Applications Programmer/Analyst (CAP/A) Analyst  that is  highly competent in all conventional aspects of Information Technology (IT) and the specific subject matter of the Information Management (IM) functional area of the assignments. The individual may oversee and coordinate the work of other Programmer/Analysts as delegated and directed by the Supervisory (CAP/A-4) Analyst.

The essential functions of this positions are to: Provides (IM/IT) solutions for identified needs of  the S&MA organization; derive requirements, produce design, develop and implement electronic applications for automation of S&MA processes; interface effectively with other developers; provide application documentation and configuration management for developed (IM/IT) solutions. Assists in planning and conducting of work requiring judgment in the independent evaluation, selection, and substantial adaptation and modification of standard (IM/IT) techniques, procedures, and criteria.  Devises new solution approaches to (IM/IT) problems encountered. Position requires sufficient professional experience to stand in for and assist Supervisor (CAP/A)-4) Analyst in coordinating performance of (IM) functions in support of MSFC and S&MA.
Assists in the assessment and identification of (IM/IT) needs and coordinate/interface with S&MA and other MSFC organizations. Analyze processes and derive requirements for (IM/IT) solutions.  Assist in the establishment of internal processes in compliance with governing procedures and assure processes are implemented. Possesses the ability to manage application development projects and coordinate/supervise other Analyst activities in the absence or delegation of the Supervisory (IM) Analyst. Assist in identifying budgetary needs. Support the S&MA Organizational Chief Information Officer and Computer Security Official by attending meetings and performing functions as directed/delegated by Supervisory (IM) Analyst.

Typical titles include but are not limited to:  Senior Applications Computer Programmer/Analyst, Senior Computer Applications Analyst, Senior Computer Applications Programmer,  
Minimum educational requirements are B.S. in Management Information Systems (MIS), Computer Science (CS) or related management fields; and a minimum of 3 years of specifically related CAP/A experience at the CAP/A-3/CAP/A-2 level.  Graduate level education may serve in lieu of 1 year experience.  Significant CAP/A specialty experience may serve in lieu of the minimum education requirement.

Computer Applications Programmer/Analyst (CAP/A-2)    The (CAP/A-2) classification refers to a Computer Programmer/ Analyst (CP/A) that is fully competent in all conventional aspects of Information Technology (IT) and the specific subject matter of the Information Management (IM) functional area of the assignments. The individual may coordinate and interface with other Programmer/Analysts as assigned and directed by the Supervisory (CAP/A) or Senior Computer Applications Analyst.

The essential functions of this positions are to: Provides (IM/IT) solutions for identified needs of  the S&MA organization; derive requirements, produce design, develop and implement electronic applications for automation of S&MA processes; interface effectively with other developers; provide application documentation and configuration management for developed (IM/IT) solutions.

Assists senior (IM) analysts in planning and conducting of work requiring judgment in the independent evaluation, selection, and substantial adaptation and modification of standard (IM/IT) techniques, procedures, and criteria.  Assists in the deriving of new solution approaches to (IM/IT) problems encountered. Position requires sufficient professional experience to assure competence as a fully trained worker who assist with coordinating performance of (IM) functions in support of MSFC and S&MA.

Assists senior (IM) analysts in the assessment and identification of (IM/IT) needs and coordinate/interface with S&MA and other MSFC organizations as directed. Assists senior (IM) analysts in analyzing processes and derive requirements for (IM/IT) solutions.  Assists senior (IM) analysts in the establishment/implementation of internal processes in compliance with governing procedures. Possesses the ability to assist/contribute in application development projects and coordinate with other Analyst activities as directed by a Senior (IM) Analyst. Assist/contribute input in identifying budgetary needs. Support, as directed by Senior (IM) Analyst, the S&MA Organizational Chief Information Officer and Computer Security Official by attending meetings and performing specific functions.

Typical titles include but are not limited to:  Computer Applications Programmer Analyst, Computer Applications Analyst, Computer Applications Programmer.
Minimum educational requirements are B.S. in Management Information Systems (MIS), Computer Science (CS) or related management fields; and a minimum of 1 year(s) of specifically related CAPA experience at the CP\A-2/ CP/A-2/CP/A-1 level.  Graduate level education may serve in lieu of 1 year experience.  Significant CAP/A specialty experience may serve in lieu of the minimum education requirement. 
Junior Computer Applications Programmer/Analyst (CAP/A-1)    The (CAP/A-1) classification refers to a Junior Computer  Programmer/Analyst (CAP/A) that is competent in all conventional aspects of Information Technology (IT) and the specific subject matter of the Information Management (IM) functional area of the assignments. The individual may assist and interface on specific work assignments as directed other Computer Applications Programmer/Analysts. 
The essential functions of this position are to: Assist in providing (IM/IT) solutions for identified needs of the S&MA organization; assist in deriving requirements, Implement identified requirements for application development projects. Coordinate (IT) solutions by assuring adequate privileges, assessing hardware needs, and assisting users. Provide documentation as necessary. 

Assists (IM) analysts in the development and implementation of work that required the judgment the independent evaluation of (IM) Analysts.  Assists in the deriving of new solution approaches to (IM/IT) problems encountered. Position requires sufficient educational  and professional experience to assure successful progression  of the individual toward a fully trained and competent (IM) Analyst. Assists (IM) Analysts in deriving requirements for (IM/IT) solutions.  Assists (IM) analysts in the implementation of internal processes in compliance with governing procedures. Possesses the ability to assist/contribute in the implementation of application development projects as directed by (IM) Analysts. Support all S&MA organizational elements as directed by other (IM) Analysts. Typical titles include but are not limited to: Computer Programmer, Junior Computer Applications Programmer, Associate Computer Applications Analyst, Computer Programmer/Analyst in-training.  

Minimum educational requirements range from Associate of Science (AS) to a B.S. in Management Information Systems (MIS), Computer Science (CS) or related management fields; and a minimum of zero (0) to one (1) year(s) of specifically related CAP/A experience at the CAP/A-1 level.  Graduate level education may serve in lieu of 1 year experience.  Significant CAP/A specialty experience may serve in lieu of the minimum education requirement.

Supervisory Business Manager/Analyst (BM/A-4)    The BM/A-4 classification refers to an individual with Business Management training and significant specialized experience in the fields of accounting, business, and finance.  Qualifications include responsibility for major tasks involving financial accounting, financial planning and business management.  This person is a direct report and assistant to the Project Manager. Extensive computer experience with a thorough knowledge of application programming and user knowledge of Microsoft Office/Access and web-based applications is a requirement of this position.  Assignments are received from Project Manager in general terms that require the selection of appropriate accounting, financial, and business principles to complete.  The individual defines detailed objectives, develops approach, organizes the work, and assures timely completion of work.  Completed work is reviewed by Project Manager for adherence to policy and assurance that objectives have been met. This individual is also responsible for supervising an office staff which provides Government contract deliverable documents and financial reports in a timely manner. This position requires independent judgment and autonomous operational modes with minimal supervision to ensure accurate accounting and management of Government aerospace contract deliverables and reporting. Typical titles include but are not limited to Supervisory Business Manager, Supervisory Finance Manager, Supervisory Accounting Manager, Supervisory Business Analyst, Supervisory Computer Applications Analyst.
Minimum educational requirements are BA in Business Administration, Finance, Computer Science or Accounting and a minimum of 5 years related experience in Government contract budget/cost reporting

Significant specialized training or graduate level education in related fields may serve in lieu of 1 year experience. 
Senior Business Manager/Analyst (BM/A-3)    The BM/A-3 classification refers to an individual with Business Management training and significant specialized experience in the fields of accounting, business, and finance.  Qualifications include responsibility for major tasks involving financial accounting, financial planning and business management.  Extensive computer experience with a thorough knowledge of application programming and user knowledge of Microsoft Office/Access and web-based applications is a requirement of this position   The BM/A-4 Supervisor makes assignments in general terms that require the assisted selection of appropriate accounting, financial, and business principles to complete.  This individual participates in defining detailed objectives,  assists in developing approach options,  assists in organization of work, and assures timely completion of work.  Completed work is reviewed by Supervisor for adherence to policy and assurance that objectives have been met. This individual shall also capable of  acting  when delegated for the supervisor to direct the staff to provide Government contract deliverable documents and financial reports in a timely manner. This position requires independent judgment and autonomous operational modes with minimal supervision to ensure accurate accounting and management of Government aerospace contract deliverables and reporting. Typical titles include but are not limited to Senior Office Administrator, Senior Business Analyst, Senior Financial Analyst, Senior Accounting Analyst, Senior Computer Applications Analyst.

Minimum educational requirements are BA in Business Administration, Finance, Computer Science or Accounting and a minimum of 3 years related experience in Government contract budget/cost reporting

Significant specialized training or graduate level education in related fields may serve in lieu of 1 year experience. 

Business Manager/Analyst (BM/A-2)    The BM/A-2 classification refers to an individual with Business Management training and significant experience in the fields of accounting, business, and finance.  Qualifications include performing tasks involving financial accounting, financial planning and business management.  Computer applications programming experience with a thorough user knowledge of Microsoft Office/Access and web-based applications is a requirement of this position.   The Supervisor or Senior Business Analyst makes assignments with specific objectives  and approaches that require the application of appropriate accounting, financial, and business principles to complete.  This individual participates in achieving objectives utilizing the developed approach, performs specific work assignments and tasks in a timely manner.  Completed work is reviewed by Supervisor or Senior Business Analyst for adherence to policy and assurance that objectives have been met. This individual functions as a staff or team member to assist in providing Government contract deliverable documents and financial reports in a timely manner. This position requires some independent judgment and autonomy of actions, however needed supervision is provided to ensure accurate accounting and management of Government aerospace contract deliverables and reporting. Typical titles include but are not limited to Office Administrator, Business Analyst, Financial Analyst, Accounting Analyst, Computer Applications Analyst.

Minimum educational requirements are BA in Business Administration, Finance, Computer Science or Accounting and a minimum of one (1) years related experience in Government contract budget/cost reporting. Significant specialized training or graduate level education in related fields may serve in lieu of 1 year experience. 

Junior Business Manager/Analyst (BM/A-1)    The BM/A-1 classification refers to an individual that is an Associate  in Business Management training with some experience in the fields of accounting, business, and finance.  Qualifications include assisting in  the performance of some tasks involving financial accounting, financial planning and business management. Responsible for preparation of contract deliverables, including technical documentation and reports, correspondence and create electronic computer presentations and administration support to the Business Manager. Some 
computer applications programming experience with a user knowledge of Microsoft Office/Access and web-based applications is a desired requirement of this position.   The Senior Business Analyst makes assignments with specific objectives  and approaches that require the application of appropriate accounting, financial, and business principles to complete.  This individual participates in achieving objectives utilizing the developed approach, performs specific work assignments and tasks in a timely manner.  Completed work is reviewed by a Business Analyst for adherence to policy and assurance that objectives have been met. This individual functions as a staff or team member to assist in providing Government contract deliverable documents and financial reports in a timely manner. This position requires some independent judgment and autonomy of actions, however needed supervision is provided to ensure accurate accounting and management of Government aerospace contract deliverables and reporting. Typical titles include but are not limited to Document Support Specialist, Junior Business Analyst, Associate Business Analyst, Associate Financial Analyst, Junior Accounting Analyst,  Associate Computer Applications Analyst, Business Analyst in Training.
Minimum educational requirements are High School/Equivalent or Associate of Arts  (AA) in Business Administration, Finance, Computer Science or Accounting and a minimum of zero (0) one (1) year(s) related experience in Government contract budget/cost reporting. Significant specialized training or advanced undergraduate level education in related fields may serve in lieu of 1 year experience. 

Secretary/Management Assistant (S/MA-3)    The (S/MA-3) classification refers to a clerical position that encompasses exceptional proficiency in the following skills: use of Microsoft Office XP Professional application software, data entry and information processing, keyboarding, word processing, spreadsheets, power point presentations, data base management and other computer software packages. Proficiency in spelling, writing, punctuation and grammar along with the use of standard office equipment and procedures are all essential to fulfilling the requirements of this position.  This position requires skills performed with an exceptionally high degree of accuracy and independent judgment.  The individual may be assigned to work with highly technical material, plan and key complicated statistical tables, combine and rearrange materials from different sources and prepare master copies for distribution. 

This individual is responsible for providing assistance and support to personnel to carry out travel arrangement, including the processing of travel documentation and travel activity reports.

Additional duties may include working with non-keyboard forms of data entry such as scanners and electronically transmitted files as well as performing standard office and administrative work like records keeping, tape librarian, sorting and filing mail, preparing correspondence and answering telephones.  Scheduling/coordinating meetings with other NASA Centers thru Video Interagency Teleconference System (VITS) or teleconferences using coordinated power point presentation charts.  Typical titles include but are not limited to: Secretary III, Senior Administrative Assistant, Travel Secretary
Minimum educational requirements range from HS/E to Associate of Arts Degree/Equivalent (AA/E) with emphasis on training in related skills, a minimum of 3 years of specifically related experience at the SM/A-3 level.  Undergraduate level education past High School may serve in lieu of 1 year experience.  Significant Administrative Assistant and Travel processing experience may serve in lieu of the minimum education requirement.
Secretary/Management Assistant (S/MA-2)    The (S/MA-2) classification refers to a clerical position that encompasses a high degree of proficiency in the following skills: use of Microsoft Office XP Professional application software, data entry and information processing, keyboarding, word processing, spreadsheets, power point presentations, data base management and other computer software packages. Proficiency in spelling, writing, punctuation and grammar along with the use of standard office equipment and procedures are all essential to fulfilling the requirements of this position.  This position requires skills performed with an exceptionally high degree of accuracy and independent judgment.  The individual may be assigned to work with highly technical material, plan and key complicated statistical tables, combine and rearrange materials from different sources and prepare master copies for distribution. 

This individual is responsible for providing administrative support in human resources and management of the applicant pool data base which includes receiving, reviewing and entering all resumes. Act as company representative for recruiting at colleges/ universities and attending job fairs.

Additional duties may include working with non-keyboard forms of data entry such as scanners and electronically transmitted files as well as performing standard office and administrative work like records keeping, tape librarian, sorting and filing mail, preparing correspondence and answering telephones.  Scheduling/coordinating meetings with other NASA Centers thru Video Interagency Teleconference System (VITS) or teleconferences using coordinated power point presentation charts.  Typical titles include but are not limited to: Secretary II, Administrative Assistant, Human Resources Specialist. 

Minimum educational requirements range from HS/E to Associate of Arts Degree (AA/E) with emphasis on training in related skills, a minimum of 1 year (s) of specifically related experience at the SM/A-2 level.  Undergraduate level education past High School may serve in lieu of 1 year experience.  Significant human resources and recruiting experience may serve in lieu of the minimum education requirement.
Secretary/Data Clerk (SDC-2) [Senior Data Entry]    The (SDC-2) classification refers to a clerical position that encompasses exceptional proficiency in the following skills: use of Microsoft Office XP Professional application software, data entry and information processing, keyboarding, word processing, spreadsheets, power point presentations, data base management and other computer software packages. Proficiency in spelling, writing, punctuation and grammar along with the use of standard office equipment and procedures are all essential to fulfilling the requirements of this position.  This position requires skills performed with an exceptionally high degree of accuracy and independent judgment.  The individual may be assigned to with highly technical material, plan and key complicated statistical tables, combine and rearrange materials from different sources and prepare master copies for distribution. Additional duties may include working with non-keyboard forms of data entry such as scanners and electronically transmitted files as well as performing standard office and administrative work like records keeping, tape librarian, sorting and filing mail, preparing correspondence and answering telephones.  Scheduling/coordinating meetings with other NASA Centers thru Video Interagency Teleconference System (VITS) or teleconferences using coordinated power point presentation charts.  Typical titles include but are not limited to: Data Processing Clerk, Administrative Assistant, Secretary II, Senior Word-Processing Clerk

Minimum educational requirements range from HS/E to AS/E with emphasis on training in related skills, a minimum of 3 years of specifically related experience at the SDC-1 level.  Undergraduate level education past High School may serve in lieu of 1 year experience.  Significant data processing or clerical experience may serve in lieu of the minimum education requirement.
 Secretary/Data Clerk (SDC-1) [Data Entry]    The (SDC-1) classification refers to a clerical position that encompasses a high degree of proficiency in the following skills: use of Microsoft Office XP Professional application software, data entry and information processing, keyboarding, word processing, spreadsheets, power point presentations, data base management and other computer software packages. Proficiency in spelling, writing, punctuation and grammar along with the use of standard office equipment and procedures are all essential to fulfilling the requirements of this position.  This position requires skills performed with a high degree of accuracy and independent 
judgment.  The individual may be assigned to work with highly technical material, plan and key complicated statistical tables, combine and rearrange materials from different sources and prepare master copies for distribution. Additional duties may include working with non-keyboard forms of data entry such as scanners and electronically transmitted files as well as performing standard office and administrative work like records keeping, tape librarian, sorting and filing mail, preparing correspondence and answering telephones. Scheduling/coordinating meetings with other NASA Centers thru Video Interagency Teleconference System (VITS) with power point presentation charts.

Typical titles include but are not limited to: Data Entry Clerk, Administrative Clerk, Secretary, Word-Processing Clerk.

Minimum educational requirements range from High School Equivalent/Equivalent (HS/E) to some college credits with emphasis on training in related skills and a minimum of 1 year of specifically related experience at the SDC-1 level.  Undergraduate level education past High School may serve in lieu of 1 year experience.  Significant data processing or clerical experience may serve in lieu of the minimum education requirement.
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