Human Resources and Procurement Offices (HRPO) Support Services


SECTION J
ATTACHMENT J-3

STANDARD LABOR CATEGORIES

	SLC:
	Job Description/Guideline

	Program Manager


	Preference for a BA or BS degree or higher in a computer related field with at least 3 years experience in progressively challenging management positions.  Serves as the Contractor's primary contract manager, and shall be the contractor's authorized interface with the Government Contracting Officer (CO), the contract level Contracting Officer's Technical Representative (COTR), government management personnel and customer agency representatives.  Responsible for formulating and enforcing work standards, assigning contractor schedules, reviewing work discrepancies, supervising contractor personnel and communicating policies, purposes, and goals of the organization to subordinates.  Shall be responsible for the overall contract performance. 

	Administrative Assistant
	Proficient in the use of personal computers to include Microsoft Office Professional software.  Possesses good communication skills, both verbal and written.  Experienced in customer service, and is team-oriented.

	Lead Information Systems Analyst
	Five or more years IT/IS technical experience specifically related to web development, server administration, and database administration.  Professional training for specific technical areas as well as continuing training and development programs focused on skill advancement to the level necessary for performance.  Position requires customer service and management skills supervising, advising and directing the efforts of lower graded system analysts.  Position requires professional working knowledge of Cold fusion, Dreamweaver, Flash, MS SQL,  Adobe Suite, Access, and Plumtree.

	Information Systems Analyst


	Two to five years IT/IS technical experience specifically related to web development, server administration, and database administration.  Professional training for specific technical areas as well as continuing training and development programs focused on skill advancement to the level necessary for performance.   Position requires customer service skills and professional working knowledge of Cold fusion, Dreamweaver, Flash, MS SQL, Adobe Suite, Access, and Plumtree.

	Lead Procurement Data Entry
	Position requires at least five years of data entry experience specifically related to Human Relations and Procurement, ability to focus on and prioritize workflow, use of personal computer, and supervisory skills advising and directing the efforts of lower graded data entry positions. Employees in these positions must have reading and comprehension skills, skill in the use of a personal computer and fundamental knowledge of the Microsoft Office Professional software (i.e. Word 2000, Excel 2000, Power Point 2000, Access 2000) or current versions being utilized by JSC. Either classroom or job experience business background is helpful for position performance.

	Data Entry Clerk III
	Position requires three to five years of data entry experience specifically related to Human Relations and Procurement, reading and comprehension skills, ability to focus on and prioritize workflow, as well as skill in the use of a personal computer and fundamental knowledge of the Microsoft Office Professional software (i.e. Word 2000, Excel 2000, Power Point 2000, Access 2000) or current versions being utilized by JSC.

	Data Entry Clerk II
	Position requires one to three years of data entry experience specifically related to Human Relations and Procurement, reading and comprehension skills, ability to focus on and prioritize workflow, as well as skill in the use of a personal computer and fundamental knowledge of the Microsoft Office Professional software (i.e. Word 2000, Excel 2000, Power Point 2000, Access 2000) or current versions being utilized by JSC.

	Data Entry Clerk I 
	This is the entry level position for the data entry classification.  Employees in these positions must have reading and comprehension skills, skill in the use of a personal computer and fundamental knowledge of the Microsoft Office Professional software (i.e. Word 2000, Excel 2000, Power Point 2000, Access 2000) or current versions being utilized by JSC. 

	Lead Procurement Technician


	Position requires lead responsibilities for the procurement technician group as well as excellent interpersonal and communication skills (both oral and written), professional personal computer skills, ability to work on several projects simultaneously, and ability to coordinate efforts among many JSC internal departments.  In addition, position requires knowledge of Government contract law, interpreting the provisions of the Federal Acquisition Regulation (FAR) and NASA FAR Supplement, working knowledge of Government policy and procedures, and budgeting/contracting/procurement procedures.

	Procurement Technician


	Position requires excellent interpersonal and communication skills (both oral and written), professional personal computer skills, ability to work on several projects simultaneously, and ability to coordinate efforts among many JSC internal departments.  In addition, position requires knowledge of Government contract law,    interpreting the provisions of the Federal Acquisition Regulation (FAR) and NASA FAR Supplement, working knowledge of Government policy and procedures, and budgeting/contracting/procurement procedures.

	Procurement Clerk


	Position requires communication skills (both oral and written), records management, professional personal computer skills, knowledge of contracts and knowledge of NASA Procurement.
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