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ATTACHMENT J-5
LABOR CATEGORY POSITION DESCRIPTIONS
Descriptions for the labor categories identified in Attachment J-6 are provided below.  Further information on the Computer Systems Analyst, Engineering Technician, Accounting Clerk, Instructor, Secretary, and Technical Writer job categories can be found at the Service Contract Act Directory of Occupations: http://www.dol.gov/esa/regs/compliance/whd/wage/main.htm.

	Position

Title
	General

Characteristics
	Typical Duties

And Responsibilities
	Direction

Received
	MINIMUM Degree/

MINIMUM Relevant Experience

	Engineer 6 
	Ability to assume full technical and managerial responsibility for interpreting, organizing, executing and coordinating assignments.

Acts, with responsibility and independently. 

Possesses a thorough knowledge of the configuration and data management disciplines.  

Work at this level usually requires extensive progressive relevant experience.
	Configuration and Data Management (C&DM) Project Manager

In a supervisory capacity plans, develops, coordinates, and directs configuration and data management for projects of major importance. 

Maintains liaison with Configuration Management Organizations (CMOs) within or outside his/her organization Implements policies and procedures.  

Responsible for identification and management of assigned resources, deliverables, services, and schedules, including overall results obtained.

Negotiates critical and controversial issues with top-level technical and business managers (internal and external) and other officers of other companies and government departments.

The extent of responsibilities generally requires subordinate oversight.  


	Supervision received is essentially administrative, with assignments given in terms of broad general objectives and limits.
	Education:

B.S in Engineering/Engineering Management or other relevant field {Civil Service Aerospace Technology (AST) equivalent}

Experience 

5 years relevant experience as a manager in similar projects, and 5 years relevant experience in C&DM 

                                 

	Engineer 5
	CM and/or DM Expert

Subject matter professional that is a recognized authority in a specific field.  Individual must perform studies/analyses, make decisions and recommendations that are recognized as authoritative and have important and far-reaching impact(s). Individual initiates and maintains extensive contacts with subject matter 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 subject matter problems and/or issues. Individual must be able to determine program requirements and objectives, organize supporting programs and projects activities and develop/apply standards and guides. Integrate subject matter principles into project activities including risk assessment and coordination with manufacturing, inspection and test organizations. Individual must also possess the ability to direct/advise/coordinate the activities of several functional supervisors or team leaders while applying the appropriate solutions to specific subject matter. 


	Subject Matter Expert (SME)

Reviews Configuration Management Plans (CMPs) and Data Management Plans (DMPs) for conformance to requirements.

Provides SME expertise on C&DM inquiries and critical issues related to policy and implementation of C&DM principles.

Develops standards, policies and procedures for C&DM functions. 

Reviews Engineering Design out put for conformance to requirements and appropriate Sensitive But Unclassified (SBU)/ markings.

Provides SME expertise on Engineering Drawings and engineering design output  (Computer Aided Environment (CAE), Computer Aided Design (CAD)) issues and to critical issues on policy and implementation of drawing and ASME standards.

Analyzes engineering requirements in specialized engineering disciplines.  Develops standards, policies and procedures.

Provides requirements and efficiency changes to automated C&DM processes for Information Technology (IT) tools.  Works with hardware and software Design Engineers to integrate C&DM processes into IT tools.
	Supervision received is essentially administrative, with assignments given in terms of broad general objectives and limits.
	Education

B.S in Engineering/ Engineering Management or other relevant field {Civil Service Aerospace Technology (AST) equivalent}. Significant subject matter technical experience may serve in lieu of the minimum education requirement.

Experience

10 years total experience, of which 5 years must be in relevant experience in the specific subject matter. 

Certification in the subject matter may serve in lieu of 1 year relevant experience.



	Engineer 4
	Applies intensive and diversified knowledge of C&DM or the principles of standards development and associated practices in broad areas of assignment.  Makes decisions independently on engineering problems and methods, and represents the organization in meeting to resolve issue and coordinate work.  Has a working knowledge of the Configuration and Data Management principles, or the development of engineering standards
	Project C&DM or Standards Team Lead

Plans, schedules, conducts or coordinates configuration and data management or standards development systems for Programs/Projects to specific tasks. 

Plans and coordinates support to project design reviews and audits.

Provides project support in areas such as procedures, data requirements, CMPs DMPs, CCB administration, data management, automation/IT interface, engineering standards. 

Provides 1st level supervision to employees working on task orders.                                                                   
	Supervision and guidance related largely to overall objectives, critical issues, new concepts and policy matters.  Consults with supervisor concerning unusual problem and developments.

                                                         
	Education:

B.S in Engineering /Engineering Management,  Information Technology,  or other relevant field {Civil Service Aerospace Technology (AST) equivalent}  

BS/BA and significant C&DM technical experience may serve in lieu of the minimum education requirement.

Experience:

Minimum of 7 years total experience and 2 years as supervisor.

                                                                                                                     

	Engineer 3
	Applies intensive and diversified knowledge of C&DM processes and practices in specific areas of project support, engineering requirements and standards.

Makes decisions on release processes.   

Has a working knowledge of release procedures and ASME Y-14.100, ASME Y-14.35M, and other ASME series of Standards. 

Reviews drawings for GDT standards.

Has working knowledge of C&DM IT tools. 

Has working knowledge of ITAR/EAR requirements.

	C&DM Project Lead or Project Engineer

Plans, schedules, conducts, coordinates, or supports configuration and data management systems for Programs/Projects.  Plans and coordinates C&DM support to project design reviews and audits. Runs release process.

Coordinates and provides center-wide support in areas such as intra-center C&DM procedures, CCB administration, receipt and processing of contractor deliverables, data management, and master lists.
Trains and leads personnel in use of IT tools for C&DM processes.
Makes determination on SBU issues in consultation with MSFC Center Export Representative (CER), Contracting Officer (CO)/Contracting Officer’s Technical Representative (COTR),
Makes determination on ASME interpretations and GDT implementation issues.
Analyzes standards, engineering requirements and proposes improvements, modifications and new standards
	Supervision and guidance related largely to overall objectives, critical issues, new concepts and policy matters.  Consults with SME and/or supervisor concerning unusual problem and developments.


	Education:

B.S in Engineering/ Engineering Management or other relevant field {Civil Service Aerospace Technology (AST) equivalent}

BS/BA and significant C&DM technical experience may serve in lieu of the minimum education requirement.
Experience:

A minimum of 7 years relevant experience in the C&DM field, engineering standards, CAE or equivalent relevant experience

Special Requirement

for Drawing Checking:
Certification for Geometric Dimensioning and Tolerancing  (GDT) per ASME Y14.5.2 


	Engineer 2
	Engineer

Applies intensive and diversified knowledge of C&DM processes, engineering standards, and practices in specific areas of project support.  Makes decisions on release processes.  

 Has a working knowledge of release procedures and ASME Y-14-Series of Standards.  Reviews drawings for compliance to ASME standards.

Has working knowledge of C&DM PDBM tools. Has working knowledge of ITAR/EAR requirements


	Project Engineer

Plans, schedules, conducts, coordinates, or supports configuration and data management systems for Programs/Projects.  Provides engineering support to project design reviews and audits. 

Provides center-wide support in areas such as intra-center C&DM procedures, CCB administration, receipt and processing of contractor deliverables, data management, and master lists.
Provides support to Configuration Control boards (CCB) and Functional Configuration Audits (FCA) and Physical Configuration Audits (PCA).
	Supervision and guidance related largely to overall objectives, critical issues, new concepts and policy matters.  Consults with supervisor concerning unusual problem and developments.


	Education:

B.S in Engineering/ Engineering Management or other relevant field {Civil Service Aerospace Technology (AST) equivalent}

Experience:

A minimum of 5 years relevant experience in the C&DM field, engineering standards, CAE or equivalent relevant experience



	Engineer 1
	Applies general knowledge of C&DM processes and practices in specific areas of assignment.  Makes decisions according to CMPs and DMPs on C&DM methods, 
	Project C&DM Team Member

Plans, schedules, conducts, coordinates, or supports configuration and data management systems for Programs/Projects.  Participates in configuration and/or data management reviews for Programs/Projects to defined specific tasks.  

Provides center-wide support in areas such as intra-center C&DM procedures, CCB administration, receipt and processing of contractor deliverables, data management, and master lists.

	Supervision and guidance related largely to overall objectives, detail processes and policy matters.  Consults with supervisor concerning unusual problem and developments.
	Education:

B.S in Engineering/ Engineering Management or other relevant field {Civil Service Aerospace Technology (AST) equivalent}

Experience:

None


	Computer Systems
Analyst  III
	Senior Product Database Management IT Tools Analyst

Applies systems analysis techniques to complex  information systems such as engineering, manufacturing, accounting, statistics, logistics planning, material management.  Applies concepts, principles, techniques, and practices of software engineering to integrate complex automated, web-based C&DM database systems. Possesses knowledge and relevant experience in HTML, Java Script and SQL for Oracle database systems.
	Define Requirements, analyze systems and problems to determine product improvements

Coordinate and monitor status of system, incorporating fixes for user originated problem reports and comments.  

Design and direct S/W testing of the C&DM IT systems in a user environment.

Conducts feasibility studies and analysis to define integration concepts and criteria.  

Develops plans, requirements, specifications and cost estimates, user documentation and training aids.  

Provide requirements for IT integration for C&DM processes in an enterprise environment
	Assignments are made in general terms, with a wide latitude for independent judgment to obtain objectives
	Education:

BS in computer science or other relevant equivalent Civil Service Aerospace Technology (AST) rating. 

Experience:

With a minimum of 9 years relevant experience.

                                 

	Computer Systems
Analyst II


	Masters concepts, principles, techniques, and practices of software testing to maintain and develop complex automated, integrated, web-base database systems. Possesses knowledge and relevant experience in HTML, Java Script and SQL for Oracle database systems.
	Conducts feasibility studies and analysis to define testing concepts and criteria.  Develops test plans, requirements, test specifications.
	Assignments are made in general terms, with a wide latitude for independent judgment to obtain objectives
	Education:

BS in computer science or other relevant  equivalent Civil Service Aerospace Technology(AST) rating 

Experience: 
3 years relevant experience.
                 

	C&DM Specialist

 3


	Demonstrates specialized skills in configuration and data management.
Possesses several years relevant experience in at least one of the areas above (configuration management or data management) and some formal training. 
	Performs routine and non-routine assignments in the implementation of configuration and/or data management systems for Programs/Projects.

Performs routine and non-routine projects assignments in areas such as intra-center C&DM procedures, receipt and processing of contractor deliverables, data management, and master lists.

Supports CCB as Secretariat
	Routine assignments are made in general terms, specific procedures are use to implement.  Non-routine assignments are made in detail.
	Education:

BS/BA 

AS/AA and significant C&DM technical experience may serve in lieu of the minimum education requirement

Experience:

7 years relevant experience

 

	C&DM Specialist  2


	(Intermediate C&DM specialist level)

Demonstrates specialized skills in configuration management  in; identification or change control, or accounting or verification and audits  management.  Possesses several years relevant experience in support of CB .
	Performs routine and non-routine assignments in the implementation of configuration and/or data management systems for Programs/Projects.

Performs routine and non-routine project assignments in areas such as CCB procedures and data management.
Leads or participates in FCAs/PCAs.

	Routine assignments are made in general terms, specific procedures are use to implement.  Non-routine assignments are made in detail
	Education

AA or AS 

Experience:

a minimum of 3 years relevant experience in the related field 



	C&DM Specialist  1


	(C&DM specialist entry level)

Demonstrates general skills in configuration and data management.  Possesses relevant experience in data management and support of PDBM entries for CCB and data management
	Performs routine and non-routine assignments in the implementation of configuration and/or data management systems for Programs/Projects.

Performs routine and non-routine project assignments in areas such as CCB support, data management.

Participates in FCAs/PCAs.
	Routine assignments are made in general terms, specific procedures are use to implement.  Non-routine assignments are made in detail
	Education:

AA or AS
Experience:
None

                     

	Engineering

Tech  IV

	Senior Engineering drawing checker

Performs routine and non-routine assignments. Assignments are to review and eliminate unusual engineering representations that do not meet standards.  Receives technical advice from supervisor or engineer; work is reviewed for technical adequacy.
	Reviews design packages (design drawings and engineering parts list) for completeness and accuracy.  Applies engineering practices (reference Global Drafting Manual). Does GDT evaluations per ASME Y 14.35M
	Assignments are made in general terms, which requires the appropriate standards to be applied.  Completed work is checked for quality and accuracy.
	Education:

BA/BS or AA or AS 

or a minimum of 10 years relevant experience with 2 years in CAE systems, and Certification as a GDT Senior Technologist  

Experience  

Minimum of  6 years  



	Engineering

Tech III

	Engineering drawing checker

Performs routine and non-routine assignments. Assignments are to review and eliminate unusual engineering representations that do not meet standards.  Receives technical advice from supervisor or engineer; work is reviewed for technical adequacy.
	Reviews design packages (design drawings and engineering parts list) for completeness and accuracy.  Applies engineering practices (reference Global Drafting Manual). 
	Assignments are made in general terms, which requires the appropriate standards to be applied.  Completed work is checked for quality and accuracy.
	Education

BA/BS or AA or AS or 7 years relevant experience with 2 years in CAE systems  

may serve as meeting the minimum education requirement

Experience  

Minimum of 3 years relevant experience. 

	Accounting Clerk  IV

	Has management training and significant relevant experience in the fields of accounting, business and finance.  Familiar with FAR contracting processes. Familiar government cost accounting standards 
	Defines detailed objectives and procedures for manpower and cost planning, cost analysis and reporting, accounting operations, budget planning, scheduling, and trend analysis.  Develops approach and organizes the detail work and assures timely completion of task.

Interfaces with Government Program Control and Procurement personnel from customer organizations to obtain and provide cost/manpower reporting. 
	Assignments are made in general terms that require the selection of the appropriate accounting, financial, and business principles to be utilized.
	Education:

AA or AS 

Experience 

Minimum of 6 years relevant experience in Accounting or Business Management related field. 

	Accounting Clerk  III

	Has skill in business, resource management and accounting, with several years relevant experience in these areas.
	Performs manpower and cost planning, cost analysis and reporting, accounting operations, budget planning, scheduling, and trend analysis.
Interfaces with Government Program Control and Procurement personnel from customer organizations to obtain and provide cost/manpower reporting.
	Assignments are made in requirements and objectives with additional guidance as required.  Completed work is reviewed for quality and accuracy.
	Education:

AA or AS in accounting 

Experience  

Minimum of 3 years relevant experience in accounting 

	Secretary III

	Performs standard and non-standard assignments involving different methods and unrelated processes in varying sequence: work requires extensive knowledge of rules, operations or business practices.
	Follows accepted practices in resolving non-reoccurring problems and meeting deadlines; completed products are evaluated for effectiveness in meeting goals; extensive guidelines in the form of instructions, manuals and regulations are applied.
	Supervisor screens assignments for unusual or difficult tasks and selects instructions, manuals and regulations that apply.
	Education:

AA or AS in technical writing, journalism, composition or equivalent education 

Experience 
1 year relevant experience with M/S Office applications such as “WORD” POWERPOINT, EXCEL”                    

	Instructional trainer
	Performs training assignments involving different methods.  

Work requires extensive knowledge of instruction techniques and instruction materials or practices
	Develops syllabus for C&DM Training courses, 

Provide instruction in C&DM course, Assist in the development of web based C&DM courses, 

Works with C&DM SME in providing content for courses, 

Maintain records of courses and students. Establishes test for courses to test student proficiency in understanding course content
	Supervisor screens assignments for unusual or difficult tasks and selects instructions, manuals and regulations that apply.
	Education:

BS/BA in related field

Experience:

Minimum 5 years relevant experience, certification may substitute as 1 year experience


	Technical Writer


	Performs standard and non-standard assignments involving different  methods and unrelated processes in varying sequence: work requires extensive knowledge of  technical writing styles, grammar, punctuation, formats of technical documents technical/engineering vocabulary and best industry practices
	Review all assigned documents for proper formatting, distribution marking, grammar, punctuation, appropriate writing style, readability, printability, and all media displays such as projection, digital displays etc for readability.

Makes decisions on format in accordance with applicable requirements standards
	Supervisor screens assignments for unusual or difficult tasks and selects instructions, manuals and regulations that apply.
	Education:

BA/BS in journalism, or technical writing or, communications or, literature, or English or related field 

Experience:  minimum 5 years relevant experience.
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