Office of Human Capital Management
Consolidated Support Services

Representative Task Order #2
2.0  HUMAN CAPITAL PROFESSIONAL AND ADMINISTRATIVE SUPPORT

The Contractor shall provide support to various Human Capital programs, projects and initiatives ranging from preparation and review of documents, presentations, policies, data analysis, metrics, Human Capital information systems and tools, short and long term project management and special Human Capital projects and initiatives.  This support shall be for a one year period of performance, and shall include the following specific areas of support.  
2.1
Recruitment

The Contractor shall provide recruitment statistics quarterly, cost per hire, all hires (fresh-outs through senior hires).  The Contractor shall research and benchmark against other sources, prepare recruitment marketing material, update the recruitment website, work with newspapers, journals and advertisement companies to develop innovative advertisements, participate in special recruitment projects, online queries for Human Capital Workforce Systems, and provide general onsite support to the Organizational Capability Office.

2.2
Student Programs

The Contractor shall perform student profile record maintenance, coordinate and request appropriate paperwork to meet programmatic needs, assist in recruitment/retaining of students, advise students on housing, tuition reimbursement, travel and basic student program eligibility.  The Contractor shall also coordinate logistics for workshops and interviews, provide data request via BRIO/FPPS (Federal Personnel and Payroll System), create correspondence and presentations for the Student Program Manager and provide general and administrative support to the Organizational Capability Office. 
2.3
Staffing and Classification Services

The Contractor shall provide general support for all Permanent Change of Duty Station (PCS) and related business, providing guidance regarding PCS eligibility, preparing packages for travel orders and move expenses, filing/scanning Standard Form-50’s in accordance with Federal Personnel Regulations, filing/scanning annual personnel actions including pay adjustments, Federal Employee Group Life Insurance (FEGLI), etc. in Official Personnel Folders (OPFs), ensuring security of the OPFs, developing and maintaining reports and highlighting discrepancies and providing general support to the Office of Talent Acquisition.

The Contractor shall support OHCM in providing services necessary to fill approximately 450 GSFC vacancies  each year either through internal or external sources. The Contractor shall provide a full range of position management and classification advice and services.  These services will be provided in conjunction with the Human Resource Specialist (HRS) who supports the organization where the action is being considered.

The Contractor shall provide managers, employees, and job applicants with advice, information and interpretation of the Agency’s recruitment and placement procedures, practices, policies, and guidelines (including the Agency’s Competitive Placement Plan—available at: . http://ohcm.gsfc.nasa.gov/job_gsfc/home.htm). 
The Contractor shall maintain up-to-date information on current hiring authorities available to Federal agencies and those unique to NASA or GSFC. 

The Contractor shall use the current automated staffing tools (such as Resumix) provided to generate vacancy announcements, search plans, job analysis, and referral lists/certificates.  The Contractor shall determine whether qualification requirements are met, establish competitive registers and refer qualified applicants to management officials for interviews.  The Contractor shall ensure compliance with Veteran’s Preference laws and other priority placement programs.  The Contractor’s work shall be reviewed and approved by the appropriate HRS.

The Contractor shall provide recommendations for improving or clarifying processes or procedures to alleviate potential or existing problems.  The Contractor shall participate in internal audits of procedures, processes and recordkeeping systems.

The Contractor shall either serve as an examiner for approximately 25 times each year for delegated examining announcements or support the HRS who has this examining authority approximately 25 times each year.  The contractor must be certified by the Office of Personnel Management to perform this function.
The Contractor shall prepare and issue any correspondence necessary to complete the required functions.  The Contractor shall answer applicant inquiries and issue notices to applicants.

The Contractor shall extend employment offers to selected applicants and process personnel actions in accordance with Office of Personnel Management (OPM) and Agency regulations and pay fixing guides.

The Contractor shall maintain a tracking system in order to provide weekly status updates on the progress of internal and external actions.

The Contractor shall provide studies relating to the classification of positions at GSFC.  These studies may include matters related to competitive levels; Fair Labor Standards Act determinations; NASA Classification Codes (NCC); OPM title, series, and grade; position sensitivity; requirements for random drug testing, or other classification matters as necessary.  The Contractor shall develop the study, analyze the results, and report the findings to the requesting party.    

The Contractor shall provide both general and specific position management advice to the HRS or manager as requested.  This shall include position management advice on individual actions or major reorganizations in order to provide for the most efficient organizational structure.

The Contractor shall maintain an up-to-date knowledge of position classification and position management policies and regulations provided by OPM, NASA, and GSFC.

The Contractor shall audit positions to determine the correct duties of the position; the correct NCC; and the correct OPM title series and grade.  These audits may be initiated at the request of managers, employees.  The Contractor shall provide comprehensive evaluation statements to support the findings of these audits.    

The Contractor shall provide advice to the requesting HRS or manager regarding the development of accurate position descriptions and prepare evaluation statements that support these classification actions.

The Contractor shall review draft and final position classification standards for impact on positions at GSFC.  The Contractor shall apply these standards to existing or new positions to determine the effect these standards will have on current classification and position management.

The Contractor shall maintain a tracking system in order to provide monthly reports of accomplishments. 

2.4
Learning and Development Services

The Contractor shall administer and coordinate the operation of the GSFC Training facilities consisting of traditional classrooms (including audio-visual), computer classrooms, equipment, and storage areas (containing course materials and classrooms supplies).

The Contractor shall communicate GSFC Learning and Development activities via appropriate channels including publishing daily, weekly, and monthly classroom schedules, both electronically and in hard copy.

The Contractor shall update SATERN, NASA’s training administration system, or any future instructional learning system selected by the Center or the Agency. 

The Contractor shall participate on the team to develop a method to increase the functionality of the Library Management System of SATERN and manage special projects such as determining requirements for on-line training and accompanying licenses, the activity to provide web curriculum for engineering and other certifications, and the development of a curriculum for non-commercial off-the-shelf training.  The Contractor shall explore new technologies and benchmark industry regarding cutting-edge methods and materials. 

The Contractor shall develop and maintain metrics relevant to classrooms utilization on a weekly basis.

The Contractor shall establish and maintain data required to provide relevant statistical analysis and metrics.  This information shall be in the form of narrative reports, graphics and charts, and summary analysis of information and reported on a monthly basis.

2.4.1
Logistics for Training   

The Contractor shall coordinate multiple meetings/training sessions occurring at the same time at GSFC Facilities. 

The Contractor shall maintain contacts, technical experts, purchasing sources, and other resources to respond rapidly to last minute or quick turnaround requirements if necessary.

The Contractor shall provide all logistical/support requirements for all on-site and off-site marketing, meetings and training activities.  The Contractor shall consolidate the activity requirements and submit them to the organization’s technical monitor or designated representative.

The Contractor shall arrange all logistics associated with organizing programs and activities, to include occasionally managing the creation/production/set-up of publicity products, catering, rooms and speaker support, audiovisual equipment including transportation if required.

The Contractor shall attend and implement activities as needed to troubleshoot any problems that may arise related to contractual obligations of the vendor regarding logistics and notify the COTR and/or Contracting Officer of last minute changes or requests

The Contractor shall evaluate the current processes for providing support and continually seek and recommend ways to improve the process, saving costs and time.  The Contractor shall report any process improvements and/or cost savings on a Quarterly Progress Report.

The Contractor shall provide web site content to meet requirements; permit on-line conference registration; and recommend, initiate, and oversee the content of brochures, posters and other products that support Training and Incentives Office activities.

2.4.2
Procurement of Training Courses, Training Services Support and Materials 

The Contractor shall arrange for training, incentive awards services support, the use of instructors, space and facilities for training sessions, and award ceremonies, materials, supplies, equipment, and other support services/equipment/systems as required. 

The Contractor shall enter trainee, courses, and cost data into the Agency training administration system, such as SATERN, and update with actual data, such as cost and attendance.

The Contractor shall provide relevant statistical analysis and metrics.  This information shall be in the form of narrative reports, graphics and charts, and summary analysis of information and reported on a monthly basis.   

The Contractor shall develop appropriate purchasing processes/procedures for conducting this procurement effort, consistent with NASA, GSFC, NASA Shared Services Center (NSSC) and OHCM policies and regulations.

2.4.3
Design, Delivery and Implementation of Learning and Development Programs

The Contractor shall design, deliver, implement, manage, evaluate, and administer learning and development programs.  This support shall include course, curriculum, and program development, assessing needs, conducting evaluations, and providing consultations to customers on the wide variety of programs available to meet their needs. 

The Contractor shall also manage and administer the processing of all internal and external training requests.  The Contractor shall coordinate on-site courses, programs, services and activities.   The Contractor shall work with the NASA Shared Services Center (NSSC) to ensure that all training is procured in a manner consistent with NASA, GSFC, NSSC and OHCM policies and regulations.
The Contractor shall support all pre-course planning and research, needs assessment, course design/redesign, course delivery, evaluation and closeout, marketing, logistical and administrative support  under the direction of the assigned  program managers.  The Contractor shall also work with consultants and instructors during the design and delivery of courses and programs.  This support also includes but is not limited to front line customer service, greeting and providing information to customers, creating and maintaining hardcopy files and folders, entering and maintaining electronic data, receiving and processing training, assisting instructors and staff during learning programs, courses, providing for the operation of all OHCM learning facilities – i.e., learning center, professional development center, computer training facility and all classrooms or new facilities acquired.

The Contractor shall manage all IT Systems (such as SATERN and systems in the GSFC Learning Center in Building 1) related to GSFC’s Learning and Development Program. The Contractor shall manage acquisition strategies for new hardware and software, maintaining computer classroom IT devices, troubleshooting technical issues, ghosting machines, testing configurations before classes, supporting patch refresh and managing machines in computer lab, providing support to civil service complement for computer security, participates in beta-testing of various new software packages, provides support for the administration of SATERN.

The Contractor shall provide support to the Career Development Program.  The Career Development Program coaches approximately 100 individuals each year with one (1) half day class provided every 2 months to the GSFC population.  This program operates on an open enrollment basis.  This support includes career development consultation on career development initiatives, individual career coaching/ counseling, group coaching, presentations and training to GSFC employees and supervisors and development of career skill publications.  The Contractor shall maintain and update the OHCM Career Development website.

2.5
Organization and Leadership Development Services
This effort shall include the delivery of a wide variety of products and consultation services in the context of optimizing individual, team, and organizational performance. This shall include various team exercises and interventions, change management initiatives, individual and team coaching and mentoring, strategic planning, conflict resolution, formal and informal process improvement, human factor measuring and planning, and industrial and organizational psychology modeling.  In addition, the Contractor shall plan, design, and conduct various training courses, to include technical courses as well as organizational and leadership development programs courses.  The Contractor shall receive evaluations on any training or activities led.  
2.5.1 
Unique Technical Training
The Contractor shall review curricula and course designs of technical courses to ensure they meet specific needs of the GSFC technical community that cannot be met through standard college curricula.  
The Contractor shall provide coaching/mentoring assistance to approximately 25 individuals per year in technical areas of expertise such as spacecraft Design Process, Engineering Risk Analysis, Structures, Materials, Avionics, Controls, Propulsion, Operations, Fluid Dynamics, and Flight Mechanics as requested.  This service shall include informal mentoring, delivered via e-mail, phone conversations or personal office visits.
The Contractor shall prepare technical content, distribute technical training materials at training sessions and solicit written evaluation responses from attendees.

The Contractor shall review knowledge capture and management strategies, provide advice on advanced learning environments via electronic/computer-based tools, and prepare a variety of knowledge transfer materials, such as technical publications, and video archives.  The Contractor shall identify GSFC science and engineering lessons learned, and communicate those lessons within the Center, and throughout the Agency as required. 

The Contractor shall provide professional expertise and consultation and evaluation for training, career development, organization development and leadership development efforts focused on nurturing a healthy and effective organizational culture relevant to NASA’s vision, mission and goals. Any procurements/subcontracts arranged by the Contractor to comply with requirements in this section shall be competed among a minimum of 3 responsible offerors or have a sole source justification that is compliant with the principles of FAR Part 6 and 13, dependent on estimated value of the procurement, and that the Contractor ensures are written and approved as part of its purchasing system.
2.5.2  Organization and Leadership Development Programs
The Contractor shall provide a full range of support to include professional organization development consultation and change management expertise, including assessment, planning, implementation and evaluation.  Support shall include abilities, skills and methods to effectively diagnose situational, interpersonal and organization dynamics, to identify innate individual and organizational strengths and root causes of ineffectiveness and inefficiency, and provide suggestions and recommendations for improving the organizational culture, processes and performance.  
The Contractor shall participate in the process for developing leaders by enhancing and empowering a the leaders' capabilities to perform in a high-performance culture, improving trust and communication; clarifying goals, roles, relationships, expectations, plans, priorities, and procedures; establishing group norms and values; developing effective teamwork; creating shared visions; and a variety of other skills, knowledge and experience widely considered to be functions of organization development professionals.  The Contractor shall use tools and training courses such as, and including but not limited to, the Myers-Briggs Type Indicator personality inventory, Gallup Strength Finder Profile and Strengths coaching, Appreciative Inquiry, and Dominance/Influence/Steadiness/Conscientiousness.

The Contractor shall perform client interventions using professional consulting models.  This shall include creating, proposing, and implementing strategies for organizational change, internal and external, collaboration and integration, communication and synergistic teamwork.  The Contractor shall provide follow-up assessments to determine outcomes and progress.
The Contractor shall support the Government with improving processes by teaching and applying the principles, systematic methodologies and tools of organizational quality improvement. The support shall include consultation, instruction and facilitation that result in identification of gaps between current methods and processes and the ideal state, developing improvement action plans, and implementing actions to eliminate existing gaps in processes.

The Contractor shall develop a process for building process improvement skills and commitment to continuous improvement of quality and productivity within management and the workforce.  Whenever appropriate, that process shall include instruction in existing and validated tools.

The Contractor shall have the responsibility of developing, documenting and presenting metrics that identify the before state, and presenting metrics that identify the after state of revised organizational processes.

The Contractor shall secure/administer/manage the various learning opportunities and programs initiated by GSFC and NASA Headquarters in leadership, organization development, and training, such as the Academy of Program/Project and Engineering Leadership (APPEL) aimed at Human Capital development.  

The Contractor shall support the Professional Intern Program (PIP) and other human capital development programs consisting of 25 individuals total. This effort includes interfacing with NASA/GSFC managers to provide structure and guidance to professional interns, regarding required training, duty rotations, mentors, tracking of evaluations, tracking of progress assessments, and provides advice to interns concerning presentations to management. 
The Contractor shall support the various high level leadership development committees and programs by reviewing candidate applications and assisting with necessary changes in preparation to deliver these programs.

The Contractor shall provide formal executive coaching for 25 individuals coached each year using models certified by the International Federation of Coaching and industry standards to optimize the performance of individual leaders. 

2.5.3  Logistic Support for Leadership and Organization Development 

The Contractor shall provide coordination expertise to organize and arrange facilities and logistics for retreats, workshops, training sessions, technical interchange meetings, organization development interventions, and leadership development sessions, both at GSFC and off-site, which may be in the local commuting area, and/or at a location more than 50 miles away, and may require overnight stay. 

The Contractor shall provide support for multiple activities occurring at the same time at various locations.  Activities may be on-site or off-site.  The Contractor shall maintain contacts, technical experts, purchasing sources and other resources to respond rapidly to last minute or quick turnaround requirements if necessary.

The Contractor shall determine all logistical/support requirements for leadership and organization development activities.  The Contractor shall consolidate the activity requirements and submit them to the organization’s technical monitor or their designated representative.
The Contractor shall be responsible for the procurement and/or coordination of all logistics associated with organizing programs and activities, to include occasionally managing the creation/production/set-up of publicity products, catering, rooms and speaker support, audiovisual equipment including transportation, if required, and supporting exhibits, unique to Organizational Development.  Any procurements/subcontracts arranged by the Contractor to comply with requirements in this section shall be competed among a minimum of 3 responsible offerors or have a sole source justification that is compliant with the principles of FAR Part 6 or 13, dependent on estimated value of the procurement, and that the Contractor ensures are written and approved as part of its purchasing system.
The Contractor shall attend and support activities as needed to ensure they run smoothly, comfortably, and with a minimum of logistical problems regarding availability of space, technical support and other contracted accommodations.  Logistics shall involve travel and making arrangements for activities on-site and/or off-site from GSFC.

The Contractor shall provide advice on web site content requirements; support on line conference registration, and recommend, initiate, and as appropriate, review the content of brochures, posters and other products that support the Organization and Leadership Development Office. 
2.5.4  Organization and Leadership Development Services and Materials 

The Contractor shall provide or procure all services and materials to support all functions as defined in Section 3.0.  The Contractor shall obtain the use of instructors, consultants, organization development specialists, coaches, space and facilities for training sessions and organization/leadership development sessions (for both on-site and off- site activities), materials, supplies, equipment, and other support services/equipment/systems as required.  The Contractor shall also be responsive to unique support requests transmitted by the COTR or the Contracting Officer.  Any procurements/subcontracts arranged by the Contractor to comply with requirements in this section shall be competed among a minimum of 3 responsible offerors or have a sole source justification that is compliant with the principles of FAR Part 6 and 13, dependent on the estimated value of the procurement, and that the Contractor ensures are written and approved as part of its purchasing system.
The Contractor shall enter trainee, course, and cost data into the Agency training administration system, such as System for Administration, Training, and Educational Resources for NASA (SATERN), and update with actual data, such as cost and attendance. (assume 3,200 awards given annually and 100 retirements annually).
The Contractor shall provide support to establish requirements to maintain a process for recording and sharing relevant information, statistics and metrics for all functions of the Organization and Leadership Development Office.  This information shall include quarterly training services reports; data, charts and reports for the Leadership Development Series; and data, charts and reports for organization development projects.

2.6
Awards, Benefits, Retirement and Quality of Work-Life 

The Contractor shall perform a variety of duties in the support of  Awards services to GSFC employees such as entering awards data into the Agency Awards System (NASA Automated Awards System, NAAS), participating in the processing of awards, reviewing of honor award nominations, and the preparation of certificates, which may include printing and framing as appropriate.

The Contractor shall plan and administer civil servant employee awards, including cash awards for superior accomplishments, honorary awards, and other special awards in accordance with available NASA regulations and policies.

The Contractor shall coordinate incentive awards activities between the various organizations and GSFC by ensuring timely and continuous publicity to all phases of the program by preparing and disseminating appropriate news releases through the Public Affairs Office at GSFC including write-ups covering individual awards, group awards and similar program activities.

The Contractor shall perform a variety of duties such as scheduling, preparation of materials, and reservation of space in the support of appropriate ceremonies and, when deemed advisable, arrange for presentations by Center Director or his designated representative.

The Contractor shall render staff assistance to employees, administrative officers and management officials advising them on the latest regulatory and instructional material relating to the awards program, ensuring an awareness of responsibilities to facilitate participation in promoting the awards program throughout GSFC.

The Contractor shall conduct preliminary reviews of all 50 recommendations for honorary awards annually to ensure that they are in compliance with established policies and procedures.

The Contractor shall establish and maintain data required to provide relevant statistical analysis and metrics to the Training and Incentives Office.  This information shall be in form of narrative reports, graphics and charts, and summary analysis of information and reported on a monthly basis. 

The Contractor shall provide administrative and logistical such as preparation of announcements, frontline customer service, greeting and providing information to customers, receiving and processing forms, making logistical arrangements, processing of client records.
The Contractor shall support GSFC’s benefits and retirement programs (e.g. health insurance, health fair, life insurance, retirement, Thrift Savings Plan).

2.7
Performance Management

The Contractor shall include administrative and logistical support such as maintenance of files, presentation preparation, making logistical arrangements for Center presentations, and providing support in the areas of performance management as assisting the Performance and Worklife Dynamics Office.

Deliverables:







Due Date:

1. Weekly Status Update on the Progress 


Weekly


of Internal & External Actions (3.3)

2. Annual Position Classification Study (3.3)

          *nlt 3/31 each year
3. Daily, Weekly, and Monthly Classroom Schedules (3.4)
on-going

4. Weekly Classroom Utilization Metrics (3.4)


nlt 10th of ea. month

5. Monthly Statistical Analysis & Metrics (3.4)


nlt 10th of ea. month

*nlt (not later than)

