AJ SOW


Statement of Work
Office of Diversity & Equal Opportunity Support Services (AJ)
 

The contractor shall provide technical and administrative support as required to accomplish the tasks outlined below.  
The contractor shall monitor the work activity and provide such oversight and supervision of its on-site personnel as may be required to provide an acceptable level of administrative support for the NASA KSC Diversity and Equal Opportunity Office.  The contractor shall be responsible for establishing and maintaining good communications with the NASA KSC Diversity and Equal Opportunity Office. 
The contractor shall support the activities of the Diversity and Equal Opportunity Office and duties associated with Diversity and Equal Opportunity Programs. The contractor shall be required to perform the following specific duties:

1. Coordinate monthly reports to NASA Headquarters’ Office of Diversity and Equal Opportunity (ODEO) as well as annual and ad hoc reports such as Disabled Veterans’ Affirmative Action Plan (DVAAP); the White House’s Hispanic Employment 9 Pt. Plan and others. Coordinate the integration of inputs and annual submission of the Center’s EEOC MD-715 report. Assist with the compilation of data to produce quarterly reports and presentations to the Center Director and his direct reports.

2. Serve as logistics liaison to ODEO and other Centers for conference attendance/support, sponsorship requests and tracking of KSC employee training.

3. Provide assistance and support to affinity groups for coordinating logistics related to events/programs (CMR process, funding, badging guests, etc.)

4. Coordinate logistics related to scheduling of mediation sessions under the Center’s Alternative Dispute Resolution Program, as well as logistics related to discrimination complaint investigations and contract counseling. 

5. Provide support for database management, statistics reporting and website updates, including maintaining AJ’s metrics in accordance with the AJ Business and Objectives (BOA) document.

6. Provide general administrative assistance, including serving as primary point of contract (POC) for records and files management, procurement and financial systems.

7. Serve as AJ’s designated POC for:  KAITS, OFI, Tech Doc, Website, and Sharepoint.

8. Maintains the Office Web pages and is responsible for making updates as needed to the data. The contractor shall work with the EO staff to make the needed updates to keep the web pages current and correct.
Other information pertinent to the performance of these duties:

1.   The contractor shall attend training and participate in office meetings to gain general knowledge of what changes are required of and for the office that may impact the work of the contractor.  Training and meetings with NASA colleagues may require occasional travel (estimated 3 times per year) to Headquarters and/or other sites.
 

2. Assists with meetings and conferences by preparing information, making calls and assisting with preparation of logistics, sending faxes, making copies, distributing mail and greeting customers and guest as appropriate.  Other responsibilities include answering phones, making copies of faxes, files, and other duties as needed, including clearly identifying the employee’s organizational role as a contractor employee supporting the Diversity and Equal Employment Opportunity Office.

3. The contractor shall ensure that the individual assigned to complete the above-stated tasks is provided appropriate Agency-specific training on the systems used for diversity data and discrimination case tracking and management.  
Qualifications
The Government considers the following to be representative of the minimum qualifications necessary to adequately perform the required effort:
   Extensive knowledge of Excel, Power Point, ACCESS, word, HTML editors for web administration, Network applications to create and maintain an shared drive with files and folders to hold confidential and office information.  The contractor has set up the shared drive and coordinated with our computer services and BA counterparts to have it back up the information daily.  Must be able to know software required to create databases, spreadsheets and presentations.

  Ability to create and build websites internal and external ads new web pages and makes necessary corrections to existing sites.  Assist on setting high profile URL’s on KSC Internal and External web pages.

  Ability to use databases, including personnel and payroll data to provide statistical reports of sensitive and confidential information such as race, ethnicity, disability and gender.

  Ability to provide graphs for metrics, presentations and for ISO 9000 processes.

   Knowledge of math and statistical applications.

   Knowledge of standard correspondence procedures, the ability to prepare completed correspondence and maintain filing for the office.
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