DRAFT RFP NNG08218142J


1. Architect 
Scope: Provides architectural services in the research, development, design, construction, alteration and/or repair of building, structures and associated infrastructure.

Responsibilities: His/her duties may include: provision of Architect-Engineer services in support of minor or major construction of facilities projects that may include Preliminary Engineering Reports, design packages, new construction, modification/rehabilitation construction, and repair construction; services shall include, but are not limited to engineering, project management, construction, supervision, inspection, documentation, and activation and validation; consults with customers to determine functional and spatial requirements, and prepares information regarding the design, specifications, materials, equipment, estimated costs and time;  plans preliminary layout of project and integrates engineering elements into unified design subject to managerial and/or engineering review and approval; preparation of scale and full sized drawings and contract documents for building contractors; assists in preparing RFP packages and awarding construction contracts; administering construction contracts; conducting periodic on-site observations of work in progress, evaluates and reports results; compiling information and/or preparing comprehensive technical studies and related reports. 

Education and Experience: Bachelor of Architecture, or equivalent, and five years of directly related work experience

2. Business Administration - Level I

Scope: Responsible for the business management, financial reporting and analysis, and purchasing.

Responsibilities: His/her duties may include: Assists in development and maintenance of operating plan, performs cost and schedule analysis including performance against operating plan, forecasting, budgeting and subcontractor performance Analysis and Trends; maintains overall system configuration control over  business databases; Service Orders, and both and Government charge numbers, Operating Plan estimates, past and projected quarterly sales revenues, verifies timecard data integrity; provides Hours and ODCs data for Government Contract Compliance Audit Analyses; compiles and analyzes indirect budgeting data on a monthly basis; prepares financial analysis for reviews; works with corporate accounting and Subcontractor’s accounting staff to resolve and provide solutions for financial and accounting issues regarding the contractor’s accounting system, and Vendor Level Invoicing, and task to charge reconciliation; initiates and manages Purchase Orders and purchases a wide variety of supplies and services.  

Education and Experience: Bachelors of Arts or Bachelors of Science preferably with a major in finance, accounting, economics, business management, or a related field. In lieu of formal education, ten years of related experience (An Associates Degree may substitute for 2 years of experience).

3. Business Administration – Level II

Scope: Responsible for the business management, financial reporting and analysis, and purchasing.

Responsibilities: His/her duties may include: Assists in development and maintenance of operating plan, performs cost and schedule analysis including performance against operating plan, forecasting, budgeting and subcontractor performance Analysis and Trends; maintains overall system configuration control over business databases; Service Orders, and both and Government charge numbers, Operating Plan estimates, past and projected quarterly sales revenues, verifies timecard data integrity; analyzes budgeting data on a monthly basis; prepares financial analysis for reviews; works with corporate accounting and Subcontractor’s accounting staff to resolve and provide solutions for financial and accounting issues regarding the contractor’s accounting system, and Vendor Invoicing, and task to charge reconciliation.  Initiates and manages Purchase Orders; develops cost estimates for complex elements of contracts and proposals; purchases a wide variety of supplies and services that are often complex in nature.  

Education and Experience: Bachelors of Arts or Bachelors of Science preferably with a major in finance, accounting, economics, business management or a related field and 5 years of related experience including experience in coordinating and directing the work of peers, is required. (A Masters in finance, accounting, economics, business management or a related field may be substituted for thee years of experience). In lieu of formal education, twenty years of related experience (An Associates Degree may substitute for 2 years of experience)

4. Business Administration – Level III

Scope: Responsible for the business management and financial reporting and analysis and ensures compliance with the contract and all applicable U.S. laws and regulations.

Responsibilities: His/her duties may include: Assists in development and maintenance of operating plan, performs cost and schedule analysis including performance against operating plan, forecasting, budgeting and subcontractor performance Analysis and Trends; maintains overall system configuration control over business databases; Service Orders, and both and Government charge numbers, Operating Plan estimates, past and projected quarterly sales revenues, verifies timecard data integrity; analyzes budgeting data on a monthly basis; prepares financial analysis for reviews; works with corporate accounting and Subcontractor’s accounting staff to resolve and provide solutions for financial and accounting issues regarding the contractor’s accounting system, and Vendor Invoicing, and task to charge reconciliation.  Initiates and manages Purchase Orders; develops cost estimates for complex elements of contracts and proposals; purchases a wide variety of supplies and services that are complex in nature; creates special reports for Program Manager and Customer for management guidance as needed; manages export/import compliance; interacts with Government management personnel on a regular basis. 

Education and Experience: Bachelors of Arts or Bachelors of Science preferably with a major in finance, accounting, economics, business management or a related field and 10 years of related experience, four of which is in a supervisory capacity is required (A Masters in finance, accounting, economics, business management or a related field may be substituted for thee years of experience).

5. Computer Systems Engineer 
Scope: Plans and controls the sustainability of computing resources.

Responsibilities: His/her duties may include: Obsolescence analysis, trade studies, systems evaluation of  special purpose computers and peripherals, work stations, and Local Area Networks, software operating systems, software development tools and packages; requirements development; coordination of maintenance and upgrades to the computer hardware and software systems.

Education and Experience: A Bachelor of Science degree in electrical engineering, software engineering, computer engineering, or computer science is required.  Five years of computer systems experience in a complex hardware/software environment with multiple computer systems and operating systems, and must have knowledge of software engineering principles. 
6. Configuration Management Specialist - Level I

Scope: Provides junior-level configuration management and data management support to IDIQ tasks.

Responsibilities: His/her duties may include: preparation of Configuration Change Requests (CCR), prepares CCR package, collects review comments, tracks CCR action items, coordinates CCB meetings; identifies and collects data associated with the configuration management system and maintains the database; monitors the configuration management systems and perform audits to ensure contract compliance; coordinates, records and documents activities of the  configuration Control Board (CCB);  tracks CCRs; supports the administration of task  requirements, configuration change control and configuration management as required. Perform routine configuration management tasks as required under minimal supervision
Education and Experience: A Bachelor degree is required.  In lieu of formal education, 3 years of years of configuration management experience (an Associates Degree may substitute for 2 years of experience).

7. Configuration Management Specialist - Level II 
Scope: Provides intermediate-level configuration management and data management support to IDIQ tasks.

Responsibilities: His/her duties may include: preparation of Configuration Change Requests (CCR), prepares CCR package, collects review comments, tracks CCR action items, coordinates CCB meetings; Identifies and collects data associated with the configuration management system and maintains the database; monitors the configuration management systems and perform audits to ensure contract compliance; coordinates, records and documents activities of the Configuration Control Board (CCB);  tracks CCRs; supports the administration of task requirements, configuration change control and configuration management as required

Education and Experience: A Bachelor degree and 3 years of configuration management experience is required.

8. Configuration Management Specialist - Level III 
Scope: Provides senior-level configuration management and data management support to IDIQ tasks.

Responsibilities: His/her duties may include: Provides expert knowledge of required compliance documentation including ASO 9000 and CMMI level 2, or greater; reviews, evaluates, recommends and implements new technology/enhancements to the configuration management system; prepares Configuration Change Requests (CCR), prepares CCR package, collects review comments, tracks CCR action items, coordinates CCB meetings; identifies and collects data associated with the configuration management system and maintains the database; monitors contractor’s configuration management systems and perform audits to ensure contract compliance; coordinates, records and documents activities of the Configuration Control Board (CCB);  tracks CCRs; supports the administration of task requirements, configuration change control and configuration management as required; ensures personnel have appropriate training; provides direction and discipline to employees and is responsible for the evaluation of personnel performance.  

Education and Experience: A Bachelor degree and 5 years of configuration management experience, including experience in coordinating and directing the work of peers, is required.

9. Electrical Engineer - Level I 
Scope:  Performs analysis, design, development, test and integration of electrical systems for ground system applications.
Responsibilities:  His/her duties may include: systems requirements development and allocation; performing or directing the analysis, design, fabrication, test and integration of electrical systems for ground system applications; interprets system level requirements as they apply to the development of electrical systems and components, identifies design alternatives and performs trade-off studies, link budget, sensitivity, reliability, failure mode and worst case analysis to determine the optimum approach for the design, and to predict performance of the system for the expected operational and environmental conditions; develops and executes test plans for electronics system verification and acceptance, and develops operations and maintenance documentation; designs or performs test sequences to measure and characterize the performance of electrical components and systems, and, subsequently, analyzes and interprets the test results and prepares summary reports.
Education and Experience:  A Bachelor of Science degree in electrical engineering, physics or mathematics is required.  
10. Electrical Engineer - Level II 
Scope:  Performs analysis, design, development, test and integration of electrical systems for ground system applications.
Responsibilities:  His/her duties may include: systems requirements development and allocation; performing or directing the analysis, design, fabrication, test and integration of electrical systems for ground system applications; interprets system level requirements as they apply to the development of electrical systems and components, identifies design alternatives and performs trade-off studies, link budget, sensitivity, reliability, failure mode and worst case analysis to determine the optimum approach for the design, and to predict performance of the system for the expected operational and environmental conditions; develops and executes test plans for electronics system verification and acceptance, and develops operations and maintenance documentation; designs or performs test sequences to measure and characterize the performance of electrical components and systems, and, subsequently, analyzes and interprets the test results and prepares summary reports. 

Education and Experience: A Bachelor of Science degree in electrical engineering, physics or mathematics is required.  This position requires a minimum of 5 years of experience in the analysis, design and development of electrical and electronic systems including hands-on work in the test and integration of Ground Data Systems. (A Masters degree in engineering, physics or mathematics may substitute for 3 years of experience).
11. Electrical Engineer- Level III 
Scope:  Directs or performs analysis, design, development, test and integration of electrical systems for ground system applications.
Responsibilities:  His/her duties may include: systems requirements development and allocation; performing or directing the analysis, design, fabrication, test and integration of electrical systems for ground system applications; interprets system level requirements as they apply to the development of electrical systems and components, identifies design alternatives and performs trade-off studies, link budget, sensitivity, reliability, failure mode and worst case analysis to determine the optimum approach for the design, and to predict performance of the system for the expected operational and environmental conditions; develops and executes test plans for electronics system verification and acceptance, and develops operations and maintenance documentation; designs or performs test sequences to measure and characterize the performance of electrical components and systems, and, subsequently, analyzes and interprets the test results and prepares summary reports. If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities
Education and Experience: A Bachelor of Science degree in electrical engineering, physics, computer science, or mathematics is required.  This position requires a minimum of 10 years of experience in the analysis, design and development of electrical and electronic systems including hands-on work in the test and integration of Ground Data Systems. (A Masters degree in engineering, physics or mathematics may substitute for 3 years of experience).

12. Electro-Optical Engineer 
Scope: Provides system level design, development, calibration and evaluation of electro-optic systems.  

Responsibilities:  His/her duties may include: systems requirements development and allocation; performs design, development, calibration, and evaluation of electro-optic elements, subsystems, and systems for ground-based systems including lasers, detectors, and beam control assemblies; performs system end-to-end studies, digital communication signal to noise analyses, establishes error budgets, etc.

Education and Experience:  A Bachelor of Science degree in electrical engineering, physics or mathematics is required.  This position requires a minimum of 5 years of experience in the design, fabrication, and testing of lasers, detectors, and control assemblies. (A Masters degree in engineering, physics or mathematics may substitute for 3 years of experience). 

13. Engineering COOP 
Scope:  The Cooperative Education Program (CO-OP) is an important link in the educational process that integrates college level academic study with full-time meaningful work experience.

Responsibilities:  His/her duties may include: assisting engineers in technical work pertinent to the Task Order to which assigned. These assignments are usually involve a wide variety of detailed activities which can include planning and conducting research and development, operations activities, and preparation of new specifications on similar or related types of equipment. The student will be given projects with varying degrees of difficulty depending on academic and/or work experience and interest.

Education and Experience:  Students pursuing a BS in Computer Engineering, Computer Science, Electrical Engineering, Mechanical Engineering, Mathematics, or Physics with a minimum of 30 semester hours at an accredited university with a good scholastic standing (2.9 G.P.A. overall), be enrolled in their school's Cooperative Education Program.

14. Facilities Specialist 
Scope: Coordinates facilities operations and maintenance, including buildings, grounds, antennas, HVAC, electrical power plant, vehicles, mechanical, plumbing, environmental, lighting and fire protection systems
Responsibilities: His/her duties may include: systems requirements development and allocation; oversees, coordinates and conducts the planning, construction, maintenance, operation, repair, renovation, alteration, and demolition of buildings, structures, equipment, machinery, and other facilities;  provide preventive and corrective maintenance, including on-site staffing with vendor  trained personnel, appropriate on site spare parts, and securing vendor support contracts to ensure continuous operations; gathers, compiles, reviews, and analyzes data related to facilities; performs facility condition assessments; evaluates facility problems and anomalies; prepares studies and reports;  coordinates with IDIQ task leads, engineers and architects performing facility work and advises and recommends on facility issue; evaluates project bids for cost, quality and schedule; monitors and inspects construction to ensure adherence to quality standards and project schedules; develops operation, maintenance, and certification procedures and manuals; plans, schedules, coordinates, and administers work performed under an overall work management system; leads operation, maintenance, repair, and construction work teams.  
Education and Experience: A Bachelors degree in a related technical field is required.  In lieu of formal education, fifteen years of related experience (an Associates Degree may substitute for 2 years of experience). This position requires a minimum of five years of related experience, including experience in coordinating and directing the work of peers.  

15. Field Engineering Specialist - Level I 
Scope:  Supports the Networks operations and test and integration of electronic and electromechanical systems.
Responsibilities:  His/her duties may include: Provides sustaining engineering support  for ground systems hardware, software, and firmware; modifies, test, and replaces subsystem components as necessary to ensure operability and maintainability; provides for the implementation, integration, test, and transfer into operations of hardware and software systems for network services, missions and projects; provides hardware maintenance services which may include re-installation and modification of existing equipment, preventive and corrective maintenance, and replacement of equipment as needed to maintain original hardware configuration functionality; prepares documentation of equipment architecture and cabling configurations.   

Education and Experience: A Bachelor of Science degree in related field.  This position requires five years of directly related experience.   Eight years of additional related experience qualifies for lack of Bachelor of Science degree in related field (an Associates Degree may substitute for 2 years of experience).

16. Field Engineering Specialist - Level II 
Scope:  Supports the Networks operations and test and integration of electronic and electromechanical systems.  

Responsibilities:  His/her duties may include: Provides sustaining engineering support  for ground systems hardware, software, and firmware; modifies, test, and replaces subsystem components as necessary to ensure operability and maintainability; provides for the implementation, integration, test, and transfer into operations of hardware and software systems for network services, missions and projects; provides hardware maintenance services which may include re-installation and modification of existing equipment, preventive and corrective maintenance, and replacement of equipment as needed to maintain original hardware configuration functionality; prepares documentation of equipment architecture and cabling configurations.    

Education and Experience: A Bachelor of Science degree in related field.  This position requires five years of directly related experience.   13 years of additional related experience qualifies for lack of Bachelor of Science degree in related field (an Associates Degree may substitute for 2 years of experience).
17. Health, Safety and Environment Specialist 
Scope: 
Responsibilities: Implements a system safety approach in which development, testing, flight support, ground operations, and maintenance activities are assessed for hazards, and shall institutes management processes for assuring personnel and property will be protected from injury or harm as a result of exposure to these hazards; plans and implements an industrial safety and environmental program meeting contract requirements; develops and provides contract specific safety and environmental training and educational materials; evaluates work processes for hazardous situations, performs environmental and human engineering assessments, and implements remedial actions;  prepares reports; performs root cause analysis of accidents, mishaps and close calls.
Education and Experience: A Bachelor of Science degree in safety and environmental engineering, or related technical field, and three years of safety/environmental experience.

18. Information Technology Specialist – Level I 
Scope: 
Responsibilities: His/her duties may include: performs support activities associated with the design, development, implementation, and maintenance of IT systems; specializations may include networks and telecommunications, LAN/WAN administration, performs website development and maintenance, cybersecurity, intra-computer communications, network design and support, network and system management/administration; evaluates and designs systems to structure and access databases; cybersecurity programs across platforms; conducts routine cybersecurity activities; provides inventory and control for all media forms of data and ensures all requirements are satisfied for data storage, usage, and accountability; performs a variety of activities associated with the applications software, database management, system testing and development activities of an operational system; performs software installation at all promotion levels, system configuration management, database maintenance and control, assistance in the development phase of projects, troubleshooting problems and providing solutions, interacting with customers, procedures and standards development, formal documentation development and participation in system acceptance test activities; analyses of systems performance; researches documents, tracks trends, and resolves issues requiring frequent interaction with outside vendors and contracts; test/evaluate system's performance against specifications.
Education and Experience: A Bachelors degree in computer science, information technology, mathematics or a related technical field is required.  In lieu of formal education, five years of related experience (an Associates Degree may substitute for 2 years of experience).

19. Information Technology Specialist - Level II 
Scope: 
Responsibilities: His/her duties may include: performs support activities associated with the design, development, implementation, and maintenance of IT systems; systems requirements development and allocation; specialization are networks and telecommunications, LAN/WAN administration, cybersecurity , intra-computer communications, network design and support, network and system management/administration; evaluates and designs systems to structure and access databases; analyzes IT requirements; addresses complex cybersecurity issues for IT systems; leads the implementation of cybersecurity programs designed to anticipate, assess and minimize system vulnerabilities, such as intrusion detection or access authentication programs; coordinates the implementation of cybersecurity programs across platforms; schedules and conducts special cybersecurity studies, surveys, or reviews of IT systems; prepares and  reviews specifications of IT-related purchases to ensure they contain full consideration of cybersecurity-related needs.

Education and Experience: A Bachelors degree in computer science, information technology, mathematics or a related technical field is required. This position requires a minimum of five years of related experience, including experience in coordinating and directing the work of peers (a Masters degree in a technical field may substitute for three years of experience). 

20. Logistics Specialist - Level I 
Scope: Provides logistic and property support services.
Responsibilities: His/her duties may include: provision of logistic support services by performing a variety of assignments, related to the procurement, receipt, shipment, and disposition of materials, in a variety of areas such as inventory management, warehousing, material control, property management and transportation activities; ensures that hardware, and materials are being handled and stored properly to prevent degradation and/or damage. Typically, position is multi-focused and performs a wide variety of assignments in various logistic areas.  Position may perform in a single logistic area; however, the assignments would be non-routine and somewhat difficult in nature.
Education and Experience: A Bachelors degree in a related technical field is required.  In lieu of formal education, eight years of related experience (an Associates Degree may substitute for 2 years of experience).

21. Logistics Specialist - Level II 
Scope: Provides logistic and property support services and analyses.
Responsibilities: His/her duties may include: management of  a variety of logistics functions i.e.; receipt, shipment, and disposition of materials, in a variety of areas such as inventory management, warehousing, material control, property management and transportation activities; act as lead or be required to supervise lower-level personnel; evaluation of the design for life-cycle cost analysis, trade studies, sparing analysis, and break-even analysis in support of the Life-Cycle Cost reductions; systems requirements development and allocation; determines support requirements based upon Life Cycle Costs, reliability analysis and the relative supportability of alternative concepts; applies fundamental logistics engineering concepts, practices, and procedures; performs government property administration and accounting duties requiring experience and knowledge in government property administration practices.
Education and Experience: Bachelors degree in a related technical field. This position requires a minimum of five years of related experience, including experience in coordinating and directing the work of peers.

22. Mechanical Engineer - Level I 
Scope:  Performs analysis, design, development, test and integration of mechanical systems for ground system applications.
Responsibilities:  His/her duties may include: systems requirements development and allocation; performing the analysis, design, fabrication, test and integration of mechanical systems for ground system applications; interprets system level requirements as they apply to the development of mechanical systems and components, identifies design alternatives and performs trade-off studies, link budget, sensitivity, reliability, failure mode and worst case analysis to determine the optimum approach for the design, and to predict performance of the system for the expected operational and environmental conditions; develops and executes test plans for mechanical system verification and acceptance, and develops operations and maintenance documentation; designs or performs test sequences to measure and characterize the performance of mechanical components and systems, and, subsequently, analyzes and interprets the test results and prepares summary reports. If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities
Education and Experience:  A Bachelor of Science degree in mechanical engineering, physics or mathematics is required.  
23. Mechanical Engineer - Level II 
Scope:  Performs analysis, design, development, test and integration of mechanical systems for ground system applications.  

Responsibilities:  His/her duties may include: systems requirements development and allocation; performing the analysis, design, fabrication, test and integration of mechanical systems for ground system applications; interprets system level requirements as they apply to the development of mechanical systems and components, identifies design alternatives and performs trade-off studies, link budget, sensitivity, reliability, failure mode and worst case analysis to determine the optimum approach for the design, and to predict performance of the system for the expected operational and environmental conditions; develops and executes test plans for mechanical system verification and acceptance, and develops operations and maintenance documentation; designs or performs test sequences to measure and characterize the performance of mechanical components and systems, and, subsequently, analyzes and interprets the test results and prepares summary reports. If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities.
Education and Experience: A Bachelor of Science degree in mechanical engineering, physics or mathematics is required.  This position requires a minimum of 5 years of experience in the analysis, design and development of mechanical systems including hands-on work in the test and integration of ground data systems. (A Masters degree in engineering, physics or mathematics may substitute for 3 years of experience).
24. Mechanical Engineer - Level III 
Scope:  Performs the analysis, design, fabrication, configuration management, documentation, and integration and test of mechanical components and systems for Space Communications Network (SCN) systems applications.  

Responsibilities: His/her duties may include: systems requirements development and allocation; performing the analysis, design, fabrication, test and integration of mechanical systems for ground system applications; interprets system level requirements as they apply to the development of mechanical systems and components, identifies design alternatives and performs trade-off studies, link budget, sensitivity, reliability, failure mode and worst case analysis to determine the optimum approach for the design, and to predict performance of the system for the expected operational and environmental conditions; develops and executes test plans for mechanical system verification and acceptance, and develops operations and maintenance documentation; designs or performs test sequences to measure and characterize the performance of mechanical components and systems, and, subsequently, analyzes and interprets the test results and prepares summary reports. If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities
Education and Experience:  A Bachelor of Science degree in mechanical engineering, physics or mathematics is required.  This position requires a minimum of 10 years of experience in the analysis, design and development of mechanical systems including hands-on work in the test and integration of ground data systems. (A Masters degree in engineering, physics or mathematics may substitute for 3 years of experience).

25. Mission Commitment Engineer - Level I 
Scope: Provides networks and requirements planning functions throughout the life cycle of a mission or project. 
Responsibilities: His/her duties may include: Provides analysis and supports network loading studies, trade studies, mission requirements feasibility assessments, telecommunications analyses to characterize RF and geometric performance, reliability assessments, maintenance and update to the mission set, modeling and capability studies; supports development, evaluation, alternative analysis, documentation, and maintenance of mission requirements and responses; prepares procedural documents and test plans; coordinates the testing and integration of new systems as well as customer missions with the supporting networks, and participates in internal and external reviews as required;  provides engineering interface testing with other elements and customers based upon changes to their systems or upon change to the networks; detects, reports, isolates, and resolves anomalies in services with minimal/no interruption to ongoing services. 
Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, mathematics or a related technical field is required.  In lieu of formal education, fifteen years of related experience (an Associates Degree may substitute for 2 years of experience).

26. Mission Commitment Engineer - Level II 
Scope: Provides networks and requirements planning functions throughout the life cycle of a mission or project as a single point-of-contact for the coordination of SCNS services and resources.
Responsibilities: His/her duties may include: Provides analysis and supports network loading studies, trade studies, mission requirements feasibility assessments, telecommunications analyses to characterize RF and geometric performance, reliability assessments, maintenance and update to the mission set, modeling and capability studies; supports development, evaluation, alternative analysis, documentation, and maintenance of mission requirements and responses; prepares procedural documents and test plans; coordinates the testing and integration of new systems as well as customer missions with the supporting networks, and participates in internal and external reviews as required;  provides engineering interface testing with other elements and customers based upon changes to their systems or upon change to the networks; detects, reports, isolates, and resolves anomalies in services with minimal/no interruption to ongoing services.

Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, mathematics, or a related technical field is required.  This position requires a minimum of five years of related experience, including experience in coordinating and directing the work of peers (a Masters degree in a technical field may substitute for three years of experience). 
27. Mission Commitment Engineer - Level III 
Scope: Provides networks and requirements planning functions throughout the life cycle of a mission or project as a single point-of-contact for the coordination of SCNS services and resources.

Responsibilities: His/her duties may include: Provides analysis and supports network loading studies, trade studies, mission requirements feasibility assessments, telecommunications analyses to characterize RF and geometric performance, reliability assessments, maintenance and update to the mission set, modeling and capability studies; supports development, evaluation, alternative analysis, documentation, and maintenance of mission requirements and responses; prepares procedural documents and test plans; coordinates the testing and integration of new systems as well as customer missions with the supporting networks, and leads contractor team members in internal and external reviews as required;  directs engineering interface testing with other elements and customers based upon changes to their systems or upon change to the networks; detects, reports, isolates, and resolves anomalies in services with minimal/no interruption to ongoing services.

Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, mathematics, or a related technical field is required.  This position requires a minimum of ten years of related experience, including experience in coordinating and directing the work of peers (a Masters degree in a technical or business field may substitute for 3 years of experience).

28. Network Scheduling Analyst - Level I 
Scope:  Plans and schedules Network support.

Responsibilities:  His/her duties may include: planning and scheduling of a resource or resources for an element (e.g. mission, GN or SN Scheduling, project, site, element, network, system); receives requests for the element resources, schedules the requests using existing tools and methods, identifies conflicts, and performs conflict resolution and negotiation in a manner to optimize resource usage; notifies all requesters and entities (people or systems) which manage, support or utilize the resource(s) of the schedule for use; reacts to changes and modifies resource schedules accordingly; performs analysis of new requests or resources as well as new ways of using existing resources; supports planning and scheduling testing activities of the new resources; performs procedure development beginning with review for clarity and evolving to technical critique and writing; participates in metric gathering on the planning and scheduling processes beginning with recording data and evolving to defining and tracking metrics and determining long range planning and scheduling strategy. 

Education and Experience: A Bachelor of Science Degree in related field.  13 years of directly related experience qualifies for lack of Bachelors Degree in a related field.
29. Network Scheduling Analyst - Level II 
Scope:  Plans and schedules Network support.

Responsibilities:  His/her duties may include: planning and scheduling of a resource or resources for an element (e.g. mission, GN or SN Scheduling, project, site, element, network, system); receives requests for the element resources, schedules the requests using existing tools and methods, identifies conflicts, and performs conflict resolution and negotiation in a manner to optimize resource usage; notifies all requesters and entities (people or systems) which manage, support or utilize the resource(s) of the schedule for use; reacts to changes and modifies resource schedules accordingly; performs analysis of new requests or resources as well as new ways of using existing resources; supports planning and scheduling testing activities of the new resources; performs procedure development beginning with review for clarity and evolving to technical critique and writing; participates in metric gathering on the planning and scheduling processes beginning with recording data and evolving to defining and tracking metrics and determining long range planning and scheduling strategy.

Education and Experience: A Bachelor of Science Degree in related field, with five years of directly related experience.  13 years additional related experience qualifies for lack of Bachelors Degree in a related field.

30. Office Manager 

Scope: Provides a wide variety of administrative and staff support services to an organizational unit.

Responsibilities: His/her duties may include: assist in budget preparation and control activities; administer programs, projects, and/or processes specific to the operating unit served; performs advanced, diversified and confidential secretarial and administrative duties requiring broad and comprehensive experience, skill and knowledge of organization policies and practices; prepares correspondence, memoranda, reports, etc.; compose and may initiate routine correspondence and memoranda; screens telephone calls and visitors, and resolves routine and some complex inquiries; schedules and maintains calendar of appointments, meetings and travel itineraries, and coordinates related arrangements.  Prepares and distributes minutes of meetings; monitors status of various operational supports. Analyzes data and prepares various informational reports/summaries to internal/external customers; coordinates administrative computing, networking and telecommunications services. 

Education and Experience: A Bachelors degree and 2 years of related experience. In lieu of formal education, an additional ten years of directly related experience (An Associates Degree may substitute for 2 years of experience).

31. Project Manager – Level 
Scope: Manages and directs engineering/operations on a major IDIQ task project, or manages multiple IDIQ tasks, providing necessary project management and leadership to assure technical, cost, and schedule deliverables.  
Responsibilities: His/her duties may include: support of complex and/or technologically challenging tasks including the leadership in generating the Task Plan and Cost Proposal, providing guidance during the task implementation, conducting technology assessments and making recommendations for technology insertions, making trade study assessments, and recommendations, supporting Preliminary Design Review (PDR), Critical Design Review (CDR), Operations Readiness Review (ORR), and reviewing deliverables, ensuring operational support to customers, providing technical consultation advice to Task Leads regarding design issues, development and test approaches, and test result assessments, leading teams established by the Program Manager to conduct investigations of programmatic or task-level problems and to make recommendations for recovery plans; and providing recommendations regarding operations considerations. Develops, maintains, and reports technical performance metrics which effectively measure the level of performance in execution of the SOW and IDIQ Task Orders. Provides direction and discipline to employees and is responsible for the evaluation of personnel performance.
Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, or mathematics is required.  This position requires a minimum of 12 years of related experience, including 6 years of program/project management experience with supervisory/management responsibilities (a Masters degree in a technical or business field may substitute for 3 years of experience).

32. Project Scheduler - Level I 
Scope: Create, maintain, and control project schedules

Responsibilities:  His/her duties may include: creation, maintenance, and control of project and task schedules; documentation of changes and revisions to task/project schedules; Identification of   milestones and activities necessary to achieve task/project objectives; developments project logic networks and estimates, validates and analyses of project activity sequencing, duration and resource requirements; prepares and maintain a schedule management plan which defines the requirements for schedule planning and control; coordination with the task lead to correlation of project schedules task requirements; conducts analyses of project schedules, coordinates and evaluate project risks; perform schedule analysis to determine overall project performance, variances and risk areas

Education and Experience:   A Bachelors degree is required.  In lieu of formal education, eight years of related experience (an Associates Degree may substitute for 2 years of experience).
33. Project Scheduler - Level II 
Scope: Create, maintain, and control complex project schedules

Responsibilities:  His/her duties may include: creation, maintenance, and control of large and complex project and task schedules; documents of changes and revisions to task/project schedules; identifies  milestones and activities necessary to achieve task/project objectives; developments project logic networks and estimates, validates and analyses of project activity sequencing, duration and resource requirements; prepares and maintain a schedule management plan which defines the requirements for schedule planning and control; coordination with the task lead to correlation of project schedules task requirements; conducts analyses of project schedules, coordinates and evaluate project risks; perform schedule analysis to determine overall project performance, variances and risk areas

Education and Experience:   A Bachelors degree is required.  In lieu of formal education, eight years of related experience (an Associates Degree may substitute for 2 years of experience).  This position requires a minimum of 5 years of project scheduling experience.

34. Quality Analyst 
Scope: Provides technical training support services and analyses.
Responsibilities: His/her duties may include: developing, maintaining, and implementing quality standards and protocols; devises and implements methods and procedures for inspecting, testing, and evaluating the precision and accuracy of products; designs or specifies inspection and testing mechanisms and equipment; conducts quality assurance tests; performs statistical analyses; perform Failure Mode Effect Analyses and  Fault Tree Analyses; conducts internal audits and performs necessary corrective/preventive actions; supports Root Cause and Corrective Action and process improvement initiatives, supports the risk management processes and risk boards.  

Education and Experience: A Bachelors degree plus specialized training in AS/ISO quality standards, professional certification is desirable. Five years of directly related experience, with 2 or more years experience in ASO 9100/ISO 9000:2000 certified, or CMMI Level 2+ Quality Management Systems is required.  
35. Satellite Operations Specialist - Level I 
Scope:  Performs analysis and planning safe and efficient space communications services and spacecraft operations. 

Responsibilities:  His/her duties may include: Develops plans and procedures to provide maximum mission support in areas such as orbit dynamics, satellite performance analysis, command and control of on-orbit satellites; provides console operations, which consists of monitoring telemetry on workstation displays and responding to out-of-limits conditions, sending commands for routine and non-routine spacecraft operations, performing ground antenna handovers and frequency switches, preventing, if possible, and recovering from Emergency Time Outs (ETOs) and losses of attitude control, and scheduling tracking to provide the Flight Dynamics Facility (FDF) with data to use for orbit determination; provides engineering services for all technical aspects of the mission, including all spacecraft and ground components; provides overall coordination of engineering and console operations; performs long term mission planning, Flight Operation Team trending philosophy, and contingency approach and methodology; supports flight software maintenance activities.  

Education and Experience: A Bachelor of Science degree in engineering, physics, computer science or mathematics is required.    In lieu of formal education, eleven years of directly related experience. This position requires three years of directly related experience.

36. Satellite Operations Specialist - Level II 
Scope:  Performs analysis and planning safe and efficient space communications services and spacecraft operations.

Responsibilities:  His/her duties may include: Develops plans and procedures to provide maximum mission support in areas such as orbit dynamics, satellite performance analysis, command and control of on-orbit satellites; console operations, which consists of monitoring telemetry on workstation displays and responding to out-of-limits conditions, sending commands for routine and non-routine spacecraft operations, performing ground antenna handovers and frequency switches, preventing, if possible, and recovering from Emergency Time Outs  and losses of attitude control, and scheduling tracking to provide the Flight Dynamics Facility with data to use for orbit determination; provides engineering services for all technical aspects of the mission, including all spacecraft and ground components; provides overall coordination of engineering and console operations; performs long term mission planning, Flight Operation Team trending philosophy, and contingency approach and methodology; supports flight software maintenance activities. 

Education and Experience: A Bachelor of Science degree in engineering, physics, computer science or mathematics is required.    This position requires six years of directly related experience.

37. Software Engineer - Level I 
Scope:  Develops software in accordance with applicable requirements documentation.  

Responsibilities:  His/her duties may include: develops code in accordance with applicable requirements documentation; develops and executes test plans for software system verification and acceptance, and develops required documentation.  

Education and Experience:  A Bachelors degree in computer science, information technology, mathematics or a related technical field is required.  
38. Software Engineer - Level II 
Scope: Develops software in accordance with applicable requirements documentation.  

Responsibilities:  His/her duties may include: develops code in accordance with applicable requirements documentation; develops and executes test plans for software system verification and acceptance, and develops required documentation; systems requirements development and allocation; manages software specifications, analyses software systems, codes of software modules, supports the integration of hardware and software systems, and generation of related documentation.

Education and Experience:  A Bachelors degree in computer science, information technology, mathematics or a related technical field is required.   This position requires a minimum of 5 years of experience in the analysis, design and development of software systems including hands-on work in the test and integration of Ground Data Systems. (A Masters degree in engineering, physics, computer science, information technology, mathematics or a related technical field may substitute for 3 years of experience).
39. Software Engineer - Level III 
Scope:  Provides software project development support.  

Responsibilities:  His/her duties may include: develops code in accordance with applicable requirements documentation; develops and executes test plans for software system verification and acceptance, and develops required documentation; systems requirements development and allocation; manages software specifications, analyses software systems, codes of software modules, supports the integration of hardware and software systems, and generation of related documentation; manages software specifications, analyses software systems, codes of software modules, supports the integration of hardware and software systems, and generation of related documentation; systems requirements development and allocation. A Software Engineer III will also be responsible for software engineering compliance with CMMI level 2+. If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities.

Education and Experience:  A Bachelors degree in computer science, information technology, mathematics or a related technical field is required.   This position requires a minimum of 10 years of experience in the analysis, design and development of software systems including hands-on work in the test and integration of Ground Data Systems. (A Masters degree in engineering, physics, computer science, information technology, mathematics or a related technical field may substitute for 3 years of experience).

40. Subject Matter Expert - Level I 
Scope: Provides specialized and comprehensive expertise in a highly specific subject matter such as Software Engineering, Systems Engineering, Mechanical/Electrical/Aerospace Engineering, or Satellite Operations.  
Responsibilities: His/her duties may include: supports multiple functional areas with expertise relating to areas such as engineering, architecture analysis and modeling, etc.; participates in special studies with highly specific scope; participates as a creator or reviewer for trade and concept analyses, provides for the implementation, integration, test, and transfer into operations of hardware and software systems for network services, missions and projects; consults with senior level management and customers on complex technical issues; applies sound analysis and scientific/engineering consulting expertise and practices to solve a wide variety of complex customer problems; applies expert knowledge and expertise to develop and recommend creative and innovative solutions.  
Education and Experience: A Masters degree in engineering, physics, computer science, mathematics, or a related technical field is required.  This position requires a minimum of 10 years of related experience (a Ph.D. in a related technical field may substitute for 4 years of experience).

41. Subject Matter Expert - Level II 
Scope: Provides specialized and comprehensive expertise in a highly specific subject matter such as Software Engineering, Systems Engineering, Mechanical/Electrical/Aerospace Engineering, or Satellite Operations.  
Responsibilities: His/her duties may include: Supports multiple functional areas with expertise relating to areas such as engineering, architecture analysis and modeling, etc.; participates in special studies with highly specific scope; participates as a creator or reviewer for trade and concept analyses.  Provides for the implementation, integration, test, and transfer into operations of hardware and software systems for network services, missions and projects; consults with senior level management and customers on the most complex technical issues; applies sound analysis and scientific/engineering consulting expertise and practices to solve a wide variety of complex customer problems; applies expert knowledge and expertise to develop and recommend creative and innovative solutions.
Education and Experience: A Masters degree in engineering, physics, computer science, mathematics, or a related technical field is required.  This position requires a minimum of 15 years of related experience (a Ph.D. in a related technical field may substitute for 4 years of experience).
42. Systems Engineer - Level I 
Scope:  Ensures that systems requirements are achieved.
Responsibilities:  His/her duties may include:  performs system engineering for a system or subsystems using methodologies and techniques appropriate to the engineering discipline; operations concept development; provides expert advice and support during the entire life cycle from the specification and analysis of requirements, through the design of the hardware or software, procurement, fabrication, assembly, to integration and test to verify that system requirements have been realized; support of the mission or system; interface control; identifies and solves technical problems during all phases; develops technical reports and documentation. If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities. 

Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, or mathematics is required.  A minimum of eight years experience in the analysis, design and development of ground data systems is required.  Prior experience in coordinating and directing the work of peers is required. (A Masters degree in engineering, physics, computer science, or mathematics may substitute for 3 years of experience).

43. Systems Engineer - Level II 
Scope:  Ensures that systems requirements are achieved. 

Responsibilities:  His/her duties may include:  performs system engineering for a system or subsystems using methodologies and techniques appropriate to the engineering discipline; operations concept development; provides expert advice and support during the entire life cycle from the specification and analysis of requirements, through the design of the hardware or software, procurement, fabrication, assembly, to integration and test to verify that system requirements have been realized; support of the mission or system; interface control; identifies and solves technical problems during all phases; develops technical reports and documentation.  If functioning as a lead engineer, provide technical direction for the definition and development of a system or subsystem and coordinate all appropriate engineering activities.

Education and Experience: A Masters degree in engineering, physics, computer science or mathematics is required.  A minimum of ten years experience in the analysis, design and development of ground data systems is required.  Prior experience in coordinating and directing the work of peers is required.

44. Technical Manager I 
Scope: Manages and directs individual engineering/operations IDIQ task and provides necessary project management and leadership to assure technical, cost, and schedule deliverables.

Responsibilities: His/her duties may include: support of routine tasks or portions of larger more complex tasks,   providing guidance during the task implementation, making trade study assessments, and recommendations, supporting and reviewing deliverables, ensuring operational support to customers, providing technical consultation advice engineers regarding design issues, development and test approaches, and test result assessments, leading teams established by the Project Manager to conduct investigations of task-level problems and to make recommendations for recovery plans; and providing recommendations regarding operations considerations; coordinates task requirements and monitors performance of the section or shift; coordinates normal operational and administrative activities; provides work assignments and schedules; ensures plans, policies, and procedures are implemented and followed.  Ensures personnel have appropriate skills. Provides direction and discipline to employees and is responsible for the evaluation of personnel performance.  
Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, mathematics, or a related technical field is required. This position requires a minimum of 5 years of related experience, including experience in coordinating and directing the work of peers, is required (a Masters degree in a technical or business field may substitute for 3 years of experience).

45. Technical Manager II 
Scope: Manages and directs engineering/operations IDIQ task(s) and provides necessary project management and leadership to assure technical, cost, and schedule deliverables.

Responsibilities: His/her duties may include: support of complex and/or technologically challenging tasks (or portions of larger more complex tasks) including the leadership in generating the Task Plan and Cost Proposal; providing guidance during the task implementation; conducting technology assessments and making recommendations for technology insertions; making trade study assessments and recommendations; supporting PDR, CDR, ORR, and reviewing deliverables; ensuring operational support to customers; providing technical consultation advice to Task Leads regarding design issues; development and test approaches, and test result assessments; leading teams established by the Project Manager to conduct investigations of programmatic or task-level problems and to make recommendations for recovery plans; and providing recommendations regarding operations considerations. Provides direction and discipline to employees and is responsible for the evaluation of personnel performance.
Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, mathematics, or a related technical field is required.  This position requires a minimum of 8 years of related experience, including 3 years of project management experience with supervisory/management responsibilities (a Masters degree in a technical or business field may substitute for 3 years of experience).
46. Technical Manager III 
Scope: Manages and directs engineering/operations IDIQ task(s) and provides necessary project management and leadership to assure technical, cost, and schedule deliverables. 

Responsibilities: His/her duties may include: support of complex and/or technologically challenging tasks (or portions of larger more complex tasks) including the leadership in generating the Task Plan and Cost Proposal; providing guidance during the task implementation; conducting technology assessments and making recommendations for technology insertions; making trade study assessments and recommendations; supporting PDR, CDR, ORR, and reviewing deliverables; ensuring operational support to customers; providing technical consultation advice to Task Leads regarding design issues; development and test approaches, and test result assessments; leading teams established by the Project Manager to conduct investigations of programmatic or task-level problems and to make recommendations for recovery plans; and providing recommendations regarding operations considerations. Provides direction and discipline to employees and is responsible for the evaluation of personnel performance.
Education and Experience: A Bachelor of Science degree in engineering, physics, computer science, mathematics, or a related technical field is required.  This position requires a minimum of 10 years of related experience, including 5 years of project management experience with supervisory/management responsibilities (a Masters degree in a technical or business field may substitute for 3 years of experience).
47. Technical Supervisor/Lead I 
Scope: Manages a segment of the organization's technical operations such as Satellite Operations, Ground Station Systems, or Integration and Test in compliance with established policies and procedures.
Responsibilities: His/her duties may include: Coordination of task requirements and monitors performance of the section or shift;  coordinates normal operational and administrative activities; recommends improvements in the operations processes; provides work assignments and schedules; ensures plans, policies, and procedures are implemented and followed; detects, reports, isolates, and resolves anomalies in services with minimal/no interruption to ongoing services; ensures personnel have appropriate training; provides direction and discipline to employees and is responsible for the evaluation of personnel performance.  
Education and Experience: A Bachelor of Science degree in related technical field plus four years progressive technical experience is required.  (In lieu of formal education, 12 years progressive technical experience.)

48. Technical Supervisor/Lead II 
Scope: Manages a segment of the organization's technical operations such as Satellite Operations, Ground Station Systems, or Integration and Test in compliance with established policies and procedures.
Responsibilities: His/her duties may include: Coordination of task requirements and monitors performance of the section or shift;  coordinates normal operational and administrative activities; recommends improvements in the operations processes; provides work assignments and schedules; ensures plans, policies, and procedures are implemented and followed; detects, reports, isolates, and resolves anomalies in services with minimal/no interruption to ongoing services; ensures personnel have appropriate training; provides direction and discipline to employees and is responsible for the evaluation of personnel performance.  
Education and Experience: A Bachelors degree in related technical field plus four years progressive technical and management/supervisory experience is required.  (In lieu of formal education, 16 years progressive technical experience.)

49. Technical Supervisor/Lead III 
Scope: Manages a segment of the organization's technical operations such as Satellite Operations, Ground Station Systems, or Integration and Test in compliance with established policies and procedures.
Responsibilities: His/her duties may include: Coordination of task requirements and monitors performance of the section or shift;  coordinates normal operational and administrative activities; recommends improvements in the operations processes; provides work assignments and schedules; ensures plans, policies, and procedures are implemented and followed; detects, reports, isolates, and resolves anomalies in services with minimal/no interruption to ongoing services; participate in developing, interpreting and implementing policies and procedures for the department; ensures personnel have appropriate training; provides direction and discipline to employees and is responsible for the evaluation of personnel performance.  
Education and Experience: A Bachelor of Science degree in related technical field plus eight years progressive technical experience, four of which is in a supervisory capacity is required 
50. Technical Writer - Level I 
Scope:  Develops and maintains a wide variety of technical, management and business documentation.

Responsibilities:  Maintains documentation for systems and subsystems functional and performance requirements, interface specifications, system design, as-built implementations, operations procedures, maintenance documentation, and process documentation; writes technical documents such as procedure manuals, service manuals, and related technical publications concerned with installation, operation, and maintenance of electronic, electrical, mechanical, and other equipment and other related documents.

Education and Experience: A Bachelors degree in English, Journalism, or related field.  In lieu of formal education, ten years of related experience (an Associates Degree may substitute for 2 years of experience).

51. Technical Writer - Level II 
Scope:  Develops and maintains a wide variety of technical, management and business documentation.

Responsibilities:  Maintains documentation for systems and subsystems functional and performance requirements, interface specifications, system design, as-built implementations, operations procedures, maintenance documentation, and process documentation; writes technical documents such as procedure manuals, service manuals, and related technical publications concerned with installation, operation, and maintenance of electronic, electrical, mechanical, and other equipment and other related documents. 

Education and Experience: A Bachelors degree in English, Journalism, or related field, with five years of related experience.  In lieu of formal education, fifteen years of related experience (an Associates Degree may substitute for 2 years of experience).

52. Training Specialist 

Scope: Provides technical training support services and analyses.
Responsibilities: His/her duties may include: performing training needs analysis, planning, design/development, delivery, and evaluation for a variety of training services (such as instructor-based, on-the-job, self study, interactive multimedia/computer-based training, etc.); supervises and evaluates student activities; preparation of training-related documentation in accordance with technical requirement; provides training consultation to mangers/ supervisors, including analysis of training needs/requirements and the recommendation/coordination of appropriate training services; manages all aspects of training projects as assigned by management, including financial, personnel, and material resource management.  
Education and Experience: A Bachelors degree in a related technical field is required.  In lieu of formal education, eight years of related experience (an Associates Degree may substitute for 2 years of experience).  This position also requires a minimum of five years of technical related experience.

	NONEXEMPT WAGE DETERMINED POSITIONS



	01118 GENERAL CLERK IV 
Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence. Selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures. Typical duties include: assisting in a variety of administrative matters; maintaining a wide variety of financial or other records; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints. May also direct lower level clerks. Positions above level IV are excluded. Such positions (which may include supervisory responsibility over lower level clerks) require workers to use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments. Typical jobs covered by this exclusion include administrative assistants, clerical supervisors, and office managers

Education/Experience:  High School plus 5 years of related experience.

	01270 PRODUCTION CONTROL CLERK 
Compiles and records production data for industrial establishments to compare records and reports on volume of production, consumption of material, quality control, and other aspects of production, performing any combination of the following duties: Compiles and records production data from such documents as customer orders, work tickets, product specifications, and individual worker production sheets, following prescribed recording procedures and using typewriter and other devices. Calculates such factors as types and quantities of items produced, materials used, amount of scrap, frequency of defects, and worker and department production rates, using adding machine or calculator. Writes production reports based on data compiled, tabulated and computed, following prescribed formats. Maintains files of documents used and prepared. Compiles from customer orders and other specifications detailed production sheets or work tickets for use by production workers as guides in assembly or manufacture of products. Prepares written work schedules based on established guidelines and priorities. Compiles material inventory records and prepares requisitions for procurement of materials and supplies. Charts production, using chart, graph, or pegboard, based on statistics compiled for reference by production and management personnel. Sorts and distributes work tickets or material to workers. May compute wages from employee time cards and post wage data on records used for preparation of payroll.

Education/Experience:  High School plus 2 years related experience.

	01311 THRU 01315 SECRETARY I thru V (Occupational Base) 

Provides principal secretarial support in an office, usually to one individual, and, in some cases, also to the subordinate staff of that individual. Maintains a close and highly responsive relationship to the day-to-day activities of the supervisor and staff. Works fairly independently, receiving a minimum of detailed supervision and guidance. Performs varied clerical and secretarial duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office. 

Classification by Level 

Secretary jobs which meet the required characteristics are matched at one of five levels according to two factors: (a) Level of the secretary's supervisor within the overall organizational structure, and (b) level of the secretary's responsibility. The table following the explanations of these factors indicates the level of the secretary for each combination of factors. 

LR-1 Carries out recurring office procedures independently. Selects the guideline or reference which fits the specific case. Supervisor provides specific instructions on new assignments and checks completed work for accuracy.

Education/Experience:  High School plus 2 years related experience.

LR-2 Handles differing situations, problems, and deviations in the work of the office according to the supervisor's general instructions, priorities, duties, policies, and program goals. Supervisor may assist secretary with special assignments. 

Education/Experience:  High School plus 4 years of related experience.

LR-3 Uses greater judgment and initiative to determine the approach or action to take in nonroutine situations. Interprets and adapts guidelines, including unwritten policies, precedents, and practices, which are not always completely applicable to changing situations. 

Education/Experience:  High School plus 6 years of related experience.

LR-4 Handles a wide variety of situations and conflicts involving the clerical or administrative functions of the office which often cannot be brought to the attention of the executive. The executive sets the overall objectives of the work. Secretary may participate in developing the work deadlines. 

Education/Experience:  High School plus 8 years of related experience.



	01613 WORD PROCESSOR III 
Requires both a comprehensive knowledge of word processing software applications and office practices and a high degree of skill in applying software functions to prepare complex and detailed documents. For example, processes complex and lengthy technical reports which include tables, graphs, charts, or multiple columns. Uses either different word processing packages or many different style macros or special command functions. Independently completes assignments and resolves problems

Education/Experience:  High School plus 2 years of related experience.

	03043 COMPUTER OPERATOR III 
Processes a range of scheduled routines. In addition to operating the system and resolving common error conditions, diagnoses and acts on machine stoppage and error conditions not fully covered by existing procedures and guidelines (e.g., resetting switches and other controls or making mechanical adjustments to maintain or restore equipment operations). In response to computer output instructions or error conditions, may deviate from standard procedures if standard procedures do not provide a solution. Refers problems which do not respond to corrective procedures. 

Education/Experience: High school and one year of technical training (or equivalent). Five years of related experience. (Formal customer-approved certification in assigned position may be substituted for experience.) 

	03044 COMPUTER OPERATOR IV 
Adapts to a variety of nonstandard problems which require extensive operator intervention (e.g., frequent introduction of new programs, applications, or procedures). In response to computer output instructions or error conditions, chooses or devises a course of action from among several alternatives and alters or deviates from standard procedures if standard procedures do not provide a solution (e.g., reassigning equipment in order to work around faulty equipment or transfer channels); then refers problems. Typically, completed work is submitted to users without supervisory review. 

Education/Experience: High school and eighteen months of technical training (or equivalent). Seven years of related experience (Formal customer-approved certification in assigned position may be substituted for experience).

	23182 ELECTRONICS TECHNICIAN, MAINTENANCE II  
Applies comprehensive technical knowledge to solve complex problems by interpreting manufacturers' manuals or similar documents. Work requires familiarity with the interrelationships of circuits and judgment in planning work sequence and in selecting tools and testing instruments. 

Receives technical guidance, as required, from supervisor or higher level technician, and work is reviewed for compliance with accepted practices. May provide technical guidance to lower level technicians.

Education/Experience: Two years technical training (4 years of related experience can be substituted for 2 years of technical training) and 1-2 years of related experience.

	29081 ENGINEERING TECHNICIAN I 
Performs simple routine tasks under close supervision or from detailed procedures. Work is checked in progress or on completion. Performs one or a combination of such typical duties as:

· Assembles or installs equipment or parts requiring simple wiring, soldering, or connecting. 

· Performs simple or routine tasks or tests such as tensile or hardness tests; operates and adjusts simple test equipment; records test data. 

· Gathers and maintains specified records of engineering data such as tests, drawings, etc.; performs computations by substituting numbers in specified formulas; plots data and draws simple curves and graphs. 

Education/Experience: Two years technical training (4 years of related experience can be substituted for 2 years of technical training) 

	29082 ENGINEERING TECHNICIAN II 
Performs standardized or prescribed assignments involving a sequence of related operations. Follows standard work methods on recurring assignments but receives explicit instructions on unfamiliar assignments; technical adequacy of routine work is reviewed on completion; nonroutine work may also be reviewed in progress. Performs at this level one or a combination of such typical duties as:

· Following specific instructions, assembles or constructs simple or standard equipment or parts; may service or repair simple instruments or equipment. 

· Conducts a variety of tests using established methods. Prepares test specimens, adjusts and operates equipment, and records test data, pointing out deviations resulting from equipment malfunction or observational errors. 

· Extracts engineering data from various prescribed but nonstandardized sources; processes the data following well-defined methods including elementary algebra and geometry; presents the data in prescribed form. 

Education/Experience:   Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus 1 year of related experience

	29083 ENGINEERING TECHNICIAN III 
Performs assignments that are not completely standardized or prescribed. Selects or adapts standard procedures or equipment, using fully applicable precedents. Receives initial instructions, equipment requirements, and advice from supervisor or engineer as needed; performs recurring work independently; work is reviewed for technical adequacy or conformity with instructions. Performs at this level one or a combination of such typical duties as: 

· Constructs components, subunits, or simple models or adapts standard equipment. May troubleshoot and correct malfunctions. 

· Follows specific layout and scientific diagrams to construct and package simple devices and subunits of equipment. 

· Conducts various tests or experiments which may require minor modifications in test setups or procedures as well as subjective judgments in measurement; selects, sets up, and operates standard test equipment and records test data. 

· Extracts and compiles a variety of engineering data from field notes, manuals, lab reports, etc.; processes data, identifying errors or inconsistencies; selects methods of data presentation. 

· Assists in design modification by compiling data related to design, specifications, and materials which are pertinent to specific items of equipment or component parts. Develops information concerning previous operational failures and modifications. Uses judgment and initiative to recognize inconsistencies or gaps in data and seek sources to clarify information. 

Education/Experience: Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus 2-4 years of related experience.

	29084 ENGINEERING TECHNICIAN IV 
Performs nonroutine assignments of substantial variety and complexity, using operational precedents which are not fully applicable. Such assignments, which are typically parts of broader assignments, are screened to eliminate unusual design problems. May also plan such assignments. Receives technical advice from supervisor or engineer; work is reviewed for technical adequacy (or conformity with instructions). May be assisted by lower level technicians and have frequent contact with professionals and others within the establishment. Performs at this level one or a combination of such typical duties as: 

Develops or reviews designs by extracting and analyzing a variety of engineering data. Applies conventional engineering practices to develop, prepare, or recommend schematics, designs, specifications, electrical drawings and parts lists. Examples of designs include: detailed circuit diagrams; hardware fittings or test equipment involving a variety of mechanisms; conventional piping systems; and building site layouts. 

Conducts tests or experiments requiring selection and adaptation or modification of a wide variety of critical test equipment and test procedures; sets up and operates equipment; records data, measures and records problems of significant complexity that sometimes require resolution at a higher level; and analyzes data and prepares test reports. 

Applies methods outlined by others to limited segments of research and development projects; constructs experimental or prototype models to meet engineering requirements; conducts tests or experiments and redesigns as necessary; and records and evaluates data and reports findings. 

Education/Experience:  Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus 5-8 years of related experience.

	29085 ENGINEERING TECHNICIAN V 
Performs nonroutine and complex assignments involving responsibility for planning and conducting a complete project of relatively limited scope or a portion of a larger and more diverse project. Selects and adapts plans, techniques, designs, or layouts. Contacts personnel in related activities to resolve problems and coordinate the work; reviews, analyzes, and integrates the technical work of others. Supervisor or professional engineer outlines objectives, requirements, and design approaches; completed work is reviewed for technical adequacy and satisfaction of requirements. May train and be assisted by lower level technicians. Performs at this level one or a combination of such typical duties as: 

· Designs, develops, and constructs major units, devices, or equipment; conducts tests or experiments; analyzes results and redesigns or modifies equipment to improve performance; and reports results. 

· From general guidelines and specifications (e.g., size or weight requirements), develops designs for equipment without critical performance requirements which are difficult to satisfy such as engine parts, research instruments, or special purpose circuitry. Analyzes technical data to determine applicability to design problems; selects from several possible design layouts; calculates design data; and prepares layouts, detailed specifications, parts lists, estimates, procedures, etc. May check and analyze drawings or equipment to determine adequacy of drawings and design. 

· Plans or assists in planning tests to evaluate equipment performance. Determines test requirements, equipment modification, and test procedures; conducts tests using all types of instruments; analyzes and evaluates test results, and prepares reports on findings and recommendations. 

Education/Experience:  Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus a minimum of 8-10 years of related experience.

	29086 ENGINEERING TECHNICIAN VI  
Independently plans and accomplishes complete projects or studies of broad scope and complexity. Or serves as an expert in a narrow aspect of a particular field of engineering, e.g., environmental factors affecting electronic engineering. Complexity of assignments typically requires considerable creativity and judgment to devise approaches to accomplish work, resolve design and operational problems, and make decisions in situations where standard engineering methods, procedures, and techniques may not be applicable. Supervisor or professional engineer provides advice on unusual or controversial problems or policy matters; completed work is reviewed for compliance with overall project objectives. May supervise or train and be assisted by lower level technicians. Performs, at this level, one or a combination of such typical duties as: 

· Prepares designs and specifications for various complex equipment or systems (e.g., a heating system in an office building, or new electronic components such as solid state devices for instrumentation equipment). 

· Plans approach to solve design problems; conceives and recommends new design techniques; resolves design problems with contract personnel, and assures compatibility of design with other parts of the system. 

· Designs and coordinates test set ups and experiments to prove or disprove the feasibility of preliminary design; uses untried and untested measurement techniques; and improves the performance of the equipment. May advise equipment users on redesign to solve unique operational deficiencies. 

· Plans approach and conducts various experiments to develop equipment or systems characterized by (a) difficult performance requirements because of conflicting attributes such as versatility, size, and ease of operation; or (b) unusual combination of techniques or components. Arranges for fabrication of pilot models and determines test procedures and design of special test equipment. 

Education/Experience:  Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus a minimum of 8-12 years of related experience.

	Satellite Console Operator I (29083 Engineering Technician III) 
With guidance from more senior personnel, becomes proficient as a console analyst.  This includes supporting real-time operations and learning to recognize anomalous ground system and spacecraft events. Documents problems in accordance with established guidelines.  Uses escalation procedures.  Accomplishes related pre and post-pass activities including generation of a daily trend analysis and data archival.  Monitors all commands transmitted to the spacecraft including commands directly entered into the console, and background queue performance and STOL procedures. Ensures all data is retrieved from the spacecraft.  Coordinates with between various segments of the data network.  Maintenance and troubleshooting of the mission ground system.  Assist with more senior personnel on the spacecraft state of health verifications and overall performance assessments. Offline processing in support of performance assessment and trending tasks, load generation and scheduling and ground anomaly reporting. With guidance from more senior personnel, becomes proficient as a console analyst.  This includes supporting real-time operations and learning to recognize anomalous ground system and spacecraft events. Documents problems in accordance with established guidelines.  Uses escalation procedures.  Accomplishes related pre and post-pass activities including generation of a daily trend analysis and data archival.  

Education/Experience: Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus 2-4 years of related experience.

	Satellite Console Operator III (29085 Engineering Technician V) 
Provides console satellite/spacecraft console operations, which consists of monitoring telemetry on workstation displays and responding to out-of-limits conditions, sending commands for routine and non-routine spacecraft operations, performing ground antenna handovers and frequency switches.  Serves as Console Subject Matter Expert and or Shift Lead. Contacts personnel in related activities to resolve problems and coordinate the work; reviews, analyzes, and integrates the technical work of others. Supervisor or professional engineer outlines objectives, requirements, and design approaches; completed work is reviewed for technical adequacy and satisfaction of requirements. May train and be assisted by lower level technicians.

Education/Experience: Two years technical training (4 years of related experience can be substituted for 2 years of technical training) plus a minimum of 8-10 years of related experience.


Collective Bargaining Union Positions

International Association of Machinists and Aerospace Workers

Local Lodge No. 2515

HTSI/SGT, Inc. - White Sands Complex, NM

	Job Classifications

	Facilities Electrical Tech

	Facilities Electrical Tech, Sr.


International Brotherhood of Electrical Workers - Onsite
Local No. 2088

HTSI - Merritt Island, FL

	Job Classification

	Utility Handy Person 

	Facilities Craftsman

	Chief Facilities Craftsman


International Brotherhood of Electrical Workers - Onsite
Local No. 2088

HTSI/Caelum - Merritt Island, FL

	Job Classification

	Electronics Technician A

	Chief Electronics Technician


International Brotherhood of Electrical Workers  - Onsite
Local 2088

HTSI/SGT, Inc. – Merritt Island, FL

	Job Classification
	Labor Grade

	Logistics Specialist
	V

	Logistics Specialist, Lead
	VI


International Union Security, Police and Fire Professionals of America 

and Its Amalgamated Local 127

HTSI/Caelum – Merritt Island, FL

	Job Classification


International Association of Machinists and Aerospace Workers, AFL-CIO - Onsite
Local Lodge 2552, District 74 

HTSI – Wallops Island, VA

	Job Classifications

	CLERICAL

	Clerk Typist

	HYDRO-MECH TECH

	Senior

	OTS/AWOTS ROTATING

	Site Leader

	Senior

	Junior

	OTS/AWOTS Non-Rotating

	Engineering Tech


International Association of Machinists and Aerospace Workers, AFL- CIO

Local Lodge 2552 District Lodge 74 

HTSI/SGT, Inc. – Wallops Island, VA

	Job Classifications

	Material Expeditor


Communications Workers of America, AFL-CIO

Local Lodge 2300

HTSI – Goddard Space Flight Center, MD

	Job Classifications

	Chief Technician (Lead)

	Ground Communications Coordinator (Lead)

	Facilities Helper 
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