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Standard Labor Categories Job Description Guidelines

	SLC
	Qualifications Guidelines 
	Skills/Ability/Experience

	Program Manager
	Bachelor degree and 5 years management experience
	Serves as the Contractor’s primary contract manager, and shall be the Contractor’s authorized interface with the Government Contracting Officer (CO), the contract level Contracting Officer’s Technical Representative (COTR), Government Management Personnel and Customer Agency Representatives.  Responsible for formulating and enforcing work standards, assigning Contractor schedules, reviewing work discrepancies, supervising Contractor personnel and communicating policies, purposes, and goals of the organization to subordinates.  Shall be responsible for the overall contract performance.

	Supervisor(s)
	Bachelor degree and 3 years supervisory experience
	Responsible for formulating and enforcing work standards, assigning contractor schedules, reviewing work discrepancies, supervising contractor personnel and communicating policies, purposes, and goals of the organization to subordinates.  Three or more years experience in positions with experience in supervising or directing other personnel.

	Training Specialist
	Associate degree, or equivalent college hours, and 5 years office experience
	The training specialist works with Contract management to design, develop, revise, and implement appropriate training coursework to satisfy the Statement of Work requirements, related computer application requirements, and computer application changes and upgrades.  The training specialist shall be an expert in the requirements list in the Statement of Work.  Training specialist will prepare student course guides and course materials, other work requirements, reference guides, and deliver the training.  Responsibilities also include ensuring that contractor personnel complete required course work and NASA and JSC mandatory training, and maintain records of training completion for all Contractor personnel.

	Secretary I

WSTF Secretary I
	High school diploma and 1 year office experience or equivalent experience.
	Microsoft Office Suite and Microsoft Outlook basic skill level.  Capable of preparing error-free documents.  Word processing/keyboarding skills.  Professional etiquette for answering phone calls and greeting visitors.  

	Secretary II

WSTF Secretary II
	High school diploma and 3 years office experience or equivalent experience.
	Secretary II should possess the skills of a Secretary I and the skills listed below.  Microsoft Office Suite and Microsoft Outlook intermediate skill level.  Ability to carry out recurring office procedures independently.  Ability to communicate professionally in oral and written communication.  Capable of producing error-free documents by having strong grammar and proofreading skills.  Word processing/ keyboarding skills.  Ability to multi-task.  Strong organizational skills including records management/filing.  Competent and proficient, demonstrating a professional attitude.   

	Secretary III

WSTF Secretary III
	High school diploma and 4 years office experience.  
	Secretary III should possess the skills of a Secretary II and the skills listed below.  Microsoft Office Suite and Microsoft Outlook advanced skill level.  Ability to interface with all levels of management.  Heightened ability to anticipate needs of management and staff.  Responsible for meeting minutes and action tracking.  Ability to coordinate office needs with little oversight.  Ability to lead a team of contracting administrative professionals.  Ability to manage multiple calendars, schedules, and office activities. 

	Administrative Assistant
	High school diploma and 5 years office experience.  
	Administrative Assistant should possess all the skills of a Secretary III and the additional skills listed below.  Primarily responsible for coordinating established NASA tasks with little oversight, reviewing options, proposing recommendations to NASA management, and/or assisting with routine administrative budget activities. 
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