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SECTION L, APPENDIX 2

 Job Description/Qualification Form (JD/Q) 

[Revised 2008-11-10-Union/AVG-H&W]

	TITLE
	Contractor Job Title:  ________________________________________

CBA Job Title: _____________________________________________

Solicitation Job Title: ________________________________________

SCA Wage Determination Job Title: ____________________________

SCA Directory of Occupations Classification Number _______________

	TYPE
	  (  EXEMPT         (  NON-EXEMPT             

	SALARY / WAGE RANGE
	ANNUAL FROM: _________ TO: ________  [Exempt]

HOURLY FROM: _________ TO: ________  [Nonexempt]

	HEALTH  AND  WELFARE
	AVERAGE HOURLY COST OF HEALTH & WELFARE _____________

	DESCRIPTION
	__________________________________________________________________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________



	QUALIFICATION Requirements 


	EDUCATION:  _____________________________________________

EXPERIENCE:  ____________________________________________

_________________________________________________________

_________________________________________________________


	TITLE
	Contractor Job Title:  _______________________________________

CBA Job Title: _____________________________________________

Solicitation Job Title: ________________________________________

SCA Wage Determination Job Title: ____________________________

SCA Directory of Occupations Classification Number _______________

	TYPE
	  (  EXEMPT         (  NON-EXEMPT             

	SALARY / WAGE RANGE
	ANNUAL FROM: _________ TO: ________  [Exempt]

HOURLY FROM: _________ TO: ________  [Nonexempt]

	HEALTH AND WELFARE
	AVERAGE HOURLY COST OF HEALTH & WELFARE _____________

	DESCRIPTION
	__________________________________________________________________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________



	QUALIFICATION Requirements 


	EDUCATION:  _____________________________________________

EXPERIENCE:  ____________________________________________

_________________________________________________________

_________________________________________________________


Instructions for Completing Job Description/Qualification Form (JD/Q) 

TITLE

There are two Job Description/Qualification forms per page.  One form is to be completed for each job classification proposed.  Offeror’s are also instructed to segregate JDQs form submittals by work location.  (NOTICE: This applies to all proposed subcontracted classifications as well.)

· Contractor Job Title – Enter your company job title if different from the SCA or CBA job title.

· CBA Job Title – Enter job title from the CWA Collective Bargaining Agreements (CBA) (Contained in the MSFC Acquisition Portal/NICS reading room accessed through http://i3p.nasa.gov).  

· Solicitation Job Title – Enter the job title identified in the solicitation.    

· SCA Wage Determination Job Title/Classification - Enter the accurate SCA job title/ classification plus the SCA classification number from the SCA Wage Determination or the job title/classification from the CBA as appropriate. 

NOTE:  Detailed position descriptions are contained in the SCA Directory of Occupations, Fifth Edition. For details see:

 http://www.dol.gov/esa/whd/regs/compliance/wage/SCADirV5/SCADirectVers5.pdf
TYPE

Place an X in the Box that is applicable to the job title/classification.

· Exempt - Those job classifications identified in Title 29 CFR Part 541 dated April 23, 2004, as exempt classifications.

· Non-exempt – All job classifications other than those exempt by 29 CFR Part 541.  

SALARY/WAGE RANGES:

· For exempt employees enter the minimum annual pay rate in the Annual From space and the maximum annual pay rate in the corresponding To space.  

· For non-exempt employees enter the minimum hourly pay rate in the Hourly From space and the maximum hourly pay rate in the corresponding To space.   

· CAUTION: The minimum rate can never be lower than the SCA or CBA minimum rate.

HEALTH AND WELFARE:

· Provide the exact cost of health and welfare for those service employees covered by the Collective Bargaining Agreement(s) (See Title 29 CFR Part 4.52 & 4.163 for details).

· For those not covered by the Collective Bargaining Agreement provide the exact average hourly cost of health and welfare for each service employee (See Title 29 CFR Part 4.175(b) for details).

NOTES:

(a)  The average cost of SCA health and welfare for service (non-exempt) employees shall not include the cost of vacation pay, holiday pay, liability insurance, state and Federal taxes, professional liability insurance, unemployment or workmen’s compensation insurance for computation purposes.  

(b)  The average cost of SCA health and welfare must be computed separately for exempt employees (those not covered by the SCA) and non-exempt employees (those covered by the SCA).  

CAUTION: The SCA makes NO distinction between full-time, part-time, or temporary “service employees” in regards to the required payment of health and welfare including vacation and holiday pay (See Title 29 CFR Part 4.165(a)(2) and 4.176(a)). 

DESCRIPTION

Briefly describe the duties performed under the specified job title/classification.

QUALIFICATION REQUIREMENTS

Identify the education and experience requirements for an employee to qualify for the specified job title/classification.

	SCA Codes
	STANDARD LABOR CATEGORY including MINIMUM REQUIREMENTS
	*
	JOB DESCRIPTIONS

	
	PROFESSIONAL MANAGEMENT
	
	

	
	Program Manager – MA/MS Degree/ 12 Years Experience 


	E
	Serves as the contractor’s single 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.  Serves as senior corporate representative responsible for overall contract performance.  

	
	Senior Manager – BA/BS Degree/10 Years Experience


	E
	Serves as the manager for a large, complex functional work effort (or a group of functional work efforts) and shall assist the program manager in working with the Government CO and COTR, Government management personnel, and customer agency representatives.  Under the guidance of the program manager, the manager shall be responsible for overall management of assigned task orders and for ensuring that the technical solutions and schedules in the task are accomplished within schedule and budget.  

	
	Technical/Functional/Site Manager -  BA/BS Degree/7 Years Experience


	E
	Serves as the manager or lead over a technical product, customer relationship, major service/project, site, or administrative functions.  Recognized as subject matter expert with in depth knowledge of industry issues and trends. Utilizes functional area expertise gained through direct industry experience to assess the operational and functional baseline of product lines, businesses, sites and/or operations.  

	
	Human Resources/Labor Relations Manager – BA/BS Degree/7 Years Experience or 15 Years Relevant Experience


	E
	Serves as the senior human resources and labor relations person, providing senior-level management support, advice, counseling, and program development for human resources activities. Evaluates human relations and work related problems and meets with supervisors and managers to determine effective remediation techniques.  Experienced in the handling of grievances and disciplinary actions.  

	
	Safety/Security Specialist – BA/BS Degree/7 Years  Experience or 10 Years Relevant Experience


	E
	Safety Specialist: Promote occupational safety and health within the organization and analyze work environments and design programs to control worker illness and injury.  Develop organizational safety and occupational health goals and objectives.  Prepare safety policies, procedures and guidelines.  Develop safety and training curriculum. Conduct special studies for the resolution of safety and occupational health problems. 

Security Specialist:  Uses current information security technology disciplines and practices to ensure the confidentiality, integrity, and availability of corporate information assets in accordance with established standards and procedures.  Develops and maintains knowledgebase on changing regulatory, threat, and technology landscapes to continually develop or maintain security policies and standards, and ensure compliance throughout the organization.   

	
	ENGINEERING
	
	

	
	Systems Engineering I –BS Degree/3 Years Experience or 5 Years Relevant Experience


	E
	With guidance from more senior engineers, assist using basic engineering principles to investigate, analyze, plan, design, develop, implement, test, or evaluate computer and telecommunications systems.  Review and prepare engineering and technical analysis reports, change proposals, and other technical documentation.  Apply engineering principles to perform functions such as computer system architecture design, computer system integration, computer, and telecommunications configuration management, and quality assurance testing. 

	
	Systems Engineering II – BS Degree/ 5 Years Technical Experience or 10 Years Relevant Experience


	E
	With minimal supervision, applies advanced engineering principles to investigate, analyze, plan, design, develop, implement, test, or evaluate computer, telecommunications, audio and video systems.  Review and prepare engineering and technical analysis reports, change proposals, and other technical documentation.  Apply engineering principles to perform functions such as computer system architecture design, computer system integration, computer and telecommunications configuration management, and quality assurance testing of computer and telecommunications systems and associated support systems.  Responsible for segments or phases of broader, more complex projects. 

	
	Systems Engineering III –BS Degree/ 10 Years Technical Experience or 15 Years Relevant Experience


	E
	Apply engineering principles to investigate, analyze, plan, design, develop, implement, test, or evaluate computer and telecommunications systems.  Provide technical leadership to less senior engineers.  Review and prepare engineering and technical analysis reports, change proposals, and other technical documentation.  Apply engineering principles to perform functions such as computer system architecture design, computer system integration, computer and telecommunications configuration management, and quality assurance testing of computer and telecommunications systems, audio and video associated support systems. Responsible for developing project plans, justifications, guidelines, and controls. Supervise team of Systems Engineers through project completion.

	
	System Engineer III and Enterprise Architect – BS Degree/10 Year Technical  Experience or 15 Years Relevant Experience


	E
	Certified Enterprise Architect.  Develop top-level strategies of the client/server system and the design infrastructure necessary to implement those strategies.   Advise on selection of technological purchases with regards to processing, data storage, and data access and applications development.  Set standards for the client/server relational database structure for the organization.  Provide recommendations of the feasibility of potential future projects to the customer and management.

	
	Network Engineer I – BA/BS Degree/3 Years Experience or 5 Years Relevant Experience


	E
	With guidance from more senior engineers, perform a variety of network engineering tasks, which are broad in nature and are related to the design and implementation of integrated networks, including labor, hardware, software and support facilities and/or equipment.  Plan and perform network engineering research, design development, and other assignments in conformance with network design, engineering and customer specifications. Coordinate the activities of Network Technicians assigned to specific network engineering projects.  Perform with some latitude for independent actions and decisions.

	
	Network Engineer II – BA/BS Degree/5 Years Technical Experience or 10 Years Relevant Experience


	E
	With minimal supervision, perform a variety of network engineering tasks, either independently or under supervision, which is broad in nature and is concerned with the design and implementation of integrated networks, including personnel, hardware, software, and support facilities and/or equipment.  Plan and perform network engineering research, design development, and other assignments in conformance with network design, engineering and customer specifications.    Coordinate the activities of Network Technicians assigned to specific network engineering projects.  Perform with some latitude for independent actions and decisions.

	
	Network Engineer III – BA/BS Degree/ 10 Years Technical Experience or 15 Years Relevant Experience


	E
	Perform a variety of complex network engineering tasks independently which are broad in nature and are concerned with the design and implementation of integrated networks, including personnel, hardware, software, and support facilities and/or equipment. Lead major technical/engineering network activities of higher complexity and importance than those normally assigned to lower level engineers.  Plan and perform network-engineering research, design development, and other assignments in conformance with network design, engineering and customer specifications.  Supervise team of Network Engineers.

	
	Software Engineer I - BA/BS Degree/ 3 Years Experience or 5 Years Relevant Experience


	E
	With guidance from more senior engineers, perform system capabilities analysis, programming, installs, tests, and validates operational automation and communications software as specified by installation standards, manufacturer’s guidance, and licensing terms.  Scope of responsibility includes analysis, design, development, testing, and debugging of computer software in support of distinct product hardware (computer or other electrical/electronic device) or technical (computer) service line(s) or business.  

	
	Software Engineer II - BA/BS Degree/5 Years Technical Experience or 10 Years Relevant Experience


	E
	With minimal guidance, perform system capabilities analysis, programming, installs, test, and validate operational automation and communications software as specified by installation standards, manufacturer’s guidance, and licensing terms.  Scope of responsibility includes analysis, design, development, testing, and debugging of computer software in support of distinct product hardware (computer or other electrical/electronic device) or technical (computer) service line(s) or business.  Maintains a deep understanding of architecture, techniques and management processes across a broad spectrum of systems, applications and requirements.


	
	Software Engineer III – BA/BS Degree/10 Years Technical Experience or 15 Years Relevant Experience


	E
	Provide leadership in software engineering design and modification.  Provide advanced software services on all aspects of equipment.   Work directly on problems that are complex to analyze, plan, program, and operate.  Confer with functional area experts and authorities to determine the software application requirements of the program.  Analyze problems within the program; make recommendations based on input from the Government and other personnel. Supervise team of software engineers.

	
	IT Security Engineer I - BA/BS Degree/3 Years Experience or 5 Years Relevant Experience


	E
	Possess basic technical knowledge of IT Security principles.  Database and network administration skills as well as, software development skills.  With guidance from senior engineers, design and deploy security solutions with less complex network architecture. Use reporting tools to perform forensic analyses of system, application, and event audit logs.

	
	IT Security Engineer II - BA/BS Degree/5 Years Technical Experience or 10 years Relevant Experience


	E
	Possess working technical knowledge of IT Security principles.  Possess experience with vulnerability assessment and intrusion detection tools.  Design and deploy security solutions with complex network architecture.  Provide security consulting, training and education.  Develop and propagate security solutions and administration.  Conduct assessments of target machines and complete networks to analyze their overall security posture.  Use reporting tools to perform forensic analyses of system, application, and event audit logs. 

	
	IT Security Engineer III – BA/BS Degree/10 Years Technical Experience or 15 Years Relevant Experience


	E
	Possess in-depth technical knowledge of IT Security principles.  Lead vulnerability assessment and design of intrusion detection tools for complex network architecture.  Provide security consulting, training and education.  Provide guidance in the deployment and use of reporting tools to perform forensic analyses of system, application, and event audit logs.  Participate in major security consortiums and training seminars.  Acting technical liaison for customer accounts, communicating customer needs to appropriate leadership.



	
	BUSINESS/ADMINSTRATIVE
	
	

	
	Contracts/Subcontracts/Purchasing Manager -  BA/BS Degree/7 Years Experience or 10 Years Relevant Experience


	E
	Manage Contracts, Subcontracts, or Purchasing functions.  Review incoming customer requests for proposals, identify proposal requirements, reviews terms and conditions for acceptability, coordinates proposal development in conjunction with legal counsel, drafts proposals including unique, complex special provisions and secures required management approval for submittal of proposals to customer.  Develop, negotiate, and administer subcontracts of high complexity and risk to fulfill authorized requirements, ensuring compliance on supplier cost, schedule, legal and performance aspects.  Negotiate moderate subcontracts, identify and coordinate sources and recommended supplier.  


	
	Purchasing Agent II -  BA/BS Degree/5 Years Experience or 7 Years Relevant Experience
	E
	Receive and grant approval for purchases of all goods or services. Analyze changes or new issues in materials and supply to reduce costs and improve quality.  Relies on experience and judgment to plan and accomplish goals.

	
	Purchasing Agent III– BA/BS Degree/7 Years Experience or 10 Years Relevant Experience       
	E
	Review incoming customer requests for proposals, identify proposal requirements, review terms and conditions for acceptability, coordinates proposal development in conjunction with legal counsel, drafts proposals including unique, complex special provisions and secures required management approval for submittal of proposals to customer.  Develop, negotiate, and administer subcontracts of high complexity and risk to fulfill authorized requirements, ensuring compliance on supplier cost, schedule, legal and performance aspects.  Negotiate moderate subcontracts, identify and coordinate sources and recommended supplier.  Manage a staff and reports to top management.

	
	Business/Quality Assurance  Specialist – BA/BS Degree/5 Years Experience or 7 Years Relevant Experience


	E
	Business Specialist:  Responsible for manpower resource planning and allocation, analysis of buying trends, research, analysis and presentation of contract status and resource reports, and market analysis. Provide professional support to Contract and Technical Area Managers in meeting and maintaining manpower resource requirements. Evaluate internal manpower requirements for the execution of IT strategies and procedures and performs analysis of external market factors affecting compensation for IT professionals and supporting technical personnel. Develop compensation strategies for achieving and maintaining the optimum levels of technical capability with available financial resources.

Quality Assurance:  Under general direction, carries out procedures to ensure that all information systems, products, and services meet company standards and end-user requirements.  Performs and leads tests of software to ensure proper operation and freedom from defects.  May create test data for applications.  Documents and works to resolve all complex problems.  Reports progress on problem resolution to management.  Devises improvements to current procedures and develops models of possible future configurations.  Acts as information resource about assigned areas to technical writers and other Quality Assurance Analysts.  Performs complex workflow analysis and recommends quality improvements.

	01192
	Order Clerk II 
	N
	The Order Clerk receives written or verbal purchase orders. Work typically involves some combination of the following duties: quoting prices, determining availability of ordered items and suggesting substitutes when necessary, advising expected delivery date and method of delivery, recording order and customer information on order sheets. Responsible for checking order sheets for accuracy and adequacy of information; ascertaining credit rating of customer; furnishing customer with confirmation of receipt of order; order follow up, or informing customer of a delay in delivery.  Maintain order files and verifies shipping invoices against original orders. This position excludes workers paid on a commission basis or whose duties include any of the following: Receiving orders for services rather than for material or merchandise; providing customers with consultative advice using knowledge gained from engineering or extensive technical training; emphasizing selling skills; handling material or merchandise as an integral part of the job.  This position handles orders involving items that have readily identified uses and applications. The Order Clerk I may refer to a catalog, manufacturer's manual or similar document to insure that the proper item is supplied or to verify the price of order.  An Order Clerk II is responsible for all of the above Order Clerk I tasks which includes:  This position handles orders that involve making judgments such as choosing which specific product or material from the establishment's product lines will satisfy the customer's needs, or determining the price to be quoted when pricing involves more than merely referring to a price list or making some simple mathematical calculations.

	01262
	Personnel Assistant (employment) II 
	N
	Performs a variety of general personnel clerical tasks in such areas as employee records, benefits, education, training, employment/staffing, compensation, employee labor relations, and equal employment opportunity/affirmative action. Conduct surveys and update manual and automated personnel records. At the higher levels, assistants perform limited aspects of personnel professionals’ work such as interviewing candidates, recommending placements, performing compensation or benefit support activities involving contacts throughout the company, and preparing communications to various third party benefit vendors. Excluded are workers who primarily compute and process payrolls.  This position serves as a clerical expert in independently processing the most complicated types of personnel actions, e.g., temporary employment, rehires, and dismissals. In this position, one may perform tasks beyond routine clerical such as: pre-employment drug screening and new hire orientation, responding to routine questions on policy and procedures, and/or provide reports on employee turnover or time and attendance. Evaluate and consolidate information from various sources under short deadlines, such as internal or external survey information, reporting on company employment statistics (retention, equal opportunity reporting, etc).  Provide guidance to lower level Personnel Assistants. This level requires extensive knowledge of various office software packages. Guidance is provided as needed. Completed written work receives close technical review from higher-level personnel office employees. Work may be checked occasionally. 


	01263
	Personnel Assistant (employment) III 
	N
	Perform a variety of general personnel clerical tasks in such areas as employee records, benefits, education, training, employment/staffing, compensation, employee labor relations, and equal employment opportunity/affirmative action. Conduct surveys and update manual and automated personnel records. At the higher levels, assistants perform limited aspects of personnel professionals’ work such as interviewing candidates, recommending placements, performing compensation or benefit support activities involving contacts throughout the company, and preparing communications to various third party benefit vendors. Excluded are workers who primarily compute and process payrolls.  This position performs work in support of human resource professionals that requires a good working knowledge of personnel procedures, guides, and precedents. Job tasks may include interviewing applicants, obtaining references, and recommending placement in a well-defined occupation. At this level, assistants typically have a range of personal contacts within and outside the organization, in addition to handling employee-sensitive material. Therefore, the Assistant must be tactful, discrete, and articulate. This Assistant may be involved in identifying potential issues and grievance procedures, in addition to documenting necessary information to avoid company threat. The Personnel Assistant III may make recommendations to human resource professionals on job classification, wage rates, and employee salaries. The use of computers may be relied on heavily for organizational and reporting purposes. Advanced experience with office software packages may be needed. This Assistant may perform some clerical work in addition to the above duties. Supervisor will review completed work against stated objectives.

	01410
	Supply Technician 
	N
	This position performs limited aspects of technical supply management work (e.g., inventory management, storage management, cataloging, and property utilization) related to depot, local, or other supply activities. Work usually is segregated by commodity area or function, and controlled in terms of difficulty, complexity, or responsibility. Assignments usually relate to stable or standardized segments of technical supply management operations; or to functions or subjects that are narrow in scope or limited in difficulty. The work generally involves individual case problems or supply actions. This work may require consideration of program requirements together with specific variations in or from standardized guidelines. Assignments require: 

a.  a good working knowledge of the governing supply systems, programs, policies, nomenclature, work methods, manuals, or other established guidelines; 

b.  an understanding of the needs of the organization serviced; and 

c.   analytical ability to define or recognize the dimension of the problems involved, to collect the necessary data to establish the facts, and take or recommend action based upon application or interpretation of established guidelines.

	01020
	Administrative Assistant 
	N
	In addition to secretarial duties (filing, taking phone calls, scheduling appointments, making travel arrangements), this position will provide administrative support to executive staff with office management responsibilities to include budgeting, personnel records and payroll. The Administrative Assistant may be required to work independently on projects requiring research and preparation of briefing charts and other presentation materials.

	Must be con-formed IAW SCA
	Document Control Specialist  - HS Diploma/2 Years Experience


	N
	Gather, analyze and compose technical information.  Conducts research and ensures the use of proper technical terminology.  Translate technical information into clear, readable documents to be used by technical and non-technical personnel.  Under general direction, prepare and/or maintain systems, programming, and operations documentation, procedures, and methods including user manuals and reference manuals. Maintain a current internal documentation library.  Provide or coordinate special documentation services as required.

	30463
	Technical Writer III
	N
	Develops, writes, and edits material for reports, manuals, briefs, proposals, instruction books, catalogs, and related technical and administrative publications concerned with work methods and procedures, and installation, operation, and maintenance of machinery and other equipments, receives assignment from supervisor, observes production, developmental, and experimental activities to determine operating procedure and detail.  This writer interviews production and engineering personnel and reads journals, reports, and other material to become familiar with product technologies and production methods, and reviews manufacturer’s trade catalogs, drawings, and other data relative to operation, maintenance, and service of equipment.  The Technical Writer III studies blueprints, sketches, drawings, parts lists, specifications, mockups, and product samples to integrate and delineate technology, operating procedure, and production sequence and detail, organizes material and completes writing assignment according to set standards regarding order, clarity, conciseness, style, and terminology; and reviews published materials and recommends revisions or changes in scope, format, content, and methods of reproduction and binding.  This worker may perform the following tasks: maintain records and files of work and revisions, select photographs, drawings, sketches, diagrams, and charts to illustrate material; assist in laying out material for publication, arrange for typing, duplications, and distribution of material, write speeches, articles, and public or employee relations releases, edit, standardize, or make changes to materials prepared by other writers or plant personnel.  This incumbent may specialize in writing material regarding work methods and procedures.

	01113
	General Clerk III 
	N
	The General Clerk follows clearly detailed procedures in performing simple repetitive tasks in the same sequence. Responsibilities would include filing pre-coded documents in a chronological file, or operating office equipment, (e.g., mimeograph, photocopy, addressograph or mailing machine). This position uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps varying in nature and sequence. The General Clerk III 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 (stored both manually and electronically); verifying statistical reports for accuracy and completeness; compiling information; and handling and adjusting complaints.  The General Clerk III 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.



	
	IT SPECIALIST
	
	

	
	Network/Database/Computer Systems Administrator I – BA/BS Degree/7 Years Experience or 10 Years Relevant Experience
	E
	Oversees or manages the implementation of specific aspects of network, database, or computer systems management administration and is capable of supervising a team of technical specialists working on complex projects. This administrator recommends optimum approach and develops system design for approved projects, interprets information and informally arbitrates between system users when conflicts exist.  This worker may serve as a lead administrator in a design subgroup, directing and integrating the work of one or two lower level administrator, each responsible for several programs.  Apply the knowledge of either network, database, or computer systems administration:  

Network Administration:  Administer, evaluate, install, maintain and provide overall support for LANs and WANs.  Design test and implement network operations system, develop security procedures, and regulate usage.  Analyze, monitor and troubleshoot problem areas. Coordinate network policy, procedures, and standards. Assist with the training of users.  Provide updates and tuning of network components.  Manage technical configuration control of components.

Database Administration:  Apply knowledge of computer science concepts and techniques in the design, development, installation and maintenance of relational databases to satisfy engineering, scientific, or business data acquisition and management. Provide database tuning and monitoring to insure effective and efficient data access to include comparison of performance ratios, tuning of memory configuration, disk I/O, and application software. Manage technical configuration control of components.

Computer Systems Administrator:  Administer, evaluate, install, and maintain computer systems. Manage and assist in the overall computer systems engineering analysis, planning and evaluation functional areas.  Contributes to the overall planning, development, evaluation and execution of strategic ADP technical and organizational plans. Manage technical configuration control of components.

	
	Network/Database/Computer Systems Administrator II – BA/BS Degree/10 Years Experience or 15 Years Relevant Experience
	E
	Oversees or manages the implementation of specific aspects of network management engineering and is capable of supervising a team of technical specialists working on complex projects. This analyst recommends optimum approach and develops system design for approved projects, interprets information and informally arbitrates between system users when conflicts exist.  This worker may serve as a lead analyst in a design subgroup, directing and integrating the work of one or two lower level analysts, each responsible for several programs.  Supervision and nature of review are similar to level I; existing systems provide precedents for the operation of new subsystems.

Network Administration:  Administer, evaluate, install, maintain and provide overall support for LANs and WANs.  Design test and implement network operations system, develop security procedures, and regulate usage.  Analyze, monitor and troubleshoot problem areas. Coordinate network policy, procedures, and standards. Assist with the training of users.  Provide updates and tuning of network components.  Manage technical configuration control of components.

Database Administration:  Apply knowledge of computer science concepts and techniques in the design, development, installation and maintenance of relational databases to satisfy engineering, scientific, or business data acquisition and management. Provide database tuning and monitoring to insure effective and efficient data access to include comparison of performance ratios, tuning of memory configuration, disk I/O, and application software. Manage technical configuration control of components.

Computer Systems Administrator:  Administer, evaluate, install, and maintain computer systems. Manage and assist in the overall computer systems engineering analysis, planning and evaluation functional areas.  Contributes to the overall planning, development, evaluation and execution of strategic ADP technical and organizational plans. Manage technical configuration control of components.

	
	Planner/Scheduler 
	E
	Develops/directs schedules, program plans, and projects.  Analyzes changes for scheduling impact.  Provides risk assessments to determine the schedules viability.

	
	Computer Systems/Network Analyst I – AAS Degree/5 Years Experience
	E
	At this level, initial assignments are designed to expand practical experience in applying systems analysis techniques and procedures.  This Analyst provides several phases of the required systems analysis/network analysis where the nature of the system is predetermined, uses established fact-finding approaches, knowledge of pertinent work processes and procedures, and familiarity with related computer programming practices, system software, and computer equipment.  As a Network Analyst this individual must have knowledge and experience architecting and configuring Commercial Off The Shelf (COTS) Network Management solutions (i.e., Tivoli, Computer Associates, HP OpenView) for Government applications. Typically has knowledge of one or more flavors of Unix and leading hardware vendors' products. Capable of working, with supervision, on specific aspects of network management engineering. This worker carries out fact finding and analyses as assigned, (usually of a single activity or a routine problem); applies established procedures where the nature of the system, feasibility, computer equipment and programming language have already been decided; may assist a higher level systems analyst by preparing the detailed specifications requi4red by computer programmers from information developed by the higher level analyst, and may research routine user problems and solve them by modifying the existing system when the solutions follow clear precedents.  When cost and deadline estimates are required, results receive closer review.  Performs complex workflow analysis and recommends quality improvements.  The supervisor defines objectives, priorities, and deadlines.  Incumbents work independently; adapt guides to specific situations; resolve problems and deviations according to established practices; and obtain advice where precedents are unclear or not available.  Completed work is reviewed for conformance to requirements, timeliness, and efficiency.  This position may supervise technicians and others who assist in specific assignments.  Work at a level above this is deemed Supervisory or Individual Contributor.

	
	Computer Systems/Network Analyst II – BA/BS Degree/8 Years Experience
	E
	This Analyst applies systems analysis and design skills in an area such as a record keeping or scientific operation.  A system of several varied sequences or formats is usually developed, e.g. the analyst develops systems for maintaining depositor accounts in a bank, maintaining accounts receivable in a retail establishment, maintaining inventory accounts in a manufacturing or wholesale establishment, or processing a limited problem in a scientific project.  This position requires competence in most phases of system analysis and knowledge of pertinent system software and computer equipment and of the work processes, applicable regulations, workload, and practices of the assigned subject-matter area.  Job duties require the incumbent to be able to recognize probable interactions of related computer systems and predict impact of a change in assigned system.  The Computer Systems Analyst II reviews proposals which consists of objectives, scope, and user expectations; gathers facts, analyses data, and prepares a project synopsis which compares alternatives in terms of cost, time availability of equipment and personnel, and recommends a course of action; upon approval of synopsis, prepares specifications for development of computer programs.  The Network Analyst designs, evaluates, formulates the acquisition of, installs, and provides overall support for LANs and WANs. Performs project planning, cost analysis and all aspects of large-scale projects. Designs, tests, and implements large scale LAN and WAN networks.   Have broad in-depth knowledge and several years experience in architecting and configuring Commercial Off The Shelf (COTS) Network Management solutions (i.e., Tivoli, Computer Associates, HP OpenView) for Government applications. Tasks include designing, developing, and deploying a fault and performance network management system, and providing the required trouble isolation and identification required for the applications. Responsibilities include providing customizations of existing Network Management implementations to reduce the interval from identification of a fault to problem resolution.  Duties also include the ability to determine and resolve data processing problems and coordinate the work with program, users, etc.  This worker orients user personnel on new or changed procedures, may conduct special projects such as data element and code standardization throughout a board system, working under specific objectives and bringing to the attention of the supervisor any unusual problems or controversies. In this position, the incumbent works independently under overall project objectives and requirements, and apprises supervisor about progress and unusual complications.  Guidelines usually include existing systems and the constraints imposed by related systems with which the incumbent’s work must be meshed.  This worker adapts design approaches successfully used in precedent systems, works on a segment of a complex data processing scheme or board system, as described for Computer Systems Analyst, Level III, work independently on routine assignments and received instruction and guidance on complex assignments.  Work is reviewed for accuracy of judgment, compliance with instructions, and to insure proper alignment with the overall system.  Completed work is reviewed for timeliness, compatibility with other work, and effectiveness in meeting requirements.  This analyst may provide functional direction to lower level assistants on assigned work.

	
	Computer Systems/Network Analyst III – BA/BS Degree/10Years Experience
	E
	The Computer Systems Analyst III applies systems analysis and design techniques to complex computer systems in a broad area such as manufacturing, finance management, etc.  Usually, there are multiple users of the system; however, there may be complex one-user systems, e.g., for engineering or research projects.  This position requires competence in all phases of systems analysis techniques, concepts, and methods and knowledge of available system software, computer equipment, and the regulations, structure, techniques, and management practices of one or more subject-matter areas.  Since input data usually come from diverse sources, this worker is responsible for recognizing probable conflicts and integrating diverse data elements and sources, and produces innovative solutions for a variety of complex problems.  The Computer Systems Analyst III maintains and modifies complex systems or develops new subsystems such as an integrated production scheduling, inventory control, cost analysis, or sales analysis record in which every item of each type is automatically processed through the full system of records.  The incumbent guides users in formulating requirements, advises on alternatives and on the implications of new or revised data processing systems, analyzes resulting user project proposals, identifies omissions and errors in requirements and conducts feasibility studies.  The Network Analyst designs, evaluates, formulates the acquisition of, installs, and provides overall support for LANs and WANs. Performs project planning, cost analysis and all aspects of large-scale projects. Designs, tests, and implements large scale LAN and WAN networks.  Have broad in-depth knowledge and several years’ leadership experience in architecting and configuring Commercial Off The Shelf (COTS) Network Management solutions (i.e., Tivoli, Computer Associates, HP OpenView) for Government applications. Typically has knowledge of one or more types of Unix and leading hardware vendors' products on which the Network Management platform would run. Oversees or manages the implementation of specific aspects of network management engineering and is capable of supervising a team of technical specialists working on complex projects. This analyst recommends optimum approach and develops system design for approved projects, interprets information and informally arbitrates between system users when conflicts exist.  This worker may serve as a lead analyst in a design subgroup, directing and integrating the work of one or two lower level analysts, each responsible for several programs.  Supervision and nature of review are similar to level II; existing systems provide precedents for the operation of new subsystems.


	14071
	Computer Programmer I 
	N
	Perform programming services for establishments or for outside organizations that may contract for services, converts specifications (precise descriptions) about business or scientific problems into a sequence of detailed instructions to solve problems by electronic data processing (EDP) equipment, i.e. digital computers; draws program flow charts to describe the processing of data, and develops the precise steps and processing logic which, when entered into the computer in coded language (COBOL, FORTRAN, or other programming language) to cause the manipulation of data to achieve desired results. The Computer Programmer tests and corrects programs, prepares instructions for operators who control the computer during runs, modifies programs to increase operating efficiency or to respond to changes in work processes, and maintains records to document program development and revisions.  At levels I, II and III, Computer Programmers may also perform programming analysis such as: gathering facts from users to define their business or scientific problems, and to investigate the feasibility of solving problems through new or modified computer programs; developing specifications for data inputs, flow, actions, decisions, and outputs; and participating on a continuing basis in the overall program planning along with other EDP personnel and users. In contrast, at level IV, some programming analysis must be performed as part of the programming assignment. The analysis duties are identified in a separate paragraph at levels I, II, III, and IV. However, the systems requirements are defined by systems analysts or scientists.  The Computer Programmer I assists higher level staff by performing elementary programming tasks which concern limited and simple data items and steps which closely follow patterns of previous work done in the organization, e.g. drawing flow charts, writing operator instructions, or coding and testing routines to accumulate counts, tallies, or summaries. This worker may perform routine programming assignments (as described in Level II) under close supervision.  In addition to assisting higher level staff, the Computer Programmer I may perform elementary fact-finding concerning a specified work process, e.g., a file of clerical records which is treated as a unit (invoices, requisitions, or purchase orders, etc.) and then report findings to higher level staff. May receive training in elementary fact-finding. Detailed step-by-step instructions are given for each task, and any deviation must be authorized by a supervisor. Work is closely monitored in progress and reviewed in detail upon completion.

	
	Computer Programmer II – BA/BS Degree/2 Years Experience
	E
	The Computer Programmer performs programming services for establishments or for outside organizations that may contract for services, converts specifications (precise descriptions) about business or scientific problems into a sequence of detailed instructions to solve problems by electronic data processing (EDP) equipment, i.e. digital computers; draws program flow charts to describe the processing of data, and develops the precise steps and processing logic which, when entered into the computer in coded language (COBOL, FORTRAN, or other programming language) to cause the manipulation of data to achieve desired results. The Computer Programmer tests and corrects programs, prepares instructions for operators who control the computer during runs, modifies programs to increase operating efficiency or to respond to changes in work processes, and maintains records to document program development and revisions.  At levels I, II and III, Computer Programmers may also perform programming analysis such as: gathering facts from users to define their business or scientific problems, and to investigate the feasibility of solving problems through new or modified computer programs; developing specifications for data inputs, flow, actions, decisions, and outputs; and participating on a continuing basis in the overall program planning along with other EDP personnel and users. In contrast, at level IV, some programming analysis must be performed as part of the programming assignment. The analysis duties are identified in a separate paragraph at levels I, II, III, and IV. However, the systems requirements are defined by systems analysts or scientists.   At this level, initial assignments are designed to develop competence in applying established programming procedures to routine problems. This Computer Programmer performs routine programming assignments that do not require skilled background experience but do require knowledge of established programming procedures and data processing requirements, and works according to clear-cut and complete specifications. The data are refined, and the format of the final product is very similar to that of the input, or is well defined when significantly different, i.e., there are few, if any, problems with interrelating varied records and outputs.  The Computer Programmer II maintains and modifies routine programs, makes approved changes by amending program flow charts, developing detailed processing logic, and coding changes, tests and documents modifications and writes operator instructions, may write routine new programs using prescribed specifications, and may confer with EDP personnel to clarify procedures, processing logic, etc.  In addition, the Computer Programmer II may evaluate simple interrelationships in the immediate programming area confers with user representatives to gain an understanding of the situation sufficient to formulate the needed change, and implements the change upon approval of the supervisor or higher level staff. The incumbent is provided with charts, narrative descriptions of the functions performed, an approved statement of the product desired (e.g., a change in a local establishment report), and the inputs, outputs, and record formats. This Worker reviews objectives and assignment details with higher level staff to insure thorough understanding; uses judgment in selecting among authorized procedures and seeks assistance when guidelines are inadequate, significant deviations are proposed, or when unanticipated problems arise. Work is usually monitored in progress, and all work is reviewed upon completion for accuracy and compliance with standards. 



	
	Computer Programmer III – BA/BS Degree/4 Years Experience 
	E
	The Computer Programmer performs programming services for establishments or for outside organizations that may contract for services, converts specifications (precise descriptions) about business or scientific problems into a sequence of detailed instructions to solve problems by electronic data processing (EDP) equipment, i.e. digital computers; draws program flow charts to describe the processing of data, and develops the precise steps and processing logic which, when entered into the computer in coded language (COBOL, FORTRAN, or other programming language) to cause the manipulation of data to achieve desired results. The Computer Programmer tests and corrects programs, prepares instructions for operators who control the computer during runs, modifies programs to increase operating efficiency or to respond to changes in work processes, and maintains records to document program development and revisions.  At levels I, II and III, Computer Programmers may also perform programming analysis such as: gathering facts from users to define their business or scientific problems, and to investigate the feasibility of solving problems through new or modified computer programs; developing specifications for data inputs, flow, actions, decisions, and outputs; and participating on a continuing basis in the overall program planning along with other EDP personnel and users. In contrast, at level IV, some programming analysis must be performed as part of the programming assignment. The analysis duties are identified in a separate paragraph at levels I, II, III, and IV. However, the systems requirements are defined by systems analysts or scientists.  As a fully qualified Computer Programmer, this Worker applies standard programming procedures and detailed knowledge of pertinent subject matter in a programming area such as a record keeping operation (supply, personnel and payroll, inventory, purchasing, insurance payments, depositor accounts, etc.); a well-defined statistical or scientific problem; or other standardized operation or problem. The incumbent works according to approved statements of requirements and detailed specifications.  While the data are clear cut, related, and equally available, there may be substantial interrelationships of a variety of records and several varied sequences of formats are usually produced. The programs developed or modified typically are linked to several other programs in that the output of one becomes the input for another. This Computer Programmer recognizes probable interactions of other related programs with the assigned program(s) and is familiar with related system software and computer equipment, and solves conventional programming problems, (In small organizations, may maintain programs that concern or combine several operations, i.e. users, or develop programs where there is one primary user and the others give input.)  The Computer Programmer III performs such duties as developing, modifying, and maintaining assigned programs, designing and implementing modifications to the interrelation of files and records within programs in consultations with higher level staff. This Worker monitors the operation of assigned programs and responds to problems by diagnosing and correcting errors in logic and coding; implements and/or maintains assigned portions of a scientific programming project, applying established scientific programming techniques to well-defined mathematical, statistical, engineering, or other scientific problems usually requiring the translation of mathematical notation into processing logic and code. (Scientific programming includes assignments such as: using predetermined physical laws expressed in mathematical terms to relate one set of data to another; the routine storage and retrieval of field test data, and using procedures for real-time command and control, scientific data reduction, signal processing, or similar areas.) This Programmer tests, documents work, writes and maintains operator instructions for assigned programs, and confers with other EDP personnel to obtain or provide factual data.  In addition, this Programmer may carry out fact-finding and programming analysis of a single activity or routine problem, applying established procedures where the nature of the program, feasibility, computer equipment, and programming language have already been decided. Job tasks may require the incumbent to analyze present performance of the program and take action to correct deficiencies based on discussion with the user and consultation with and approval of the supervisor or higher-level staff. This Programmer may assist in the review and analysis of detailed program specifications, and in program design to meet changes in work processes.  The Computer Programmer III works independently under specified objectives; applies judgment in devising program logic and in selecting and adapting standard programming procedures, resolves problems and deviations according to established practices, and obtains advice where precedents are unclear or not available. This Worker, may guide or instruct lower level programmers; supervise technicians and others who assist in specific assignments, works on complex programs under close direction of higher level staff or supervisor, and may assist higher level staff by independently performing moderately complex tasks assigned, and performing complex tasks under close supervision. Work at a level above this is deemed Supervisory or Individual Contributor. Completed work is reviewed for conformance to standards, timeliness, and efficiency. 

	
	TECHNICIAN
	
	

	
	Customer Support Representative (CSR) – HS Diploma/10 Years Specialized Experience
	E
	A person with specialized training in NASA communications services, who coordinates directly with Mission, Project and Directorates customers to determine what services are required. Through oral and written communications, helps customers create service request for both standard services and custom services. The person has an in-depth knowledge of the NASA service catalog and supporting infrastructure. Capable of using PC tools, websites, and other information management tools to initiate and track to closure, with customers, their specific service requests. 

	30061
	Drafter/CAD Operator II
	N
	Responsible for all Drafter/CAD Operator I assigned functions to include the following:

This operator prepares various drawings computer models of such units as construction projects or parts and assemblies, including various views, sectional profiles, irregular or reverse curves, hidden lines, and small or intricate details. Work requires use of most of the conventional drafting and CAD techniques and a working knowledge of the terms and procedures of the occupation. The Draft/CAD Operator II makes arithmetic computations using standard formulas. Familiar or recurring work is assigned in general terms. Unfamiliar assignments include information on methods, procedures, sources of information, and precedents to follow. Simple revisions to existing drawings or computer models may be assigned with a verbal explanation of the desired results. More complex revisions are produced from sketches, computer models or specifications that clearly depict the desired product. 

Typical assignments include: 

a. Preparing several views of a simple gear system from a layout and manual references and obtaining dimensions and tolerances from manuals and by measuring the layout. 

b. Preparing and revising detail and design drawings for such projects as the construction and installation of electrical or electronic equipment, plant wiring, and the manufacture and assembly of printed circuit boards. Drawings typically include details of mountings, frames, guards, or other accessories; conduit layouts; or wiring diagrams indicating transformer sizes, conduit locations and mountings. 

c. Drawing base and elevation views, sections, and details of new bridges or other structures, revising complete sets of roadway drawings for highway construction projects, or preparing block maps, indicating water and sewage line locations.

	30062
	Drafter/CAD Operator III
	N
	This operator prepares complete sets of complex draw​ings or computer models that include complex design features that require considerable drafting skill to visu​alize and portray.  Assignments regularly require the use of mathematical formulas to draw land contours or to compute weights, center of gravity, load capacities, dimensions, quantities of material, etc.  The Draft/CAD Operator works from sketches, computer models, and verbal information supplied by an engineer, architect, or designer to determine the most appropriate views, detail drawings, and supplementary information needed to complete assignments.  This operator selects required information from computer programs, and internet sites, precedents, manufacturers’ catalogs, and technical guides.  This operator independently resolves most of the problems encountered.  Supervisor or design origi​nator may suggest methods of approach or provide advice on unusually difficult problems.  Typical assign​ments include:  

a.  Prepares complete sets of drawings of test equipment to be manufactured from layouts, models, or sketches.  Several cross-sectional and subassembly drawings are required.  From information supplied by the design originator and from technical handbooks and manuals, this operator describes dimensions, tolerance, fits, fabrication techniques, and standard parts to use in manufacturing the equipment.

b.  From electronic schematics, information as to maximum size, and manuals giving dimen​sions of standard parts, determines the arrangement and prepares drawing of printed circuit boards.

c.  From precedents, drafting standards, and established practices, prepares final construc​tion drawings for floodgates, navigation locks, dams, bridges, culverts, levees, channel exca​vations, dikes and berms, prepares boring pro​files, typical cross-sections, and land profiles; and delineates related topographical details as required.

d.  Prepares final drawings for street paving and widening or for water and sewer lines having complex trunk lines; reduces field notes and calculates true grades.  From engineering designs, lays out plan, profile and detail appur​tenances required; and notifies supervisor of conflicting details in design.

Excludes drafter performing work of similar difficulty to that described at this level but who provides support for a variety of organizations that have widely differing functions or requirements.

	23931
	Telecommunications Mechanic I 
(Telecommunications Technician/Mechanic I)
	N
	The Telecommunications Mechanic installs, removes, tests, troubleshoots, programs, maintains, and repairs voice and non-voice communications systems including intercom and public address systems, alarm systems, digital switching equipment, miscellaneous telephone, radio, fire alarms, intrusion alarms and compute data circuits, and related apparatus required in central switching office.  The Telecommunications Mechanic I installs, removes, maintains, modifies, troubleshoots, and repairs voice and/or non-voice communications systems including intercom and public address systems, alarm systems, teletype equipment, and electronic and electromechanical telephone key systems/ PBAXs; ter​minal and communications equipment, including line drivers. This mechanic runs cables, key cables, or house wire to all telephone sets, terminal connectors, lugs, pins, or screws, associated with key telephone equipment and/or terminating equipment for non-voice circuits.

	23932
	Telecommunications Mechanic II 
(Telecommunications Technician/Mechanic II)
	N
	Responsible for all of the Telecommunications Mechanic I assigned functions to include the fol​lowing:

The Telecommunications Mechanic II installs, tests, troubleshoots, programs, maintains, and repairs digital switching equipment, attendant consoles, power and ringing relay racks, miscellaneous telephone, radio, fire alarms, intrusion alarms, and computer data circuits and related apparatus required in the central switching office. This worker analyzes system failures and other unusual system occurrences to isolate the source of the problem and determine whether the failure is caused by software, hardware, or other factors. Employees in this position maintain manual and/or computerized central office records, including detail records, traffic analysis records, cable records, line records, subscriber service records, and spare parts inventories.

	Must be con-formed IAW SCA
	Telecommunications Mechanic III
(Telecommunications Technician/Mechanic III)
	N
	In addition, to the duties described in the Telecommuni​cations Mechanic I & II above, the Telecommunications Mechanic III coordinates the activities of the mechanics engaged in the installation, maintenance, test, troubleshooting, and programming of digital switching equipment, consoles, computer data circuits and related apparatuses required in the central switch​ing office.  Reviews work orders, trouble reports, time and equipment records for completeness and accuracy.  Assign work orders to the mechanics and requisitions materials, tools, and supplies as needed.  Inspects completed work accuracy to verify conformance and compliance to Government standards and regulations.  Prepares daily operating reports, summarizes labor, materials, and equipment charges for work performed.  Assists lower level personnel in the completion of assigned tasks.

	
	OPERATOR
	
	

	14043
	Computer Operator III 
	N
	Responsible for all of the Computer Operator II assigned functions to include the following:  This operator may test run new or modified programs and assists in modi​fying systems or programs. Included within the scope of this definition are fully qualified Computer Operators, trainees working to become fully qualified operators, and lead operators providing technical assistance to lower level positions.   The Computer Operator III processes a range of scheduled routines. In addition to operating the system and resolving common error conditions, this worker diagnoses and acts on machine stoppage and error conditions not fully covered by existing procedures and guidelines (e.g., resetting switches and other con​trols or making mechanical adjustments to maintain or restore equipment operations). In response to computer output instructions or error conditions, the Computer Operator III may deviate from standard procedures if standard procedures do not provide a solution and refers problems which do not respond to corrective pro​cedures to a person of supervisory or higher individual contributor level.

	14044
	Computer Operator IV 
	N
	Responsible for all of the Computer Operator III assigned functions to include the following:

This operator may test run new or modified programs and assists in modifying systems or programs. Included within the scope of this definition are fully qualified Computer Operators, trainees working to become fully qualified operators, and lead operators providing techni​cal assistance to lower level positions.  The Computer Operator IV adapts to a variety of nonstandard problems that require extensive operator intervention (e.g. fre​quent introduction of new programs, applications, or procedures). In response to computer output instruc​tions or error conditions, this worker 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 if necessary. Typically, completed work is submitted to users without supervisory review.

	14045
	Computer Operator V 
	N
	Responsible for all of the Computer Operator IV assigned functions to include the following:

This operator may test run new or modified programs and assists in modifying systems or programs. Included within the scope of this definition are fully qualified Computer Operators, trainees working to become fully qualified operators, and lead operators providing techni​cal assistance to lower level positions.   The Computer Operator V resolves a variety of difficult operating prob​lems (e.g. making unusual equipment connections and rarely used equipment and channel configurations to direct processing through or around problems in equip​ment, circuits, or channels or reviewing test run requirements and developing unusual system configura​tions that will allow test programs to process without interfering with ongoing job requirements). In response to computer output instructions and error conditions or to avoid loss of information or to conserve computer time, operator deviates from standard procedures. Such actions may materially alter the computer unit's produc​tion plans. This operator may spend considerable time away from the control station providing technical assis​tance to lower level operators and assisting program​mers, systems analysts, and subject matter specialists with resolution of problems.  

	13110
	Video Teleconference Technician II
	N
	Operates video teleconferencing equipment including powering up teleconferencing equipment, checking equipment for proper operation, setting audio levels, positioning camera functions, performing secure or non-secure setup; operate or assist in operating session control panel, studio control unit, and high-resolution graphics. Provide assistance to users in conducting video teleconference sessions, which may include con​ference preparation, and monitor VTC equipment and system performance, reporting equipment and network problems to appropriate parties for maintenance or repair. Responsibilities may include operation of briefing computers, projectors or other audiovisual equipment in conjunction with video teleconferencing services, scheduling video teleconferencing sessions, training personnel in operation of video teleconferencing equip​ment and other audiovisual equipment associated with video teleconferencing services. 
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