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COMPBASE® USA 
Winter 2023 

INVITATION TO PARTICIPATE 
 
Western Management Group invites you to participate in the Winter 2023 edition of CompBase USA, now in its 28th year! 
 
Conducted on a semi-annual basis, this cross-industry nationwide survey collects total cash compensation data for over 500 
exempt and non-exempt jobs common to most industries. Participants can receive national data or regional data from over 100 
designated geographic areas. 
 
The survey covers Total Cash Compensation in the form of Annual Base Pay and Individual and Other Variable Cash, including 
Profit Sharing, Performance Bonuses, Team Awards, Discretionary Bonuses, etc.  Data is collected on an incumbent basis to 
ensure a complete picture of all compensation elements and true percentile analysis. 
 
RESULTS OPTIONS 
 
There are two results options.  The results are NOT available to non-participants. 
 

 Nationwide Results - $3,200  Includes the Nationwide Standard Report, containing all data from all participants, 
AND includes Custom reporting capabilities for those who would like to run reports on selected sets of participants, 
jobs or geographic areas. 

 
 Single Geographic Area reports - $1,650  Your choice of a single geographic Region, State or major Metro area are 

produced and delivered directly by WMG, in both PDF and XLS formats. 
 
NATIONWIDE MULTIPLE SURVEY DISCOUNT - $ 1,000 
Participate in and purchase both CompBase® USA and any other Western Management Group survey in 2022, and receive a 
$1,000 discount off of your NATIONWIDE CompBase® USA fees.  Not available for Single Geographic Area orders. 
 
SURVEY SCHEDULE 
 

1 January 2023 Effective Date of Data 
28 February 2023 Deadline for submission of data to WMG ($75 Discount) 
April 2023 Results Available for Participants via DataCentral® 

 
PolicyCentral® – ONLINE POLICIES AND PRACTICES RESOURCE 
Compensation related policy and practices information is collected and analyzed through our website at PolicyCentral – your 
online source for the compensation policy issues.  You can logon at www.wmgnet.com to report and access this information at 
no additional charge.  If you are a previous PolicyCentral participant your policy information may already be entered.  Just 
logon, review and update them as necessary. 
 
Western Management Group is a consulting firm whose practice, since 1972, has been exclusively oriented to the development 
and conduct of third party, specialized compensation surveys.  All data received by Western Management Group is safeguarded 
in accord with the highest professional standards.  You may be assured that no company will have independent access to your 
data.  All data for this survey will remain confidential and will not be divulged to any outside party.  The results from the 
CompBase USA survey will only be available to participants and cannot be purchased by non-participants. 
 
We invite and welcome your participation and trust that the resulting report will be of considerable value in the analysis of your 
compensation programs.  Should you have any questions regarding the survey, please feel free to contact us directly. 

 
Karin P. Dunwoody 
Survey Manager 
+1 408 502 9901 
karin@wmgnet.com 
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KEY SURVEY FEATURES 
 
 Total Cash Compensation data including Annual Base Pay and Individual and Other Variable Cash, including Profit Sharing, 

Performance Bonuses, Team Awards, Discretionary Bonuses, etc. 
 
 Geographic breakouts available for major regions, states, and over 100 major metropolitan areas throughout the country. 
 
 Industry and Revenue Level breakouts available. 
 
 Over 500 participants were included in the 2022 edition. 
 
 Over 500 benchmark jobs covered from nonexempt through executive levels. 
 
SURVEY SCHEDULE 
 

1 January 2023 Effective Date of Data 
28 February 2023 Deadline for submission of data.  Earn a $75 discount for “on-time” data 
April 2023 Results available for participants via DataCentral® 

 
SURVEY FEES 
 
Two options are available: 
 
NATIONWIDE RESULTS are distributed via DataCentral® our online reporting system.  Includes the Nationwide Standard 
Report, which contains all data from all participants, available to download in both PDF and XLS formats.  The Nationwide 
Results option also includes Custom Generated Report capabilities for those who need to compare their data to that of 
others, or would like to run reports on selected sets of participants, jobs or geographic areas. 
 
SINGLE GEOGRAPHIC AREA REPORTS will be produced and delivered directly by WMG in both PDF and XLS formats.  
Contains data from participants in a single selected geographic region, state or metro area.  Your data is included in the 
computation of job data statistics and totals.  Both Adobe Acrobat and Excel reports are included at no additional cost. 
 

Nationwide Results – Provides BOTH Standard and Custom Report Access $3,200 
 

Single Geographic Area Standard Report $1,650 
 
SURVEY DISCOUNTS 
 
Significant discounts are available help to moderate your costs.  Here are some important dates and discounts to keep in mind: 
 
 $1,000 Nationwide Multiple Survey Discount if you participate in and purchase both CompBase® USA and any other 

Western Management Group survey in 2023, and receive a $1,000 discount off of your Nationwide 
CompBase® USA fees.  Not available for Single Geographic Area orders 

 
 $75 On-Time Discount if you submit your pay data by 28 February 2023 
 
 $400 Previous Participant Discount for 2022 and 2021 CompBase® USA Survey Participants 
 
 $500 New Participant Referral Discount for each new participant you refer – PLUS the company you refer also 

receives this discount! 
 
Participants are invoiced when survey input is received.  All applicable discounts are applied at that time. 
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SURVEY RESULTS 
 
There are two levels of results access available depending on your needs – Nationwide Results or Single Geographic Area 
Reports.  The Nationwide Results will be available for a FULL YEAR of 24x7 access via DataCentral®.  Single Geographic Area 
Reports will be produced and delivered directly from WMG. 
 
NATIONWIDE RESULTS OPTION - $3,200 
 

The Nationwide Results Option includes the pre-formatted Nationwide Standard Report, which contains all data from all 
participants.  Includes the General Information, Summary, Detail and Breakout Reports detailed below.  The Nationwide 
Results option also includes full Custom Generated Report capabilities in addition to the Standard Report.  Ideal for 
participants who need reports based on a selected set of participants or to meet specific scoping criteria.  You have complete 
control and flexibility in defining your own reports. 

 
• Company Selections 
• Company Size by Revenue or Employment 
• Industry 
• Geographic Area: Region/State/Metro Area 
• Data Elements and Statistics Calculations 

• Custom Percentiles 
• Standard Deviations 
• Weighted and Simple Averages 
• Data Aging 
• And much more! 

 
Includes the following reports: 

 
 General Information Report:  Provides general demographic information about the survey participants, the full 

participant list, survey element definitions and job coverage. 
 

 Summary Report:  Displays the employee weighted or simple average of each pay element for each survey job. 
 

 Detail Report:  For each survey job, displays employee weighted averages, simple averages and percentile data for 
each pay element as well as base-to-bonus earnings mix data, and number of employees reported to each FLSA Status. 

 
 Breakout Report:  For every survey job, displays averages of each pay element broken out by Industry, Geographic 

Area and Company Revenue. 
 

 Uploadable Excel Report:  Provides a job-by-job spreadsheet report with all of the major statistics and pay elements 
laid out in a readily uploadable format for third party analysis software. 

 
 Uploadable Excel Breakout Report:  Similar to the Uploadable Excel Report above, PLUS adds the ability to split 

the results into categories such as Geography, Industry, or Revenue. 
 

 Market Comparison Report:  The Market Comparison Report displays how your company compares to the market 
in graphic and tabular formats. 

 
For a live demonstration of the power, flexibility and capabilities of DataCentral go to www.wmgnet.com and scroll down 
to ”Our Features”, under “DataCentral”, click on “Take a Test Drive”, or contact Karin Dunwoody at +1 408 502 9901, 
karin@wmgnet.com for a guided tour. 

 
SINGLE GEOGRAPHIC AREA REPORT OPTION - $1,650 
 

Contains data from participants in a single selected geographic region, state or metro area.  Your data is included in the 
computation of job data statistics and totals.  Both Adobe Acrobat and Excel formats are included at no additional cost.  
Includes the General Information, Summary, Detail Breakout and Uploadable Excel Reports detailed above. 
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SAMPLE - SUMMARY REPORT 
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SAMPLE - DETAIL REPORT 
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SAMPLE - BREAKOUT REPORT 
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SAMPLE - MARKET COMPARISON REPORT 
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2022 PARTICIPANT LIST 
 
1 800 Contacts 
1st Northern California CU 
Absolute Business Solutions 
ABT Associates 
Accenture 
AECOM 
Aerojet Rocketdyne 
Aerospace Corporation 
Aerospace FCU 
AeroVironment 
AEVEX Aerospace 
Agreserves 
Akima 
Allied Associates International 
Almaden Vineyards 
Amazon.com 
Amegy Bank 
Amentum 
American First CU 
American Rheinmetall Defense 
American Systems 
Analytic Services 
Anthem Engineering 
Apple House Vineyard Office 
Archery Summit Winery 
AriensCo 
Artesa Winery 
Arup Laboratories 
ASM Research 
ASRC Federal 
Associated Banc-Corp 
Associated Food Stores 
Assured Information Security 
AT&T 
Atkins Nuclear Secured 
Atlas Technologies 
Austal USA 
AutoZone 
Azure Summit Technology 
Bana Solutions 
Barbaricum 
Battelle Memorial Institute 
Battle Resource Management 
Bay FCU 
BBA Aviation 
BCU 
Beaulieu Vineyard 
Bechtel Nuclear, Security & 

Environmental 
Bentley University 
Benziger Family Winery 
Beringer Winery 
Big Bear AI 
Big House Wines 
Big West Oil 
Biltmore Estate Wine 

Bogle Vineyards 
Boisset Collection 
Bond Estate Winery 
Booz Allen Hamilton 
Boston College 
Brandeis University 
Brigham Young University 
Brigham Young University/Idaho 
Brookhaven National Laboratory 
Browning 
Buchanan & Edwards 
Bucknell University 
Buena Vista Winery 
Bush Brothers 
C. Mondavi & Family 
Ca' Momi Winery 
Cakebread Cellars 
California Bank & Trust 
California State 

University/Dominguez Hills 
California State University/Fullerton 
Caltech Employees FCU 
Calumet Specialty Products 
Camino FCU 
Canandaigua Winery 
Capgemini Government Solutions 
Capital Group 
Cascade Employers Association 
Centerra-Savannah River Site 
Central Plateau Cleanup Company 
CGI Technologies and Solutions 
Chateau Montelena Winery 
Chickasaw Nation Industries 
Claremont Graduate University 
Classic Wines 
Clean Harbors 
Clear Creek Group 
Cline Cellars 
Clos Pegase Winery 
CNSI 
Cognosante 
Cole Engineering Services 
Colgin Cellars 
CollabraSpace 
College of Idaho 
COLSA 
Comcast 
Commerce Bank of Washington 
Commonwealth Central CU 
Community First CU 
Comso 
ConAgra Foods 
Concannon Vineyard 
Concurrent Technologies 
Constellation Bedford Warehouse 

Napa 

Constellation Brands 
Constellation Chicago Office 
Constellation San Francisco 
Constellation Software Engineering 
Constellation Sonoma Office 
Constellation Texas Office 
Constellations Napa Sonoma Solano 

Office 
Core4ce 
Crate & Barrel 
Creighton University 
Crimson Wine Group 
Cutler Vineyards 
Cuvaison Winery 
Darioush Winery 
Dart Container 
Davidson Technologies 
Davis County 
Day & Zimmermann 
DCS 
De Loach Winery 
Delectus Winery 
Delicato Family Vineyards 
Deloitte Services 
Deployed Resources 
Digital Cloak 
Disney Parks, Experiences & 

Products 
Distinguished Vineyards & Wine 

Partners 
District 
Domaine Carneros 
Domaine Chandon 
Don Sebastiani & Sons 
doTERRA International 
Draper Laboratory 
Dry Creek Vineyard 
Duckhorn Wine 
Duke University 
E. & J. Gallo Winery 
E. & J. Gallo Winery/Fresno 
E. & J. Gallo Winery/Sonoma 
East County Schools FCU 
eBay 
Ecolab 
Edwards Lifesciences 
Elbit Systems of America 
EMG 
Engineering, and Medicine 
Epsilon Systems Solutions 
Erie Insurance Group 
Eversource Energy 
EverWatch 
F. Korbel & Brothers 
Farm Credit Foundations 
Farmers Insurance Group FCU
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2022 PARTICIPANT LIST (Continued) 
 
Fetzer Vineyards 
FITT Scientific 
FJ Management 
Fluor 
FN Cellars 
Folie A' Deux Winery 
Folio Fine Wine Partners 
Foppiano Vineyards 
Francis Ford Coppola Presents 
Franzia Sanger Winery 
Franzia Vineyards 
Freixenet Mionetto USA 
Fresno Vineyards 
Frog's Leap Winery 
Frontier Technology 
Gary Farrell Wines 
General Dynamics/Electric Boat 
General Dynamics/Info Technology 
General Dynamics/Mission Systems 
Georgia Institute of Technology 
Georgia Tech Research Institute 
Gloria Ferrer Winery 
Golden SVCS 
Gonzales Winery 
Govplace 
GP Strategies 
Grape Creek Vineyards 
Greater Nevada CU 
Greystone Power Cooperative 
Grgich Hills Cellar 
Groth Vineyards & Winery 
Gundlach-Bundschu Winery 
Hahn Family Wines 
Hall Wines 
Hamel Family Wines 
Harlan Estate 
Harvard Business Publishing 
Harvard University 
Hawaii Central CU 
Hawaii State FCU 
Helios HR 
Heritage Bank Of Commerce 
Hess Collection Winery 
Hexcel 
Hitachi Vantara Federal 
HoMedics 
Honig Vineyard & Winery 
Hospital Corporation of America 
Huneeus Vintners 
Huntington Ingalls Technical 

Solutions 
ICF International 
Idaho Housing & Finance 

Association 
Ideal Innovations 
IIT Research Institute 

ILWU CU 
InDyne 
Ingram Barge Company 
Innophos Nutrition 
Inno-Plex 
iNovex Information Systems 
Institute for Defense Analyses 
Intecon 
Intelligent Waves 
Inter-Coastal Electronics 
Interfuze 
Intermountain Health Care 
IPKeys Technologies 
iWorks 
J. Lohr Vineyards & Winery 
Jackson Family Wines 
Jacksonville Aviation Authority 
Jacobs Technology 
Jacuzzi Family Wines 
Janicki Industries 
Jet Propulsion Laboratory 
Joel Gott 
John Anthony Wines 
Johns Hopkins Univ/Applied Physics 

Lab 
Johns Hopkins University 
Joseph Phelps Vineyards 
JT4 
Justin Winery & Vineyard 
Kamen Estate Wines 
KBR Government Solutions US 
Kegman 
Kenwood Vineyards 
Keypoint CU 
Keyspoke Software 
Kimberley Organic Wine Vinegars 
King City Vineyards 
Kunde Estate Winery 
Laetitia Vineyards & Winery 
Lambert Bridge Winery 
LangeTwins Winery 
Lasseter Family Winery 
Laurent Perrier USA 
LBS Financial CU 
Lede Family Wines 
Leidos 
Lennox International 
Leonardo DRS 
Leupold & Stevens 
LinQuest 
LMI 
Local Government FCU 
Lockheed Martin 
Lodi Distribution Center 
Logistic Services International 
Los Angeles FCU 

Magellan Health 
ManTech International 
Markham Vineyards 
Massachusetts Institute Of 

Technology 
Maverik 
Maxar Technologies 
Mayo Clinic 
McBride Sisters Collection 
McFarland 
Mercer Engineering Research 

Center 
Merit Medical Systems 
Michael David Winery 
Michigan First CU 
MidFlorida FCU 
Mission Bell Winery 
MIT Lincoln Laboratories 
MITRE 
MKS2 
Mogen David Winery 
Molson Coors Beverage Company 
MRIGlobal 
Napa Bottling & Sales Office 
Napa Wine Company 
National Aerospace Solutions 
National Bank of Arizona 
National Renewable Energy 

Laboratory 
NCI Information Systems 
NCPD FCU 
Nevada State Bank 
New Age Beverage 
Neyers Vineyard 
Noble CU 
Noblis 
North Carolina State Human 

Resources 
North Point Defense 
Northrop Grumman 
Northstrat 
Northwestern Mutual 
Nuvision FCU 
Oak Ridge Associated Universities 
Oakville Grocery 
OCH Technologies 
ODW Logistics 
OneAz CU 
O'Neill Vintners & Distillers 
Operating Eng Local #3 FCU 
Opus One 
Orange County's CU 
Orbit Irrigation Products 
Oregon Community CU 
organicgirl 
Orion Space Solutions
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2022 PARTICIPANT LIST (Continued) 
 
Overstock.com 
Pacific Service CU 
Pacific Union Co. 
PAE 
Parallax Advanced Research 
Parsons 
Partners FCU 
Pasadena Service FCU 
Paso Cellars 360 
Patrona 
Paul Hobbs Winery 
PD Systems 
Peju Province Winery 
Pennsylvania State 

University/Applied 
Penske Truck Leasing 
PeopleTec 
Peraton 
Performance Technology Group 
Pernod Ricard Winemakers USA 
Peter Michael Winery 
Physical Electronics USA 
Pine Creek Vineyards 
Pine Ridge Winery 
Pinnacle Solutions 
Plump Jack Winery 
Pohlad Companies 
Praxis Engineering Technologies 
Precept Wine Brands 
Premier One CU 
Price Family Vineyards & Estates 
Prophasys 
Provident CU 
Purple Brands 
Quarry Lake Winery 
Quick Services 
Quintessa 
RAND 
Ray's Station Winery 
Realm Cellars 
Red Alpha 
Research Lab 
Ridge Vineyards & Winery 
Ridgeline International 
Rivino Winery 
Rix Industries 
Robert Mondavi 
Rodney Strong Vineyards 
Rombauer Vineyards 
RTI International 
Rutherford Hill Winery 
Rutherford Wine 
Ryder Systems 
SAIC 
SAIF 
Salt Lake City 

Salt Lake Community College 
San Mateo CU 
Santee Cooper 
Savannah River Remediation 
Savers 
Sawdey Solution Services 
Schramsberg Vineyards 
Science Systems & Applications 
Scientific Research 
Scribe Winery 
Serco 
Sho-Me Power Electric Cooperative 
Shook, Hardy & Bacon 
SI2 Technologies 
Sierra Nevada 
Sigmatech 
Silotech Group 
Silver Oak Wine Cellars 
Silverado Vineyards 
Simi Winery 
Simulation Technologies 
Sinclair Services 
SkyePoint Decisions 
Skywalker Vineyards 
SMSC Gaming Enterprise 
Sodexo 
Soledad Vineyards 
Sonoma Warehouse & Bottling 
Sonoma-Cutrer Vineyards 
SOS International LLC 
Southern Methodist University 
Southwest Research Institute 
Space Dynamics Laboratory 
Space Systems Integration 
Space Telescope Science Institute 
SRC 
SRI International 
St. Francis Winery & Vineyards 
St. John's University 
St. Supery Vineyards & Winery 
Stags Leap Wine Cellars 
Stampin Up 
State Farm Insurance 
State of Idaho 
State of Utah, DHRM 
Ste. Michelle Wine Estates 
Sterling Vineyards 
Stoller Wine Group 
Stonewall Canyon Winery 
Sutter Home Vineyards 
Swanson Vineyards & Winery 
System High 
Tailored Brands 
Technology Unlimited Group 
Tecolote Research 
Telephonics 

Tensley Consulting 
Terlato Wine Group 
Textron Systems 
The Bountiful Company 
The Flight Deck Tasting Room 
The National Academies of 

Sciences, 
The Prisoner Wine Company 
The Swift Group 
The Wine Group 
Thrivent Financial 
Titan Technologies 
Tokio Marine HCC 
Torch Technologies 
Toyon Research 
Travis CU 
Treasury Wine Estates Americas 
Trentadue Winery 
Trinchero Central Coast 
Trinchero Family Estates 
Trinchero Lodi 
Tulane University 
Turner Road Vintners 
Two Six Technologies 
U.S. Foods 
U.S. Magnesium 
UIC Government Services 
Union Wine Company 
United FCU 
UnitedHealth Group 
Universities Space Research 

Association 
University Corporation for 

Atmospheric Research 
University FCU 
University Of Pennsylvania 
University of San Francisco 
University of Texas at 

Austin/Applied Research 
Laboratories 

University of Texas/Health Science 
Center - San Antonio 

University of Utah 
USAA 
USANA Health Sciences 
USC CU 
Utah County 
Utah Retirement Systems 
Utah State Courts 
Utah State University 
Utah Transit Authority 
Utah Valley University 
Valiant Integrated Services 
ValidaTek 
Varen Technologies 
Varex Imaging
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2022 PARTICIPANT LIST (Continued) 
 
VariQ 
Vectra Bank 
Vectrus Systems 
Vintage Wine Estates 
Vivint Solar 
Wappo Vineyard Office 
Wasatch Front Waste & Recycling 

Wattle Creek Winery 
Weber State University 
Wells Fargo 
Wente Family Estates 
Westat 
Westfield Bank 
WestRock 

Williams-Sonoma 
Windsor Vineyards 
Wine Service Cooperative 
Wood Consulting Services 
Woodbridge 
Yulista Holding 
Zions Bancorporation 
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PolicyCentral® – ONLINE POLICIES AND PRACTICES RESOURCE 
 
Compensation related policy and practices information from all of our surveys is collected and analyzed through our website at 
PolicyCentral – your online source for the compensation policy issues.  Simply log on at www.wmgnet.com and click on 
PolicyCentral to complete this portion of your survey. 
 
If you are not the person responsible for compensation and benefits policies and practices, please refer this information to the 
responsible party. 
 

2023 Pay Increase Plan Budgets 
Cost of Employee Benefits as a Percentage of Payroll 
Employment Turnover/Reduction in Force (RIF) 
Individual Performance Bonus (Excluding Sales Positions) 
Insurance: Health & Medical 
Paid Personal Time Off - PPTO 
Paid Sick Leave 
Paid Vacation 
Pay Increase Plans - Design 
Retirement: Defined Contribution Plans (401(k)-type plans) 

 
We understand that it may require an initial investment of your time to enter your company’s data the first time for these “Core 
Topics”, but once your data is in, updating it next year won’t take as much of your time; you only need to review and update 
your changes for “time sensitive” topics annually.  All of your previous data is retained for modification, and if you are in multiple 
WMG surveys, you only need to enter/update annually, and it covers all of your surveys! 
 
Over 100 additional topics are also available and once you enter your own data on any topic, you can generate a report for that 
topic. 
 
In PolicyCentral you are able to customize your reports by selecting specific companies, product groups, survey 
groups, geographic areas, and more.  You can also receive reports in colorful graphics and uploadable 
spreadsheet format – all free of any additional charge. 
 
Enhanced Selection and Reporting Capability can be based on the following:  (Data will not be displayed if there are less than 5 
organizations reporting.) 
 

 Industry 
 Headquarters Location 
 Size of Organization 
 Employee Population 
 Annual $ Revenue 
 Specific WMG Survey Participants 

 Age of Data 
 Specific Company Selections 
 Ability to Include or Exclude your own data 
 Tabular and Graphic Analysis/Display 
 Results loadable to Excel and CXV formatted files 

 
You can logon at www.wmgnet.com to report and access your PolicyCentral information.  If you are a new participant, or 
have misplaced your username and password, contact Karin Dunwoody at +1 408 502 9901, karin@wmgnet.com. 
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PREPARING YOUR SURVEY INPUT 
 
Before starting data submission, we recommend that you follow the steps outlined below to help streamline your submittal. 
 
 Print this document in color, as these materials have many key-points outlined in red print. 
 
 Read this document completely, taking notes and "marking-up" your copy.  If you have any questions, please feel free to 

contact us directly for clarification. 
 
 Prepare your proposed Job Matches, comparing and translating your internal job-structures and positions to those found 

in the survey. 
 
 Collect and prepare your Company and Incumbent Data 
 
 Download the SmartScreen® Excel Template from the WMG Website 
 
 Use the SmartScreen on your PC 
 

 Enter the General Information and Billing information 
 Export your Employee Data from your HRIS System to an Excel file, with one line of data per employee 
 Cut/Paste the data from your HRIS / Employee Data file into the appropriate SmartScreen fields 
 Enter Survey-Specific Information into the SmartScreen which has not been generated in your HRIS file 
 Run the SmartScreen “Validate Pay” Audit Reports to flag omissions, pay questions, and common data entry errors 
 Fix errors found within the Audit Reports 
 Save and Archive a copy of the SmartScreen on your PC 

 
 Each Brand should be submitted as a separate SmartScreen.  If not possible, please note the Brand in the Notes and 

Comments Field. 
 
 Submit a copy of your SmartScreen file by 28 February 2023. 
 
PREVIOUS JOB MATCH REPORT 
 
If you were recently a participant in CompBase USA, you can access your previous job matches and data submissions by logging 
on at www.wmgnet.com.  If you have misplaced your username and password, contact Karin Dunwoody at +1 408 502 9901, 
karin@wmgnet.com. 
 
SURVEY SUPPORT 
 
If you have questions regarding any aspect of the survey, website, SmartScreen®, DataCentral® or PolicyCentral® operation, 
please contact the appropriate WESTERN MANAGEMENT representative from the list below. 
 
 Website Address 
 

http://www.wmgnet.com/ 
 
 General Survey Support 
 

Karin Dunwoody 
+1 408 502 9901 
karin@wmgnet.com 

 
 Website and Technical Support 
 

Ray Lake 
+1 408 533 8501 
tech.info@wmgnet.com  
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DATA CONFIDENTIALITY, PRIVACY, AND SECURITY 
 
Participation in this survey implies agreement to provide employee pay and benefits data to WMG to be used for the production 
of compensation surveys.  The results of said surveys will be released to all participants on a mutual exchange basis, providing 
that the normal data privacy, confidentiality, and security provisions are met.  WMG does not collect personally-identifiable 
information for our surveys (such as Employee ID, Social Security, name, phone numbers, email, credit card, etc.), and has a 
number of safeguards in effect to protect the confidentiality of the company and employee data: 
 
• No company or individual employee identification will be associated with any data or reports generated from the database, 

except a participant's own data presented to them in the reports. 
 
• All reports and data presentations are available in "aggregate" form only and display summary information only. 
 
• To ensure confidentiality, reports will NOT be produced for any participant unless the following criteria are met: 
 

• Report requests should contain a minimum of five or more survey participants, in addition to the requester. 
 

• No reports on individual jobs will be produced in which data from any single participant (other than the requester) 
represents over 25% of the total data in a given job OR if there are less than five companies (including your own) 
reporting data on a given job. 

 
With regards to GDPR, we continually follow and monitor the best practices of data collection, handling, storage, and security 
to ensure that we are in full compliance with this and similar regulations.  Please contact us directly for the latest copy of our 
GDPR, privacy, and data protection policy. 
 
Western Management Group conducts a variety of surveys.  Each is designed to uniquely cover a particular industry, function, 
and/or geography.  Nevertheless, in some cases there is overlap of specific jobs over two or more WMG surveys. 
 
When there are identical job descriptions in two or more surveys, WMG shares the data submitted on those jobs between the 
surveys.  In this way we’re able to maximize the data coverage, and present the most robust possible reflection of the true labor 
market. 
 
Therefore, on some jobs, the data participants submit to a specific WMG survey may be reported back in two or more WMG 
surveys that year. 
 
If you have any questions regarding our data-sharing policy and procedure, please feel free to contact us. 
 
At no time is any of the information provided by participants to our surveys shared, stored, or handled by any third parties. 
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SmartScreen® – DATA ENTRY SIMPLIFIED 
 
A pre-formatted SmartScreen Excel template is available to simplify your data entry.  The SmartScreen template is an Excel 
based application that provides a flexible/user friendly interface to input, validate and securely submit your survey data. 
 
SmartScreen also provides you with an import capability and validity checking for those with large files for submission.  You 
can “cut & paste” into it from your other internal data sources.  The spreadsheet will highlight data that is not formatted correctly 
and/or data that does not fall within specified reasonable limits on each job.  You are able to verify your data before submitting 
it to WMG, thus greatly increasing the validity of the data.  It is available at no additional cost. 
 
You can download the SmartScreen Excel template from: 
 

https://www.wmgnet.com/dnn8/Portals/0/Surveys/US/UW23 smartscreen.xls 
 
Once you have entered your data, performed the “Validate Pay Data” function of your SmartScreen and saved your data on 
your computer, you can submit your SmartScreen as follows: 
 

 Save the file, click on the “SUBMIT” tab and follow the easy steps to upload directly and securely to the WMG website.  
This is your most secure method to submit your data, as it is sent in an encrypted format. 

 
OR 

 
 Save the SmartScreen file to a location of your choice on your computer.  Attach the completed file to an e-mail 

message and send to Karin Dunwoody at karin@wmgnet.com 
 

OR 
 

 Use the following URL to upload your file directly to WMG: 
 

https://www.wmgnet.com/SmartScreenUpload/SmartScreenUpload.aspx?survey=UW23 
 
When your SmartScreen data is received in our office, it is reviewed and edited for completeness, reasonability and validity 
prior to acceptance and use in the survey database.  All data is passed against complex edit standards that have been designed 
to identify questionable data entries and job matches.  All data entries that do not meet this check will be brought to your 
attention for verification and must be either substantiated or eliminated. 
 
We strongly recommend that you keep a file copy of all information submitted to the survey for reference should we need to 
contact you for verification, and as a protection against loss.  If you need assistance interpreting the input requirements, 
matching your jobs to the survey classifications or completing your SmartScreen please contact Karin Dunwoody at +1 408 
502 9901, karin@wmgnet.com. 
 

https://www.wmgnet.com/dnn8/Portals/0/Surveys/US/US20%20SmartScreen.xls
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DATA REPORTING INSTRUCTIONS 
 
Report all data for each employee matched to the job for ALL of your U.S. locations.  If you need assistance interpreting the 
input requirements, matching your jobs to the survey classifications or completing your data forms, please contact Karin 
Dunwoody at +1 408 502 9901, karin@wmgnet.com. 
 
 ELIGIBLE EMPLOYEES  Include those who work over 20 hours per week on a regular basis and are eligible for normal 

benefits (pro-rated).  Report the full-time equivalent (FTE) annualized rates for all pay elements.  For survey 
purposes, FTE is defined as 40 hours per week.  If your organization’s full-time week is other than 40 hours (i.e., 35 hours), 
use one of the following to submit your salary data: 

 
 Hourly employees:  multiply the hourly rate by 2080. 

 
 Salaried employees: 

 
 If employees’ salaries are pro-rated to reflect a work week of less than 40 hours (salaries are adjusted to a lower 

rate because employees work a shorter work week), then apply a 40-hour per week equivalent calculation (hourly 
rate times 2080) prior to submitting your pay data. 

 
 If employees are paid as though they work a 40-hour week (i.e., the shorter work week is considered a “perk”), 

then submit the actual annualized pay rates. 
 
 TEMPORARY OR SEASONAL EMPLOYEES  Do not report employees unless they are considered eligible for normal 

benefits and they are paid in the same manner as full-time, regular employees, in the same job.  Exclude contract staff, 
job-shop, temporary and seasonal workers. 

 
 EFFECTIVE DATE  All base salaries should reflect annual pay rates in effect for your pay period closest to 1 January 

2023.  Variable compensation (Discretionary Bonuses and Profit Sharing) should reflect the annual amounts earned by the 
incumbent in the respective categories for the most recently completed full plan year. See the definitions below for more 
specific information about the variable cash categories. 

 
 PAY DATA  Report all pay data for each employee as whole dollar (no cents) Annualized rates. Report the equivalent 

full-time annualized rates for all pay elements.  Do not include format characters such as Dollar signs ($), commas, decimals 
or cents.  Include employees who work over 20 hours per week on a regular basis and are eligible for normal pro-rated 
benefits.  Do not include temporary or agency employees, employees who work less than 20 hours per week, contractors, 
or those whose pay is being managed in a special way. 

 
 ESTABLISHED PAY RANGES/GRADES   Refers to formal, established pay ranges used as guideline limits for Base Pay.  

If your organization does not have formal pay ranges, leave this field blank.  It does not necessarily reflect the highest and 
lowest rates currently paid. If your organization utilizes a “Broadband” approach, report the Control or Market Point, but do 
not report the Range Minimum or Maximum.  Ranges should be reported as annualized rates. 
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SmartScreen® - LAYOUT AND SPECIFICATIONS 
 
Participants with large data files are advised to format them as specified above and import to the SmartScreen template for 
validation prior to submission to WMG.  Please contact Karin Dunwoody at +1 408 502 9901, karin@wmgnet.com if you have 
questions about the use of the SmartScreen, if you have a data file exceeding 65,000 records, or proper formatting of your file. 
 
 Required fields are indicated in bold type.  This information must be completed on all records submitted. 
 Report annual dollars, whole numbers – do not include cents 
 If you have used formulas to calculate fields, convert the formulas to “values” prior to uploading to SmartScreen 
 When entering ZIP Codes, use the five digit ZIP code; DO NOT include the four digit extension. 
 DO NOT include decimals, dollar signs ($) or cents – These will be formatted for you 
 DO NOT add columns of information not defined on the Record Layout below 
 DO NOT use any field delimiters 
 DO NOT include or add hidden columns, or change the order of the columns 
 DO NOT assign a password to the document.  You can use the “Submit” tab to directly and securely upload your file 
 

Column Survey Data Element Definitions Page 
 

A Survey Job Code 19 
 

B Company Job Code 19 
 

C Company Job Title 19 
 

D FLSA Status 19 
 

E Industry Sector 19 
 

F Company Pay Grade 21 
 

G Range Minimum 21 
 

H Control / Midpoint 21 
 

I Range Maximum 21 
 

J Variable Cash Eligibility Code 21 
 

K Annual Base Pay as of 1 January 22 
 

L Actual Individual Variable Cash 22 
 

M Actual Other Variable Cash 23 
 

N Total Cash (K + L + M) 23 
 

O Survey Record Number 23 
 

P Gender 23 
 

Q Workplace 23 
 

R Workplace ZIP Code 23 
 

S Notes and Comments 23 
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SURVEY DATA ELEMENTS 
 
Below are the definitions of each item on the SmartScreen®, listed in order by column. 
 
A. SURVEY JOB CODE:  The survey job code is the number corresponding to the survey job description for each job 

covered in the survey.  The job descriptions are prepared to reflect the normal range of duties, responsibilities and 
requirements found in the level of job specified.  It is not intended that the description list every specific task which 
might conceivably be assigned to that level of job.  Thus, it is unlikely that your job will be an exact match to the 
benchmark classification description, or that you have matches for all jobs, all levels. 

 
B. COMPANY JOB CODE:  If your organization uses a job numbering system, indicate your internal job code which 

corresponds to your title.  This information will help you document your job matches and entries for future reference, 
as well as simplifying the updating of your data in subsequent cycles of the survey. 

 
C. COMPANY JOB TITLE:  Enter your internal company job title for each job reported.  Titles that are longer than 50 

characters will be truncated.  Please abbreviate where possible. 
 
D. FLSA STATUS:  Indicate the Fair Labor Standards Act (FLSA) status of the job incumbent.  Use N if the incumbent is 

Non-Exempt, and E if the incumbent is Exempt. 
 
E. INDUSTRY SECTOR:  Defines the primary Industry Sector for the reported employee.  If you have multiple 

operations, locations, entities, where practices differ, submit separate inputs and identify accordingly. 
 

AD =  Aerospace/Defense: Includes systems, equipment, ordnance, vehicles and components utilized for military, 
defense and/or aerospace applications. 

 
AG =  Agriculture: Includes the farming, harvesting, processing, packaging and distribution of agricultural products. 

 
AM =  Apparel Manufacturing:  Includes the manufacture, wholesale distribution and design of clothing, apparel, 

footwear, textiles, etc. 
 

AU =  Automotive/Farm Equipment:  Includes the manufacture and distribution of automotive and farm vehicles, 
equipment and parts. 

 
BK =  Banking:  Covers Banks, Savings and Loans, Credit Unions, and other lending and depository institutions. 

 
BP =  Bio-Technology/Pharmaceuticals:  Covers development/research, manufacture, production, distribution and 

sales in the Pharmaceutical, Bio-Technology and related industries. 
 

CA =  Computer Applications and Foundations Software:  Includes development of applications and foundation 
software, operating systems, supporting software, commercial software products, network products and 
services and related software products and services.  Includes software products such as spreadsheets, 
desktop publishing, databases, word processing, CAD/CAM/CAE, financial and business tools, recreational 
software, operating systems, programming languages, basic architecture and related products. 

 
CC =  Computer Hardware/Software Systems: Includes those with a full system or combined responsibility for BOTH 

hardware AND software products, such as Mainframes, Personal Computers, Word Processing, Desk Top 
Publishing, Point-Of-Sale Systems, and related products.  CC is the default value, if the job includes a 
combination of other computer product/service assignments. 

 
CI =  Consulting / Integration:  Systems Integration, Professional Consulting Services including IT and business 

solutions. 
 

CP =  Computer Peripheral Products and Components:  Includes hardware and peripheral devices such as printers, 
plotters, work stations, display devices terminals, disc drives, client servers, media, storage devices, 
keyboards, scanners, enhancement boards, telecommunication products and similar products/components. 
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E. INDUSTRY SECTOR (Continued): 
 

CM =  Chemicals:  Covers the research, development, production and distribution of agricultural, scientific and other 
chemicals and products. 

 
DN =  Data/Network Equipment/Software:  Includes data networking equipment including routers, hubs, switches, 

modems, and related data networking software. 
 

EC =  Electronics Components/Sub-Assemblies/Devices: Includes general electronic products, equipment, consumer 
electronics, passive and active devices such as controls, switches, power supplies, detectors, test equipment, 
robotics, video, laser and microwave components. 

 
ED =  Educational Institution:  Covers learning and teaching institutions such as schools, colleges and universities. 

 
EN =  Energy Exploration, Production, and Distribution:  Covers Energy Development, Production/Distribution, 

Petroleum Exploration & Production, and Petro-Chemical Production 
 

ET =  Entertainment:  Covers movie production and distribution, theaters, sports franchises, television, radio, and 
other media. 

 
FO =  Food/Beverage Production:  Covers the manufacture, production and distribution of food and beverage 

products. 
 

FS =  Financial Services/Investments:  Includes stock brokerages, financial investment services, etc. 
 

GV =  Federal/State/Local Government:  Includes all branches of government. 
 

HC =  Health Care/Hospital/Medical Clinic:   Includes all Health Care/Provider related business. 
 

HO =  Hotel/Hospitality:  Includes hotels, motels, inns, residence hotels, vacation resorts, spas, etc. 
 

IN =  Insurance:  Covers all forms of insurance carriers, brokers and related sectors. 
 

IZ =  Instrumentation Products/Systems:  Includes analytical, medical, test, measurement and related 
instrumentation products and systems.  Includes spectroscopic and chromatography devices, separation 
instruments, surface analyzers and other related systems, instruments, services and supplies. 

 
MA =  Media Advertising:  Sales of advertising space online, in print, television, radio, or billboards. 

 
MD = Medical Instruments/Equipment: Includes medical diagnostic, treatment and analysis equipment. 

 
MF =  General Manufacturing and Production: Goods apart from those defined elsewhere.  Covers the manufacture 

of products such as Furniture, Consumer Goods, Machine Tools, Home Appliances, Forest & Paper Products, 
Photographic Supplies, Raw Materials, Material Handling Equipment and similar manufactured goods. 

 
OP =  Office Products:  Includes office products and equipment such as copiers, fax machines, typewriters, printing 

systems, calculators, micrographics, microfiche, shredders, postage meters and related products. 
 

PB =  Printed Circuit Boards:  Includes the design, development and manufacture of printed circuit boards. 
 

PT =  Professional/Technical Services:  Includes those who render services of a professional, technical or consulting 
nature, in the areas of engineering, management or custom software/systems/solutions development. 

 
RD =  Research and/or Development:  Includes commercial, retail or government research and development of 

goods, products, services, etc. 
 

RF =  Restaurants/Food Service:  Includes restaurants and companies providing retail and commercial food and 
beverage services. 
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E. INDUSTRY SECTOR CODE (Continued): 
 

RS =  Retail Sales:  Covers the distribution and retail sale of consumer goods such as clothing, jewelry furniture, 
home appliances, kitchen ware, sundries, tools, hardware, etc. 

 
SD =  Semiconductor/Devices/Components: Includes integrated circuits, semiconductor devices and components, 

and related materials and supply items. 
 

SE =  Semiconductor Equipment:  Includes manufacture of fabrication and test equipment utilized in the 
manufacture of semiconductor components and devices. 

 
TC =  Telecommunications Consumer Products:  Cellular phones, residential and commercial equipment, pagers and 

similar consumer/end-user products. 
 

TE =  Telecommunications Capital Equipment:  Capital equipment including networking, switching, infrastructure 
and related telecommunications hardware. 

 
TP =  Theme Park:  Includes Theme Parks, Amusement Parks, and Midway attractions. 

 
TS =  Telecommunications Services:  Audio/Video/Data providers, including local, regional and long distance 

carriers, online/computer networking services and cable providers. 
 

UT =  Utilities:  Covers water, gas and electric utilities and energy development, production and distribution. 
 

WI =  Winery: Covers the production of wine and brandies through fermentation of grapes and other fruit. 
 

ZZ =  Other:  Other industries/products/services/sectors. 
 
ESTABLISHED PAY RANGES/GRADES   Refers to formal, established pay ranges used as guideline limits for Base Pay.  If 
your organization does not have formal pay ranges, leave this field blank.  It does not necessarily reflect the highest and lowest 
rates currently paid. If your organization utilizes a “Broadband” approach, report the Control or Market Point, but do not report 
the Range Minimum or Maximum.  Ranges should be reported as annualized rates. 
 
F. COMPANY PAY GRADE:  Enter your internal pay grade to which this job is assigned in your pay structure. 
 
G. RANGE MINIMUM: The lowest Base Pay rate that would apply to an employee hired into the job with the minimum 

qualifications.  Do not report Range Minimum if your organization uses a “Broadband” approach. 
 
H. CONTROL / MIDPOINT:  Normally reflects the arithmetic midpoint between the pay range minimum and maximum.  

If your organization administers pay using a Control or Market Point other than the arithmetic midpoint of your pay 
range, enter the annual amount here.  If your organization uses a “Broadband” approach, report the Control Point or 
Market Point for the job.  If none or otherwise, leave blank. 

 
I. RANGE MAXIMUM:  The highest Base Pay normally available to employees in this job.  Do not report the Range 

Maximum if your organization uses a “Broadband” approach. 
 
J. VARIABLE CASH ELIGIBILITY CODE: 
 

0 =  Not eligible to receive ANY Variable Cash compensation (Neither Individual Variable Cash nor Other Variable Cash). 
 

1 =  ONLY eligible to receive payments from an “Individual Variable Cash” defined program. 
 

2 =  ONLY eligible to receive payments from an “Other Variable Cash” defined program. 
 

3 =  Eligible to receive payments from BOTH Individual Variable Cash and Other Variable Cash programs. 
 

Note:  The Eligibility Code only indicates eligibility, and is independent of the actual payments for variable cash 
programs.  An employee may be “eligible” for the program, but may not have received any payment amounts for the 
survey period.  
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K. ANNUAL BASE PAY AS OF 1 JANUARY:  Annual base pay rate in effect as of 1 JANUARY 2023.  Reported 
amounts must be pre-401K deferrals.  For part-time employees, report the equivalent full-time (FTE) rate.  
For survey purposes, FTE is defined as 40 hours per week.  If your organization’s full-time week is other than 40 hours 
(i.e., 35 hours), use one of the following to submit your salary data: 

 
 Hourly employees:  multiply the hourly rate by 2080. 

 
 Salaried employees: 

 
 If employees’ salaries are pro-rated to reflect a work week of less than 40 hours (salaries are adjusted to a 

lower rate because employees work a shorter work week), then apply a 40-hour per week equivalent 
calculation (hourly rate times 2080) prior to submitting your pay data. 

 
 If employees are paid as though they work a 40-hour week (i.e., the shorter work week is considered a 

“perk”), then submit the actual annualized pay rates. 
 

Include: 
COLAs Geographic Differentials Step Plan Increases 

 
Exclude: 

Bonuses Profit Sharing Overtime 
Shift Premiums/Differentials Gainsharing Sales Incentives/Commissions 
Car Allowances Stock Grants/Options Lead Premiums 
Patent/Suggestion Awards 

 
L. ACTUAL INDIVIDUAL VARIABLE CASH:  Annual cash payments earned (whether paid or not) for the most recent 

completed plan year for any of the following programs.  Report actual amounts earned, not targeted amounts.  For 
employees who have been in the position for less than a full year and received a pro-rated bonus, report 
payments as annualized amounts.  If you are unable to report annualized amounts, do not report a bonus 
amount. 

 
Include: 

Sales Incentives/Commissions Key Contributor Awards 
Individual Performance Bonus Lump Sum Merit Increases 
Discretionary Bonus Holiday Bonuses 
Short Term Cash Payouts Spot Awards 
MBO Bonus 

 
Exclude: 

Profit Sharing Gainsharing Awards 
Team/Group/Unit Bonus Shift Differentials 
Overtime Stock Grants/Options 
Lead Premiums Patent/Suggestion Awards 
Car Allowances Hiring/Retention Bonuses 
Gross-up amounts paid for tax purposes Long-term or retirement plan payments 
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M. ACTUAL OTHER VARIABLE CASH:  Annual cash payments earned for the most recently completed full plan year for 
Other Variable Cash awards.  Report actual amounts earned, expressed in annual dollar amounts, for the most recent 
full plan year, whether paid during or after the plan year.  Do not report long-term, deferred, retirement, or vesting 
programs.  Report partial year or pro-rated payments as annualized amounts. 

 
Include: 

Team/Group/Unit Bonus Gainsharing Awards 
Profit Sharing 

 
Exclude: 

Car Allowances Gross-up amounts paid for tax purposes 
Lead Premiums Overtime 
Sales Incentives/Commissions Patent/Suggestion Awards 
Hiring/Retention Bonuses Key Contributor Awards 
Long-term or retirement plan payments Shift Differentials 
Stock Grants/Options  MBO Bonus 
Individual Performance Bonus Lump Sum Merit Increases 
Discretionary Bonus Holiday Bonuses 
Short Term Cash Payouts Spot Awards 

 
N. TOTAL CASH:  Total Annual cash earned by incumbent.  Must equal the sum of Base Pay + Individual Variable Cash 

+ Other Variable Cash. 
 
O. SURVEY RECORD NUMBER:  Enter a unique record number assigned to the line of data which enables internal 

tracking and verification of the pay information reported to the survey.  This can be as simple as a number sequence 
starting at 1 for the first record, and indexing up to the full count of records being submitted. 

 
You may use any scheme meeting your own needs which will allow you to associate the data with your own employees 
and provide for easy reference should we need to contact you to clarify, audit, or verify your input data.  DO NOT 
submit Social Security Number, Employee ID, Payroll ID, or any other personally-identifiable-
information which you would consider confidential, or could in any way compromise the confidentiality 
of the individual pay data reported for your employees. 

 
P. GENDER:  Enter a valid Gender Code for the employee.  This field is optional, not required. 
 

F = Female 
 

M = Male 
 

X = Non-Binary/Other 
 
R. WORKPLACE:  Enter the code which best indicates the workplace arrangement for the employee.  If they work 80% 

or more in one location, choose that location.  This is an optional field, so please do not report if you are unable to 
accurately determine the employee workplace. 

 
O = Office:  This is where the employee works at a facility which is provided by the employer.  Includes traditional 

office, plant, factory, laboratory, campus, store, and similar work locations. 
 

H = Home:  This is where the employee works from their own home. 
 

F = Field:  This is where the employee normally works in the field, not in an office or home situation.  This code 
typically applies to travelling, sales, and service employees. 

 
Z = Combination:  Use this code if the employee works in more than one location, but not 80% in a single one. 

 
Q. WORKPLACE ZIP CODE:  Enter the 5-digit Postal ZIP Code of the WORKPLACE LOCATION of the employee. 
 
R. NOTES AND COMMENTS:  Enter information which will help to explain where data has been derived, or why the 

value of a field is outside of the audit limits.  The information entered here is only visible to your company and WMG. 
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JOB MATCHING 
 
This survey is aimed at collecting data for a variety of levels of individual contributors, supervisory and management level 
positions within several functions. 
 
A general job description is provided for each job covered in the survey.  These descriptions are prepared to reflect the normal 
range of duties, responsibilities and requirements found in the level of job specified.  It is not intended that the description list 
every specific task that might conceivably be assigned to that job.  Rather, it is a general indication of the scope and complexity 
of the job.  Thus, it is unlikely that your jobs will be exact matches to the job descriptions. 
 
The description should be used as a reference and guide to the general level of skill required for the performance of the typical 
duties listed.  As a basic guide, you should have a minimum of an 80% confidence level that your job is a match.  Pay particular 
attention to the exclusions and qualifying remarks in some descriptions. 
 
MULTIPLE LEVEL MATCHING 
 
Your job family may have more, or less levels within it than are identified in the survey.  Review the content of the survey 
description to determine if two or more of your levels may need to be combined for reporting to a given survey level. 
 
For Example: The survey has five levels of Web Graphics Designer.  Your company has six.  Upon review of the survey 

descriptions, you may determine that your 3rd and 4th level would be best reported to the 3rd level in the 
survey.  Therefore, combine your 3rd & 4th level and report both in the 3rd level of the survey. 

 
Conversely, if you have two levels, and the survey has five, try to allocate your employees among the five 
survey levels based on job content, experience, and complexity, where possible, but do not force fit. 

 
BLENDED JOBS - DO NOT DOUBLE MATCH: 
 
If your employee performs a combination of duties from two or more survey job levels or groups, pick the one survey job or 
group where at least 80% of the survey job content fits the employee.  DO NOT match the same employee to more than one 
survey job level or group.  If no survey job represents at least 80% of the duties of the employee, DO NOT REPORT that 
employee.  “If in doubt, leave it out.” 
 



  
 

25 

COMPBASE® USA 
Winter 2023 

SURVEY JOBS INDEX 
 
EXECUTIVES 
 
10 Chief Executive Officer (CEO) 
11 Chief Operating Officer (COO) 
12 Chief Financial Officer (CFO) 
13 Chief Technology Officer (CTO) 
14 Chief Information Officer (CIO) 

15 General Counsel 
16 Chief Engineering Officer 
17 Chief Human Resources Officer 
18 Chief Administrative Officer 

 
ADMINISTRATIVE SUPPORT 
 
1001 Administrative/Clerical Support 1 
1002 Administrative/Clerical Support 2 
1011 Secretary 1 
1012 Secretary 2 
1013 Secretary 3 
1022 Executive Secretary/Administrator 2 
1023 Executive Secretary/Administrator 3 
1032 Secretary to CEO/President 2 (Less than 3,000 

Employees) 
1033 Secretary to CEO/President 3 (3,000 Employees 

or More) 
1041 Administrative Assistant 1 
1042 Administrative Assistant 2 
1043 Administrative Assistant 3 
1051 Receptionist 
1056 Telephone Operator 
1072 Desktop Publishing Clerk 2 
1073 Desktop Publishing Clerk 3 
1101 Copy Center Operator 
1111 Offset Press Operator 1 

1112 Offset Press Operator 2 
1122 Messenger/Mail Clerk 2 
1123 Messenger/Mail Clerk 3 
1197 Office Supervisor 
1198 Office Services Manager 1 
1201 Librarian 
1205 Research Assistant 
1212 Technical Librarian 2 
1213 Technical Librarian 3 
1218 Technical Library Manager 1 
1301 Compliance Specialist 1 
1302 Compliance Specialist 2 
1303 Compliance Specialist 3 
1308 Regulatory Compliance Manager 1 
1309 Regulatory Compliance Manager 2 
1571 Business Systems Analyst 1 
1572 Business Systems Analyst 2 
1573 Business Systems Analyst 3 
1574 Business Systems Analyst 4 
1801 Paralegal 
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HUMAN RESOURCES 
 
2001 Human Resources Assistant 1 
2002 Human Resources Assistant 2 
2003 Human Resources Assistant 3 
2005 Human Resources Specialist 
2011 General Human Resources Representative 1 
2012 General Human Resources Representative 2 
2013 General Human Resources Representative 3 
2014 General Human Resources Representative 4 
2111 Compensation Analyst 1 
2112 Compensation Analyst 2 
2113 Compensation Analyst 3 
2114 Compensation Analyst 4 
2118 Compensation Manager 1 
2141 Benefits Assistant 1 
2142 Benefits Assistant 2 
2143 Benefits Assistant 3 
2151 Benefits Analyst 1 
2152 Benefits Analyst 2 
2153 Benefits Analyst 3 
2154 Benefits Analyst 4 
2158 Benefits Manager 1 
2161 Employment Representative 1 
2162 Employment Representative 2 
2163 Employment Representative 3 
2164 Employment Representative 4 
2168 Employment Manager 1 
2181 Training and Development Specialist 1 
2182 Training and Development Specialist 2 
2183 Training and Development Specialist 3 

2184 Training and Development Specialist 4 
2188 Training and Development Manager 1 
2205 HRIS Analyst 1 
2206 HRIS Analyst 2 
2301 Industrial Hygienist 1 
2302 Industrial Hygienist 2 
2303 Industrial Hygienist 3 
2304 Industrial Hygienist 4 
2311 Environmental Protection Specialist 1 
2312 Environmental Protection Specialist 2 
2313 Environmental Protection Specialist 3 
2314 Environmental Protection Specialist 4 
2321 Health and Safety Technician 1 
2322 Health and Safety Technician 2 
2323 Health and Safety Technician 3 
2331 Occupational Health Specialist/Nurse 
2398 Environmental/Health and Safety Manager 1 
2407 Human Resources Services Supervisor 
2438 Human Resources Manager 1 
2439 Human Resources Manager 2A (Less than 500 

Employees within Client Group) 
2440 Human Resources Manager 2B (500 Employees 

or More within Client Group) 
2441 Human Resources Manager 3A (Less than 2,500 

Employees within Client Group) 
2442 Human Resources Manager 3B (2,500 Employees 

or More within Client Group) 

 
CUSTOMER SERVICE / MARKETING SUPPORT 
 
3041 Trade Show Coordinator 1 
3042 Trade Show Coordinator 2 
3043 Trade Show Coordinator 3 
3051 Order Processor 1 
3052 Order Processor 2 
3053 Order Processor 3 
3097 Order Processing Supervisor 
3098 Order Processing Manager 1 
3101 Customer Service Representative 1 
3102 Customer Service Representative 2 
3103 Customer Service Representative 3 
3131 Customer Technical Support/Help Desk 1 

3132 Customer Technical Support/Help Desk 2 
3133 Customer Technical Support/Help Desk 3 
3147 Customer Service/Call Center Supervisor 
3148 Customer Service/Call Center Manager 1 
3521 Web Graphics Designer 1 
3522 Web Graphics Designer 2 
3523 Web Graphics Designer 3 
3528 Web Graphics Design Manager 1 
3701 Marketing/Sales Assistant 1 
3702 Marketing/Sales Assistant 2 
3703 Marketing/Sales Assistant 3 
3704 Marketing/Sales Specialist 
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ACCOUNTING / FINANCE 
 
4001 Accounting Assistant 1 
4002 Accounting Assistant 2 
4003 Accounting Assistant 3 
4004 Accounting Specialist 
4020 Associate Accountant 
4021 Accountant 1 
4022 Accountant 2 
4023 Accountant 3 
4024 Accountant 4 
4045 Accounts Payable Supervisor 
4046 Accounts Receivable Supervisor 
4052 Payroll Assistant 2 
4053 Payroll Assistant 3 
4055 Payroll Specialist 
4097 Payroll Supervisor 
4098 Payroll Manager 1 
4101 Cost Accountant 1 
4102 Cost Accountant 2 

4103 Cost Accountant 3 
4104 Cost Accountant 4 
4147 Cost Accounting Supervisor 
4148 Cost Accounting Manager 1 
4151 Financial Analyst 1 
4152 Financial Analyst 2 
4153 Financial Analyst 3 
4154 Financial Analyst 4 
4158 Financial Analysis Manager 1 
4251 Internal Auditor 1 
4252 Internal Auditor 2 
4253 Internal Auditor 3 
4254 Internal Auditor 4 
4298 Internal Auditing Manager 1 
4487 General Accounting Supervisor 
4488 General Accounting Manager 1 
4498 Controller 

 
PURCHASING / MATERIAL CONTROL 
 
5001 Purchasing Assistant 1 
5002 Purchasing Assistant 2 
5003 Purchasing Assistant 3 
5004 Purchasing Specialist 
5011 Buyer 1 
5012 Buyer 2 
5013 Buyer 3 
5014 Buyer 4 
5047 Purchasing Supervisor 
5048 Purchasing Manager 1 
5051 Contracts Administrator 1 
5052 Contracts Administrator 2 
5053 Contracts Administrator 3 
5058 Contracts Administration Manager 1 
5101 Material Handler 1 
5102 Material Handler 2 
5103 Material Handler 3 
5104 Material Handler 4 
5107 Material Handling Supervisor 
5121 Production Expeditor/Dispatcher 1 
5122 Production Expeditor/Dispatcher 2 
5123 Production Expeditor/Dispatcher 3 
5201 Stock Clerk 1 
5202 Stock Clerk 2 
5203 Stock Clerk 3 

5211 Shipping/Receiving Clerk 1 
5212 Shipping/Receiving Clerk 2 
5213 Shipping/Receiving Clerk 3 
5214 Shipping/Receiving Clerk 4 
5283 Class B Truck Operator 
5285 Class A Truck Operator 
5297 Stores/Shipping/Receiving Supervisor 
5298 Stores/Shipping/Receiving Manager 1 
5303 Production Control Specialist 
5321 Production Planner/Scheduler 1 
5322 Production Planner/Scheduler 2 
5323 Production Planner/Scheduler 3 
5324 Master Scheduler 
5331 Inventory/Supply Analyst 1 
5332 Inventory/Supply Analyst 2 
5333 Inventory/Supply Analyst 3 
5337 Inventory/Supply Supervisor 
5397 Production Planning Supervisor 
5398 Production Planning Manager 1 
5441 Traffic Analyst 1 
5442 Traffic Analyst 2 
5443 Traffic Analyst 3 
5444 Traffic Analyst 4 
5447 Traffic Supervisor 
5498 Materials Manager 1 
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INFORMATION TECHNOLOGY 
 
6001 Computer Operator 1 
6002 Computer Operator 2 
6003 Computer Operator 3 
6004 Computer Operator 4 
6011 Data Entry Operator 1 
6012 Data Entry Operator 2 
6013 Data Entry Operator 3 
6014 Data Entry Operator 4 
6017 Data Entry Supervisor 
6022 Database Clerk 2 
6023 Database Clerk 3 
6031 Database Design Administrator 1 
6032 Database Design Administrator 2 
6033 Database Design Administrator 3 
6034 Database Design Administrator 4 
6035 Database Design Administrator 5 
6041 Database Design Engineer 1 
6042 Database Design Engineer 2 
6043 Database Design Engineer 3 
6044 Database Design Engineer 4 
6045 Database Design Engineer 5 
6049 Database Design Engineering Manager 1 
6097 Computer Operations Supervisor 
6098 Computer Operations Manager 1 
6102 LAN Assistant 2 
6103 LAN Assistant 3 
6105 LAN Administrator 
6122 Network Systems Analyst/Engineer 2 
6123 Network Systems Analyst/Engineer 3 
6124 Network Systems Analyst/Engineer 4 
6125 Network Systems Analyst/Engineer 5 
6128 Network Systems Engineering Manager 1 
6129 Network Systems Engineering Manager 2 
6141 Telecommunications/Network Technician 1 
6142 Telecommunications/Network Technician 2 
6143 Telecommunications/Network Technician 3 
6144 Telecommunications/Network Technician 4 
6221 Web Technical Developer 1 
6222 Web Technical Developer 2 
6223 Web Technical Developer 3 
6228 Web Technical Development Manager 1 
6261 PC Support Technician (In-House) 
6271 MIS/Help Desk Coordinator 1 
6272 MIS/Help Desk Coordinator 2 
6273 MIS/Help Desk Coordinator 3 
6311 Applications Programmer Analyst 1 
6312 Applications Programmer Analyst 2 
6313 Applications Programmer Analyst 3 
6314 Applications Programmer Analyst 4 
6318 Applications Programming Manager 1 
6341 Software/Systems Programmer 1 
6342 Software/Systems Programmer 2 
6343 Software/Systems Programmer 3 
6344 Software/Systems Programmer 4 
6348 Software/Systems Programming Manager 1 
6351 Systems Analyst 1 
6352 Systems Analyst 2 
6353 Systems Analyst 3 
6354 Systems Analyst 4 

6358 Systems Analysis Manager 1 
6401 Software/Systems Design Engineer 1 
6402 Software/Systems Design Engineer 2 
6403 Software/Systems Design Engineer 3 
6404 Software/Systems Design Engineer 4 
6405 Software/Systems Design Engineer 5 
6408 Software/Systems Design Engineering Manager 1 
6411 Software Quality Assurance Engineer 1 
6412 Software Quality Assurance Engineer 2 
6413 Software Quality Assurance Engineer 3 
6414 Software Quality Assurance Engineer 4 
6415 Software Quality Assurance Engineer 5 
6418 Software Quality Assurance Engineering Manager 1 
6421 Software Development Engineer 1 
6422 Software Development Engineer 2 
6423 Software Development Engineer 3 
6424 Software Development Engineer 4 
6425 Software Development Engineer 5 
6426 Software Development Engineer 6 
6428 Software Development Engineering Manager 1 
6431 Information Technology Infrastructure Administrator 1 
6432 Information Technology Infrastructure Administrator 2 
6433 Information Technology Infrastructure Administrator 3 
6434 Information Technology Infrastructure Administrator 4 
6435 Information Technology Infrastructure Administrator 5 
6441 Information Systems/Networks Security Specialist 1 
6442 Information Systems/Networks Security Specialist 2 
6443 Information Systems/Networks Security Specialist 3 
6444 Information Systems/Networks Security Specialist 4 
6445 Information Systems/Networks Security Specialist 5 
6498 Information Technology Manager 1 
6499 Information Technology Manager 2 
6500 Information Technology Manager 3 
6507 Scrum Master 
6521 Cyber Information Assurance Analyst 1 
6522 Cyber Information Assurance Analyst 2 
6523 Cyber Information Assurance Analyst 3 
6524 Cyber Information Assurance Analyst 4 
6541 Cyber Security Analyst 1 
6542 Cyber Security Analyst 2 
6543 Cyber Security Analyst 3 
6544 Cyber Security Analyst 4 
6550 Information/Cyber Security Director 
6601 Cloud Administrator 1 
6602 Cloud Administrator 2 
6603 Cloud Administrator 3 
6604 Cloud Administrator 4 
6605 Cloud Administrator 5 
6611 Cloud Engineer 1 
6612 Cloud Engineer 2 
6613 Cloud Engineer 3 
6614 Cloud Engineer 4 
6615 Cloud Engineer 5 
6616 Cloud Engineer 6 
6623 Cloud Architect 3 
6624 Cloud Architect 4 
6625 Cloud Architect 5 
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INFORMATION TECHNOLOGY (Continued) 
 
6633 Database Architect 3 
6634 Database Architect 4 
6635 Database Architect 5 
6643 Systems Architect 3 
6644 Systems Architect 4 

6645 Systems Architect 5 
6653 Information Technology Enterprise Architect 3 
6654 Information Technology Enterprise Architect 4 
6655 Information Technology Enterprise Architect 5 

 
PRODUCTION / MANUFACTURING / ASSEMBLY 
 
7000 General Assembler/Operator Trainee 
7001 General Assembler/Operator 1 
7002 General Assembler/Operator 2 
7003 General Assembler/Operator 3 
7010 Electronics Assembler Trainee 
7011 Electronics Assembler 1 
7012 Electronics Assembler 2 
7013 Electronics Assembler 3 
7014 Electronics Assembler 4 
7061 Production Worker 1 
7062 Production Worker 2 
7063 Production Worker 3 
7064 Production Worker 4 
7091 Process Equipment Operator 1 
7092 Process Equipment Operator 2 
7093 Process Equipment Operator 3 

7094 Process Equipment Operator 4 
7421 Welder 1 
7422 Welder 2 
7441 Machine Operator 1 
7442 Machine Operator 2 
7443 Machine Operator 3 
7456 Journey Machinist 
7475 Experimental Machinist 
7479 QA/QC Manager 1 
7481 Inprocess Inspector 1 
7482 Inprocess Inspector 2 
7483 Inprocess Inspector 3 
7496 Production/Manufacturing/Assembly Supervisor 1 
7497 Production/Manufacturing/Assembly Supervisor 2 
7498 Production/Manufacturing/Assembly Manager 1 
7499 Production/Manufacturing/Assembly Manager 2  

 
MAINTENANCE / FACILITIES 
 
7511 Facilities Maintenance Technician 1 
7512 Facilities Maintenance Technician 2 
7513 Facilities Maintenance Technician 3 
7514 Facilities Maintenance Technician 4 
7531 Electro-Mechanical Maintenance Technician 1 
7532 Electro-Mechanical Maintenance Technician 2 
7533 Electro-Mechanical Maintenance Technician 3 
7534 Electro-Mechanical Maintenance Technician 4 
7545 Maintenance Mechanic 
7551 Manufacturing Equipment Technician 1 
7552 Manufacturing Equipment Technician 2 
7553 Manufacturing Equipment Technician 3 
7563 Maintenance Electrician 
7573 Maintenance Plumber 

7593 Air Conditioning/Refrigeration Mechanic 
7603 Maintenance Carpenter 
7608 Construction Project Manager 1 
7642 Janitor/Custodian 
7621 Security Guard 
7688 Security Manager 1 
7692 Facilities Planner/Scheduler 2 
7693 Facilities Planner/Scheduler 3 
7697 Facilities Supervisor 
7698 Facilities Manager 1 
7701 Real Estate/Property Manager 1 
7702 Real Estate/Property Manager 2 
7703 Real Estate/Property Manager 3 
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TECHNICAL SUPPORT 
 
8001 Document Control Clerk 1 
8002 Document Control Clerk 2 
8051 Technical Writer 1 
8052 Technical Writer 2 
8053 Technical Writer 3 
8054 Technical Writer 4 
8078 Technical Publications Manager 1 
8111 CAD Drafter/Operator 1 
8112 CAD Drafter/Operator 2 
8113 CAD Drafter/Operator 3 
8121 Designer 1 
8122 Designer 2 
8123 Designer 3 
8132 CAD Designer 2 
8133 CAD Designer 3 
8134 CAD Designer 4 
8157 Drafting/Design Supervisor 
8201 General Technician 1 
8202 General Technician 2 
8203 General Technician 3 
8204 General Technician 4 
8211 Electronics Development Technician 1 
8212 Electronics Development Technician 2 
8213 Electronics Development Technician 3 
8214 Electronics Development Technician 4 
8221 Mechanical Technician 1 
8222 Mechanical Technician 2 
8223 Mechanical Technician 3 
8224 Mechanical Technician 4 
8251 Laboratory Assistant 1 
8252 Laboratory Assistant 2 
8253 Laboratory Assistant 3 
8261 Research Laboratory Technician 1 
8262 Research Laboratory Technician 2 

8263 Research Laboratory Technician 3 
8264 Research Laboratory Technician 4 
8281 Chemistry Technician 1 
8282 Chemistry Technician 2 
8283 Chemistry Technician 3 
8284 Chemistry Technician 4 
8301 Test Technician 1 
8302 Test Technician 2 
8303 Test Technician 3 
8304 Test Technician 4 
8311 Quality Control Technician 1 
8312 Quality Control Technician 2 
8313 Quality Control Technician 3 
8314 Quality Control Technician 4 
8331 Instrumentation/Calibration Technician 1 
8332 Instrumentation/Calibration Technician 2 
8333 Instrumentation/Calibration Technician 3 
8334 Instrumentation/Calibration Technician 4 
8341 Animal Caretaker 1 
8342 Animal Caretaker 2 
8361 Production Technician 1 
8362 Production Technician 2 
8363 Production Technician 3 
8364 Production Technician 4 
8391 Environmental Technician 1 
8392 Environmental Technician 2 
8393 Environmental Technician 3 
8394 Environmental Technician 4 
8501 Field Service Technician 1 
8502 Field Service Technician 2 
8503 Field Service Technician 3 
8504 Field Service Technician 4 
8507 Field Service Supervisor 
8508 Field Service Manager 1 
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ENGINEERING / PROFESSIONAL SERVICES 
 
10001 General Engineer 1 
10002 General Engineer 2 
10003 General Engineer 3 
10004 General Engineer 4 
10005 General Engineer 5 
10009 General Engineering Manager 1 
10041 Environmental Engineer 1 
10042 Environmental Engineer 2 
10043 Environmental Engineer 3 
10044 Environmental Engineer 4 
10045 Environmental Engineer 5 
10046 Environmental Engineer 6 
10048 Environmental Engineering Manager 1 
10101 Electronics/Hardware Engineer 1 
10102 Electronics/Hardware Engineer 2 
10103 Electronics/Hardware Engineer 3 
10104 Electronics/Hardware Engineer 4 
10105 Electronics/Hardware Engineer 5 
10109 Electronics/Hardware Engineering Manager 1 
10301 Mechanical Engineer 1 
10302 Mechanical Engineer 2 
10303 Mechanical Engineer 3 
10304 Mechanical Engineer 4 
10305 Mechanical Engineer 5 
10306 Mechanical Engineer 6 
10309 Mechanical Engineering Manager 1 
10341 Manufacturing Engineer 1 
10342 Manufacturing Engineer 2 
10343 Manufacturing Engineer 3 
10344 Manufacturing Engineer 4 
10345 Manufacturing Engineer 5 
10349 Manufacturing Engineering Manager 1 
10361 Process Engineer 1 
10362 Process Engineer 2 
10363 Process Engineer 3 
10364 Process Engineer 4 
10365 Process Engineer 5 
10369 Process Engineering Manager 1 
10611 Scientist 1 

10612 Scientist 2 
10613 Scientist 3 
10614 Scientist 4 
10615 Scientist 5 
10641 Chemist 1 
10642 Chemist 2 
10643 Chemist 3 
10644 Chemist 4 
10645 Chemist 5 
10761 Field Service Engineer 1 
10762 Field Service Engineer 2 
10763 Field Service Engineer 3 
10764 Field Service Engineer 4 
10765 Field Service Engineer 5 
10768 Field Service Engineering Manager 1 
10769 Field Service Engineering Manager 2 
10801 Civil/Construction Engineer 1 
10802 Civil/Construction Engineer 2 
10803 Civil/Construction Engineer 3 
10804 Civil/Construction Engineer 4 
10851 Statistician 1 
10852 Statistician 2 
10853 Statistician 3 
10859 Statistics Manager 1 
10901 Quality Engineer 1 
10902 Quality Engineer 2 
10903 Quality Engineer 3 
10904 Quality Engineer 4 
10905 Quality Engineer 5 
10909 Quality Engineering Manager 1 
10939 Cross-Functional Engineering Manager 2 
10940 Cross-Functional Engineering Manager 3A (Less 

than 50 Headcount) 
10941 Cross-Functional Engineering Manager 3B (50 to 

500 Headcount) 
10942 Cross-Functional Engineering Manager 3C 

(Greater than 500 Headcount) 
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SURVEY JOB DESCRIPTIONS 
 
COPYRIGHT 2023 
 
Review the job descriptions below to identify those jobs that may exist in your organization.  Jobs are to be matched on content 
in the job description.  Do NOT rely on title comparisons alone.  ONLY report data on jobs that match the description by at least 
an 80% confidence level.  Jobs that cannot meet these criteria should not be reported. 
 
10 CHIEF EXECUTIVE OFFICER (CEO) 
The single top executive in the entire company.  Responsible and accountable for planning, directing, organizing and controlling 
the operational activities and staff of the organization in accordance with policies as established by the Board of Directors.  
Implements and coordinates strategies and operating practices and procedures to insure effective operations which meet 
established objectives.  Provides guidance and recommendations to assist the Board in determining short and long-term 
objectives for the organization.  Establishes and provides for the maintenance of controls and systems to analyze and report on 
operating efficiency and financial status.  Responsible for the coordination of various operating committees and functions.  
Responsible for the employment, counseling, performance evaluation, training, motivation and discipline of executive staff. 
 
11 CHIEF OPERATING OFFICER (COO) 
Under the direction of the CEO, holds responsibility and accountability for planning, directing, organizing and controlling the 
day-to-day operational activities and staff of the organization.  Implements and coordinates strategies and operating practices 
and procedures to insure effective operations which meet established objectives.  Establishes and provides for the maintenance 
of controls and systems to analyze and report on operating efficiency and financial status.  Responsible for the coordination of 
various operating committees and functions.  Responsible for the employment, counseling, performance evaluation, training, 
motivation and discipline of executive staff. 
 
12 CHIEF FINANCIAL OFFICER (CFO) 
The single top financial executive in the entire company.  Responsible and accountable for all operations of the finance function, 
including accounting, financial and tax planning, audit, budget development, debt and equity financing, and operation of the 
investment portfolio.  Responsible for the initiation and development of financial policies and planning; directs preparation and 
submittal, in compliance with appropriate laws, regulations and corporate requirements, of accurate and timely financial tax and 
regulatory corporate reports.  Ensures integrity of financial records from the point of origination, including the responsibility for 
information content. Initiates and conducts research and analytical studies on various aspects of areas of responsibility. 
 
13 CHIEF TECHNOLOGY OFFICER (CTO) 
The single top technology executive in the entire company.  Responsible and accountable for establishing the company’s 
technical vision and leading all aspects of the company’s technology development.  Leads the execution of technology strategy 
for technology platforms, partnerships, and external relationships.  Builds and manages the technology team and oversees 
research and development, as well as project management.  Provides visible leadership for the company within the technology 
community.  Anticipates and reacts to major technology changes to ensure the maintenance of company leadership in the 
competitive landscape.  Establishes technical standards and ensures adherence for product development and company 
operations. 
 
14 CHIEF INFORMATION OFFICER (CIO) 
The single top information executive in the entire company.  Responsible and accountable for directing the information and data 
integrity of the enterprise and its groups and for all Information Technology functions of the enterprise.  This includes all data 
centers, technical service centers, production scheduling functions, help desks, communication networks (voice and data), 
computer program development, and computer systems operations.  Responsible for maintaining the integrity of all electronic 
and optical books and records of the enterprise.  Oversees all computerized and manual systems, information processing 
equipment and software for acquisition, storage and retrieval.  Defines the strategic direction of all information processing and 
communication systems and operations. 
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15 GENERAL COUNSEL 
The single top legal executive in the entire company.  Responsible and accountable for providing legal support and guidance to 
the executive team.  Ensures the company’s adherence to federal, state, and local law with regard to all contracts, customer 
agreements, non-disclosure agreements, license agreements, joint ventures, and mergers and acquisitions,.  Ensures full legal 
protection of all intellectual property, trademarks and patents.  Provides counsel and guidance to management on all legal, 
business and strategic issues as necessary and appropriate. 
 
16 CHIEF ENGINEERING OFFICER 
The single top engineering executive in the entire company.  Responsible and accountable for directing, planning, developing, 
and coordinating the implementation of practices, policies, programs, procedures, and personnel activities of the company’s 
engineering efforts.  Oversees the design, modification, and improvement of company products and/or services, design testing 
and maintenance of production processes, machinery, and/or equipment, design and maintenance of facilities, equipment, and 
physical layout, reliability improvements, cost engineering, construction and engineering project management, and other related 
activities.  Directs engineering management in formulating plans, designs, cost estimates, and specifications.  Reviews 
engineering designs in light of the organization's strategic goals and return on investment.  Conducts special investigations and 
studies to evaluate efficiency of engineering programs.  Confers with manufacturing and research departments to ensure product 
design, development, and modification are in conformance with organization's goals and objectives. 
 
17 CHIEF HUMAN RESOURCES OFFICER 
The single top human resources executive in the entire company.  Responsible and accountable for developing and executing 
the human resources strategy in support of the overall business plan and strategic direction of the company, specifically in the 
areas of succession planning, talent management, change management, organizational and performance management, training 
and development, and compensation and benefits.  Functions as a strategic business advisor to senior management regarding 
key organizational and management issues.  Provides overall leadership and guidance to the HR function. 
 
18 CHIEF ADMINISTRATIVE OFFICER 
The single top administrative executive in the entire company.  Responsible and accountable for directing, planning, developing, 
and establishing policies and objectives of assigned functions in accordance with objectives of the organization.  Heads functions 
such as, but not limited to, business administration, data communications, facilities management, human resources services, 
insurance, office services, purchasing, and security.  Provides support and assistance to other functions and operating units of 
the organization.  Interprets company policy to employees and enforces company policy and practices. 
 
1001 ADMINISTRATIVE/CLERICAL SUPPORT 1 
Under close supervision, performs a variety of routine clerical duties in accordance with specific instructions and established 
work procedures.  Follows written and verbal instructions to accomplish assignments of a routine and repetitive nature such as 
sorting and filing correspondence, cards, invoices, receipts or other records.  Collects information for specified report formats.  
Maintains simple files, posting records, compiling minor statistical data, making and checking routine calculations, minor 
preparing and sorting mail, proof-reading, completing forms and checking for accuracy, answering telephones and simple typing.  
May operate general business machines such as typewriter, copier, calculator, computer, fax or other similar machines.  Normally 
works under the direction of higher-level employees.  May work in functional areas such as purchasing, material control, 
engineering support, human resources, marketing, manufacturing, or other areas.  Guidance is usually readily available.  Entry 
level position. 
Education and Experience:  Reading, writing, arithmetic and communicative skills equivalent to those obtained in high school 
or commensurate experience.  No prior experience required.  Incumbents typically possess 1-2 years of related experience.  
Typing proficiency of 40-50 wpm may be required. 
 
1002 ADMINISTRATIVE/CLERICAL SUPPORT 2 
Under limited supervision, performs a variety of semi-routine clerical duties of moderate complexity requiring the exercise of 
some discretion and use of limited judgment and initiative.  Follows written and verbal instructions with work usually subject to 
spot check.  Performs duties such as maintaining complex files, keeping records, preparing schedules, compiling data for reports, 
searching and investigating information contained in files, processing departmental documents, posting records and typing 
correspondence and reports from rough drafts.  May operate general business machines such as typewriter, copier, calculator, 
computer, fax or other similar machines.  May work in functional areas such as purchasing, material control, engineering support, 
human resources, marketing, manufacturing or other areas.  Excludes trainees. 
Education and Experience:  Reading, writing, arithmetic and communicative skills equivalent to those obtained in high school 
or commensurate experience.  Requires 1 year of work related experience.  Incumbents typically possess 3-4 years of related 
experience.  Typing proficiency of 50-60 wpm may be required.  May require a working knowledge of commonly used PC 
applications such as word processing, spreadsheets and databases. 
 



  
 

34 

COMPBASE® USA 
Winter 2023 

1011 SECRETARY 1 
Under close supervision, performs routine clerical, administrative and secretarial duties where assignments are well defined and 
require minimal interpretation, judgment or discretionary actions.  Prepares answers to routine mail and inquiries.   Receives 
incoming telephone calls and handles inquiries, takes messages and transfers calls to appropriate party.   Maintains files, keeps 
records, prepares schedules, makes travel arrangements, compiles reports, and processes documents of a routine nature.  
Prepares and proofreads correspondence, reports and other material.  May take dictation and transcribe notes.  May plan layout 
of reports and statistical tables.  Typically uses common word processing and spreadsheet software packages.  May use 
database, graphics and desktop publishing applications.  Operates general office equipment such as personal computer, 
typewriter, Dictaphone, copier, calculator, fax or other office machines.  Typically provides secretarial support for one 
manager, supervisor or department head. 
Education and Experience:  Reading, writing, arithmetic and communications skills equivalent to those obtained in high 
school or commensurate experience.  Six months to 1 year general office, clerical or equivalent experience.  Typically requires 
word-processing and other personal computer experience.  Excludes trainees with no skills. 
 
1012 SECRETARY 2 
Under limited supervision, performs routine to moderately complex clerical, administrative and secretarial duties.  Assignments 
generally involve work of a confidential nature and require a basic knowledge of the practices and procedures of the function.  
Assembles and analyzes information, prepares and proofreads reports, manuals, agendas, correspondence and memoranda.  
May plan layout of reports and statistical tables.  Answers routine mail and inquiries, follows up with others to ensure that 
activities are coordinated.  Arranges and makes notifications of appointments and travel reservations/arrangements.  Answers 
telephone calls, tactfully handles inquiries and transfers call to appropriate party.  Processes expense reports.  May take dictation 
and transcribe notes.  Typically uses word processing and spreadsheet software packages.  May use database, graphics and 
desktop publishing applications.  Operates general office equipment such as personal computer, typewriter, Dictaphone, copier, 
calculator, fax or other similar machines.  May provide guidance to lower level clerical personnel.  Typically provides 
secretarial support for one manager, supervisor or department head. 
Education and Experience:  High school graduate plus 1-2 years of secretarial experience.  Typically requires word-processing 
and other personal computer experience.   Shorthand or Dictaphone transcription may be desired. 
 
1013 SECRETARY 3 
Typically this job should be used for incumbents at the career level.  Under general supervision, performs advanced secretarial 
and complex administrative duties to support and assist line and/or staff managers.  Assignments generally involve work of a 
confidential nature and require a thorough knowledge of the practices and procedures of the function, company products, 
policies and programs.  Compiles and analyzes information, prepares and proofreads reports, manuals, agendas, correspondence 
and memoranda as guided by general company practice.  Plans layout of reports and statistical tables.  Answers mail and a 
variety of inquiries.  Follows up with other departments to ensure that requests are carried out and activities are coordinated.  
Arranges and makes notifications of appointments and travel reservations/arrangements.  Answers telephone calls, tactfully 
handles inquiries and transfers calls to appropriate party.  Checks and processes expense reports.  May take dictation and 
transcribes notes.  Typically uses word processing and spreadsheet software packages.  May use database, graphics and desktop 
publishing applications.  Operates general office equipment such as personal computer, typewriter, Dictaphone, copier, 
calculator, word processor or other office machines.  Interfaces with other secretaries to share and coordinate workload.  May 
provide guidance and work leadership to lower level clerical or secretarial staff.  Typically provides secretarial support for 
one or two managers, supervisors or department heads. 
Education and Experience:  High school graduate plus advanced business school/secretarial training and 3-5 years of prior 
secretarial experience, or equivalent combination of experience and training.  Typically requires advanced word-processing and 
other personal computer experience.  May require shorthand or Dictaphone transcription experience. 
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1022 EXECUTIVE SECRETARY/ADMINISTRATOR 2 
Under general supervision and acting on own initiative, performs advanced secretarial, clerical and administrative duties for 
Executive-level Managers, General Managers or Managers of autonomous business units.  Assignments generally involve work 
of a confidential nature and require knowledge of the practices and procedures of the function, company products, policies and 
programs.  Facilitates decision-making.  Assembles and analyzes information, prepares reports, manuals, agendas, 
correspondence and memoranda.  Produces graphics for presentation.  Answers mail and inquiries on own initiative, follows up 
with other departments to ensure that requests are carried out.  Coordinates activities across departments.  Arranges and makes 
notifications of appointments and travel reservations/arrangements.  Answers telephone calls, tactfully handles inquiries and/or 
transfers calls to appropriate party.  Checks and processes expense reports.  Takes dictation and transcribes notes for letters, 
memos or reports.  Prepares materials in final form from very rough and involved drafts which may utilize frequent use of 
technical terminology and which combine materials from several sources.  Plans layout of complex reports and statistical tables.  
Operates general office equipment such as computer, typewriter, Dictaphone, copier, calculator, fax or other similar machines.  
Interfaces with other secretaries to share or coordinate workload.  May be regarded as a lead secretary for the department.  
Usually reports to an executive of the company. 
Education and Experience:  High school graduate plus advanced secretarial training.  Requires a minimum of 5 years of prior 
related experience, with 3 years of experience with the company preferred.  May require typing proficiency of 60 wpm.  Requires 
working knowledge of commonly used PC applications such as word processing, spreadsheets, and databases.  Incumbents 
typically possess 6 years of related experience. 
 
1023 EXECUTIVE SECRETARY/ADMINISTRATOR 3 
Under general supervision and acting on own initiative, performs diverse and advanced secretarial, clerical and administrative 
duties for Executive-level Managers such as direct reports to the company’s CEO/President.  Utilizes a thorough knowledge of 
the business and/or organization, provides administrative processes and projects in support of an Executive on the management 
staff.  Assignments generally involve work of a confidential nature and require knowledge of the practices and procedures of 
the function, company products, policies and programs.  Facilitates decision-making.  Assembles and analyzes information, 
prepares reports, manuals, agendas, correspondence and memoranda.  Produces graphics for presentation.  Answers mail and 
inquiries on own initiative, follows up with other departments to ensure that requests are carried out.  Arranges and makes 
notifications of appointments and travel reservations/arrangements.  Answers telephone calls, tactfully handles inquiries and/or 
transfers calls to appropriate party.  Checks and processes expense reports.  May take dictation and transcribe notes for letters, 
memos or reports.  Prepares materials in final form from very rough and involved drafts which may utilize frequent use of 
technical terminology and which combine materials from several sources.  Plans layout of complex reports and statistical tables.  
Operates general office equipment such as computer, typewriter, Dictaphone, copier, calculator, fax, or other similar machines.  
Interfaces with other secretaries to share or coordinate workload.  May be regarded as a lead secretary for the department.  
Usually reports to an executive of the company. 
Education and Experience:  High school graduate plus advanced secretarial training.  Requires a minimum of 8 years of prior 
related experience, with 5 years with the company normally preferred.  Requires working knowledge of commonly used PC 
applications such as word processing, spread sheets and databases.  Incumbents typically possess 8-10 years of related 
experience. 
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1032 SECRETARY TO CEO/PRESIDENT 2 (LESS THAN 3,000 EMPLOYEES) 
Under general supervision and acting on own initiative, performs diverse and advanced secretarial duties and administrative 
support for the Chief Executive Officer/President of the organization.  Assignments involve work of a confidential or complex 
nature, necessitating exposure to sensitive information and contacts requiring considerable discretion, judgment, tact and 
diplomacy as well as a practical knowledge of the practices and procedures of the function, general company policies and 
programs.  Gathers, assembles and analyzes information and data from a wide variety of sources.  Prepares reports, manuals, 
agendas, correspondence and memoranda.  Maintains sensitive files and records for superior.  Reviews and answers mail and 
inquiries on own initiative and determines within established guidelines if executive action is required.  Refers routine matters 
to appropriate parties for action and follows up to ensure proper disposition.  Communicates with executive, administrative and 
line management to gather and convey information pertaining to superior's office and responsibilities.  Answers telephone calls, 
tactfully handles inquiries and/or refers to appropriate party.  Coordinates and makes notifications and arrangements for travel 
reservations and appointments.  May prepare and process expense reports for superior.  Performs a wide variety of normal 
secretarial, administrative, and clerical duties including taking dictation and transcribing notes for letters, memos and reports.  
Types materials in final form from very rough or involved drafts, which may utilize frequent use of technical terminology and 
statistical data.  May combine material from several sources.  Plans the layout of complex reports, proposals and statistical 
tables.  Operates a variety of general office equipment such as copier, typewriter, calculator, personal computer and other office 
machines.  Interfaces with clerical and secretarial staff from within or outside the function.  May have contact with firms, 
organizations or individuals from outside the company for coordination purposes.  May provide work leadership for other support 
staff members. 
Education and Experience:  High school graduate or equivalent and advanced secretarial/administrative training, with 5 years 
of prior related experience.  Knowledge of shorthand may be required.  Excludes those not reporting directly to a Chief Executive 
Officer at Corporate or Major Division level, such as President/CEO or Division Manager/General Manager. 
 
1033 SECRETARY TO CEO/PRESIDENT 3 (3,000 EMPLOYEES OR MORE) 
Under general supervision and acting on own initiative, performs diverse and advanced secretarial duties and administrative 
support for the CEO/COO/President of the organization.  Assignments involve work of a confidential or complex nature, 
necessitating exposure to sensitive information and contacts requiring considerable discretion, judgment, tact and diplomacy as 
well as a practical knowledge of the practices and procedures of the function, general company policies and programs.  Gathers, 
assembles, and analyzes information and data from a wide variety of sources.  Prepares reports, manuals, agendas, 
correspondence and memoranda.  Maintains sensitive files and records for superiors.  Reviews and answers mail and inquiries 
on own initiative and determines within established guidelines if executive action is required.  Refers routine matters to 
appropriate parties for action and follows up to ensure proper disposition.  Communicates with executive, administrative and 
line management to gather and convey information pertaining to superior’s office and responsibilities.  Answers telephone calls 
and tactfully handles inquiries and/or refers to appropriate party.  Coordinates and makes notifications and arrangements for 
travel reservations and appointments.  May prepare and process expense reports for superior.  Performs a wide variety of normal 
secretarial, administrative, and clerical details including taking dictation and transcribing notes for letters, memos and reports.  
Prepares materials in final from very rough or involved drafts that may utilize frequent use of technical terminology and statistical 
data.  May combine material from several sources.  Plans the layout of complex reports, proposals, and statistical tables.  
Operates a variety of general office equipment such as copiers, typewriter, computer, calculator, Dictaphone, fax and other 
similar machines.  Interfaces with clerical and secretarial staff from within or outside the function.  May have contact with firms, 
organizations, or individuals from outside the company for coordination purposes.  May provide work leadership for other support 
staff members. 
Education and Experience:  High school graduate or equivalent and advanced secretarial/administrative training.  Requires 
a minimum of 5 years of prior related experience.  May require typing of 80 wpm and shorthand.  May require a working 
knowledge of commonly used PC applications such as word processing, spreadsheets and databases.  Incumbents typically 
possess 10 years of related experience. 
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1041 ADMINISTRATIVE ASSISTANT 1 
Under limited supervision, provides routine administrative support for a department or administrative unit.  Researches and 
obtains information for routine reports and special assignments.  Compiles and analyzes data, and prepares reports for action 
by superior. Investigates assigned problems using established company or department policies and practices to determine 
method of research, data and information requirements and analysis techniques.  Makes appointments, travel arrangements, 
meeting arrangements and coordinates activities between departments and outside parties.  Contacts company personnel at all 
organizational levels to gather information and prepare reports.  Work generally requires a broad working knowledge of 
departmental and company practices, policies, programs, and product line.  Typically uses common software packages for word 
processing and spreadsheets, and may use databases and graphics and desktop publishing applications.  Answers telephones, 
screens calls and forwards messages.  Opens, sorts and routes mail to the appropriate persons.  Prepares and proofreads letters, 
reports and other correspondence.  Operates general office equipment such as personal computer, typewriter, Dictaphone, 
copier, calculator, fax or other office machines.  Typically supports one or more managers and/or staff in a department 
or administrative unit. 
Education and Experience:  High School graduate and 1-2 years of clerical or secretarial experience, or equivalent 
combination of business school/secretarial training and job-related experience.  Typically requires word-processing and other 
personal computer experience. 
 
1042 ADMINISTRATIVE ASSISTANT 2 
Under general supervision and acting on own initiative and direction, provides moderately complex administrative support for 
one or more departments or administrative units.  Typically supports multiple managers and/or staff. Researches and obtains 
information for routine and moderately complex reports and special assignments.  Executes special or continuous research and 
moderately complex data analysis.  Analyzes problems, determines approach, compiles and analyzes data, and prepares 
reports/recommendations for action by superior.  Contacts company personnel at all organizational levels to gather information 
and prepare reports.  May act as coordinator of departmental projects, following up on pending details, coordinating project 
team activities and ensuring deadlines are met.  Work is generally of a critical or confidential nature and requires a broad 
knowledge of departmental and company practices, policies, programs, and product line.  Makes appointments, travel 
arrangements, meeting arrangements and coordinates activities between departments and outside parties.  Answers telephones, 
screens calls and forwards messages.  Answers routine correspondence and routes mail to the appropriate persons.  Composes, 
prepares, edits and proofreads letters, reports and other correspondence.  Typically uses software packages for word processing, 
spreadsheets, databases, graphics and desktop publishing applications.  Operates general office equipment such as personal 
computer, typewriter, Dictaphone, copier, calculator, fax or other office machines.  May provide guidance or work leadership to 
lower level clerical or administrative staff.  Typically supports one or more managers and/or staff in a department or 
administrative unit, or may support multiple departments. 
Education and Experience:  High School graduate and 3-5 years of secretarial or administrative support experience, or 
equivalent combination of advanced business school/secretarial training and job-related experience.  Typically requires advanced 
word-processing and other personal computer skills. 
 
1043 ADMINISTRATIVE ASSISTANT 3 
Under minimum supervision and acting on own initiative and direction, provides complex administrative support for one or more 
departments or administrative units.  Typically supports multiple managers and/or staff.  Independently researches and obtains 
information for complex reports and special assignments.  Executes special or continuous research and complex data analysis.  
Analyzes complex problems, determines approach, compiles and analyzes data, and prepares reports/recommendations for 
action by superior.  Contacts company personnel at all organizational levels to gather information and prepare reports.  May act 
as coordinator of departmental projects, following up on pending details, coordinating project team activities and ensuring 
deadlines are met.  Work is generally of a critical or confidential nature and requires a broad knowledge of departmental and 
company practices, policies, programs, and product line.  May monitor department or project budget, keeping management 
apprised of budgetary status.  Makes appointments, travel arrangements, meeting arrangements and coordinates complex 
activities between departments and outside parties.  Answers mail, phone calls and inquiries on own initiative, routing 
correspondence to the appropriate person if necessary.  Composes, prepares, edits and proofreads letters, reports and other 
correspondence.  Typically uses software packages for word processing, spreadsheets, databases, graphics and desktop 
publishing applications.  Operates general office equipment such as personal computer, typewriter, Dictaphone, copier, 
calculator, fax or other office machines.  May provide guidance or work leadership to lower level clerical or administrative staff.  
Typically supports one or more managers and/or staff in a department or administrative unit, or may support 
multiple departments. 
Education and Experience:  High School graduate and 5 or more years of secretarial or administrative support experience, 
or equivalent combination of advanced business school/secretarial training and job-related experience.  Typically requires 
advanced word-processing and other personal computer skills. 
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1051 RECEPTIONIST 
Under close supervision receives and directs visitors, employment applicants, salesmen, and customers to appropriate locations 
and parties.  Receives visitors, determines nature of visit and directs accordingly.  Enforces appropriate security directives.  May 
perform related clerical work such as typing, filing, sorting, and distributing mail.  May conduct preliminary screening of 
employment applicants.  Excludes employees who operate company PBX system in conjunction with normal reception duties.  
Education and Experience:  Basic reading, writing and arithmetical ability.  No prior experience necessary.  Entry Level 
position.  Typing proficiency of 40 wpm may be required. 
 
1056 TELEPHONE OPERATOR 
Under limited supervision, operates single or multiple position telephone switchboard.  Handles incoming, outgoing, long 
distance, and WATS calls.  May coordinate and assist in the placement of conference calls.  May operate page systems.  May 
coordinate the installation, movement, and service of telephone equipment within the facility. 
Education and Experience:  Basic reading, writing and arithmetical ability, and 1 year of experience in the operation of a 
telephone system.  Excludes employees who only perform reception duties without operator responsibilities. 
 
1072 DESKTOP PUBLISHING CLERK 2 
Under limited supervision, performs a wide variety of duties in developing documents for presentation and marketing purposes 
both within the organization and outside the company.  Interfaces with various user groups to ascertain needs.  Develops 
graphs, narrative documentation and other visual presentation materials including transparencies and slides.  Creates materials 
using sophisticated desktop publishing software and high quality printers.  Excludes trainees or those with no directly related 
experience. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to completion of high school or 
commensurate experience.  Working proficiency with at least one major word processing, desktop publishing and graphics 
software package and 1 year related experience. 
 
1073 DESKTOP PUBLISHING CLERK 3 
Under general supervision, performs a wide variety of duties in developing complex documents for presentation and marketing 
purposes both within the organization and outside the company.  Interfaces with various user groups on more complex projects 
to ascertain needs.  Develops detailed graphics, narrative documentation and other visual presentation materials including 
transparencies and slides.  Creates complex materials using very sophisticated desktop publishing software and high quality 
printers. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to completion of high school or 
commensurate experience.  Expert proficiency with several major word processing, desktop publishing and graphics packages 
and 3 years of related experience.  Incumbents typically possess over 5 years of related experience. 
 
1101 COPY CENTER OPERATOR 
Under limited supervision, operates a copy center providing service company's needs for duplication, copying of reports, letters, 
business documents and digitization.  Sets up and operates a variety of photocopy and laser printer equipment.  Reviews copy 
requirements with requester regarding reduction, collation, paper stock, priority and other specifics.  May assemble and bind 
final copy involving spiral bind or related equipment.  May inventory supply records and re-order standard items within specified 
limits.  May provide routine and preventative maintenance on equipment.  Coordinates with service technicians for major repairs.  
Education and Experience:  Basic reading, writing and arithmetical skills.  Knowledge of copier operating procedures. 
 
1111 OFFSET PRESS OPERATOR 1 
Under limited supervision, sets-up and operates offset duplication equipment, plate processors and similar equipment to 
reproduce charts, graphs, bulletin letters, manuals, forms and brochures which are typically single color.  May prepare temporary 
paper or metal plates by use of photo direct process camera.  Adjusts paper feed rollers, head stops, pressure between 
impression and blanket rollers, inking mechanism, paper guides and feeder mechanism to obtain correct spacing, quality and 
image.  Performs minor maintenance and repair on equipment such as cleaning and lubricating.  Maintains records of work 
performance.  May occasionally perform related bindery operations.  Excludes trainees, multicolor or hairline registration work 
and specialists such as plate makers, strippers, copy camera operators and bindery workers. 
Education and Experience:  Reading, writing and arithmetic skills equivalent to those obtained from completion of high school 
or commensurate experience.  Requires basic operating knowledge of printing equipment utilized.  Requires a minimum of 1 
year experience.  Incumbents typically possess over 3-5 years of related experience. 
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1112 OFFSET PRESS OPERATOR 2 
Under general supervision, sets-up and operates a wide variety of offset presses, plate processors and related equipment to 
reproduce single or multi-color charts, graphs, bulletins, letters, manuals, forms and brochures.  Prepares temporary paper or 
metal plates by use of photo direct process camera.  Adjusts paper feed rollers, head stops, pressure between impression and 
blanket rollers, inking mechanism, paper guides and feeder mechanisms to obtain correct spacing, quality and image.  Performs 
minor maintenance and repair on equipment such as cleaning, lubricating, adjusting, and replacing broken or worn parts.  May 
provide work leadership to other print shop employees.  Maintains records or work performed.  May perform hairline registration, 
multiple plate and lithographic operations.  Excludes specialists such as plate makers, strippers, copy camera operators and 
bindery workers. 
Education and Experience:  Reading, writing and arithmetic skills equivalent to those obtained from completion of high school 
or commensurate experience.  Technical operating knowledge of press operations as would normally be obtained through 
specialized trade courses.  Requires a minimum of 3 years of prints experience.  Incumbents typically possess over 5-7 years of 
related experience. 
 
1122 MESSENGER/MAIL CLERK 2 
Under general supervision, provides mail and messenger services for various company locations as directed.  Follows well 
established procedures with limited latitude to alter sequences or methods.  Guidance is generally available from superiors.  
Performs pick-up and delivery of mail and packages at post office and various locations.  Provides messenger/courier service for 
messages, documents, packages, goods, etc. between various local destinations.  Sorts and distributes incoming mail and courier 
deliveries to appropriate in-house locations on established schedule.  Prepares outgoing mail for delivery to post office.  Weigh 
letters and packages and calculates appropriate postage.  Sets and operates postage meter.  Records postage charges for 
assignment to department accounts.  May operate company vehicle to transport employees and visitors and perform general 
messenger duties.  Picks up and delivers company vehicles for washing and servicing. 
Education and Experience:  Basic reading, writing and arithmetic ability and 1 year of general office or related messenger 
experience is required.  Familiarity with postal regulations.  May require a valid driver’s license with good driving record required 
for operation of company vehicle. 
 
1123 MESSENGER/MAIL CLERK 3 
Under limited supervision, provides mail and messenger services for various company locations as directed.  Follows well 
established procedures with limited latitude to alter sequences of methods.  Guidance is generally available from superiors.  
Performs pick-up and delivery of mail and packages at post office and various locations.  Provides messenger/courier service for 
messages, documents, packages, goods, etc. between various local destinations.  Sorts and distributes incoming mail and courier 
deliveries to appropriate in-house locations on established schedule.  Prepares outgoing mail for delivery to post office.  Weigh 
letters and packages and calculates appropriate postage.  Sets and operates postage meter.  Records postage charges for 
assignment to department accounts.  May operate company vehicle to transport employees and visitors and perform general 
messenger duties.  Picks up and delivery company vehicles for washing and serving.  Excludes those with lead responsibilities. 
Education and Experience:  Basic reading, writing and arithmetic ability.  A minimum of 3 years of general office or related 
messenger experience is required.  Familiarity with postage regulations.  May require a valid driver’s license with a good driving 
record for operation of company vehicle. 
 
1197 OFFICE SUPERVISOR 
Responsible for supervising a variety of general office activities such as payroll, accounting, human resources, order processing 
and similar operations in an organization of limited size.  May set up and maintain general office systems, procedures, and 
methods.  Coordinates office activities with a variety of other functions to provide required support.  Maintains contact with 
outside vendors, customers, and others.  Typically manages the day-to-day workflow of subordinate nonexempt workers.   
Education and Experience:  High school graduate or equivalent experience.  Thorough knowledge and experience in office 
activities as would normally be attained through 3-5 years of experience. 
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1198 OFFICE SERVICES MANAGER 1 
Directs the work activities and staff engaged in office service communications, copy services, functions such as mail, courier 
service, records retention, and similar operations.  Assigns work, determines scheduling, and reviews results.  Performs normal 
supervisory duties involved in training, performance evaluation, discipline, and employee selection. Reviews mail room 
operations and organize courier/mail runs to provide most effective pick-up and delivery of company mail.  Maintains liaison 
with postal authorities and courier service contractors.  Supervises records retention program.  Provides for maintenance, 
retrieval and archival storage of company files and records.  Establishes procedures for maintenance of records retention 
schedules and logs.  Coordinates company communication system activities including telephones, fax machines and other 
equipment.  Supervises copy services including analysis of requirements, utilization, equipment capabilities, and location.  This 
is typically the first level of management in this job family.  Directly manages exempt level employees.  May manage nonexempt 
employees directly or through supervisors/leads. 
Education and Experience:  Broad office services experience which would provide knowledge of equipment capabilities, 
operating procedures and office practices, as would normally be obtained through over 5 years of office service activities. 
 
1201 LIBRARIAN 
Following general instructions and with broad discretion as to details, acquires, catalogs, houses and distributes books, 
magazines, newspapers, periodicals, technical journals and similar published materials and references.  Performs other 
administrative duties as required. 
Education and Experience:  Library Science Degree with 2 years of library experience. 
 
1205 RESEARCH ASSISTANT 
Provides support in the performance of research related tasks such as data collection, manipulation and presentation, literature 
searches, interviews and related tasks.  Compiles references and/or statistical data into standard formats.  Assignments are 
accomplished with a minimum of supervision and guidance and are based on general directions.   
Education and Experience:  College level Degree or equivalent experience in functional specialization.  Knowledge of standard 
research techniques, statistical analysis and compilation of data, ability to select, analyze, and present data and information in 
written, verbal or graphic form.  May require a working knowledge of commonly used PC applications such as word processing, 
spreadsheets and databases. 
 
1212 TECHNICAL LIBRARIAN 2 
Responsible for the overall operation of a technical/business library or resource center, including acquisition, circulation, 
cataloging, research and search requests.  Orders, inventories and circulates journals and provides information to authorized 
users for use in technical projects, proposal preparation, marketing, planning and other projects.  Participates in the continual 
enhancement of library services, acquisition of equipment and improvement of methods.  May interface with staff and 
management in the selection of subscriptions and reference materials.  May have some budgetary responsibilities.   
Education and Experience:  Bachelor’s Degree in Library Science, a related field or equivalent experience, and 2 years of 
technical librarian experience, including knowledge of computerized search techniques. 
 
1213 TECHNICAL LIBRARIAN 3 
Responsible for the overall operation of a technical/business library or resource center, including acquisition, circulation, 
cataloging, research and search requests.  Orders, inventories and circulates journals and provides information to authorized 
users for use in technical projects, proposal preparation, marketing, planning and other projects.  Recommends continual 
enhancements of library services, acquisition of equipment and improvement of methods.  Interfaces with and makes 
recommendations to management regarding the selection of subscriptions and reference materials.  Monitors spending and may 
have budget responsibility.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Library Science, a related field or equivalent experience, 
and 5 years of technical librarian experience, including knowledge of computerized search techniques. 
 
1218 TECHNICAL LIBRARY MANAGER 1 
Responsible for the management of the librarian staff.  Manages all activities involved in the operation of a technical/business 
library or resource center, including acquisition, circulation, cataloging, research and search requests.  Responsible for continual 
enhancement of library services, acquisition of equipment and improvement of methods.  Interfaces with management in the 
selection of subscriptions and reference materials.  Responsible for the employment, training and discipline of assigned 
employees.  This is typically the first level of management in this job family.  Directly manages exempt level employees.  May 
manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in library Science, a related field or equivalent experience, 
and 5 years of technical librarian experience, including proficiency in computerized search techniques and 
supervision/management experience. 
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1301 COMPLIANCE SPECIALIST 1 
Responsible for developing, implementing and auditing systems, procedures and programs that ensure company compliance 
with local, state, federal and international consumer product environmental protection and employee health and safety 
regulations.  Creates systems to manage and streamline the regulatory process for products.  Reviews labeling information to 
ensure regulatory compliance.  Provides advice to management on modifications/updates in government regulations and 
recommends appropriate actions to be taken.  Works closely with product development to provide regulatory guidance.  
Assignments are task-oriented with detailed instruction given.  Follows standard practices to resolve routine problems. 
Education and Experience:  Bachelor’s Degree or equivalent experience, and up to 2 years of experience. 
 
1302 COMPLIANCE SPECIALIST 2 
Responsible for developing, implementing and auditing systems, procedures and programs that ensure company compliance 
with local, state, federal and international consumer product environmental protection and employee health and safety 
regulations.  Creates systems to manage and streamline the regulatory process for products.  Provides advice to management 
on modifications/updates in government regulations and recommends appropriate actions to be taken.  Works closely with 
product development to provide regulatory guidance.  Work is assigned and general instructions given for routine work; more 
detailed instruction is provided for new projects.  Applies knowledge of company policies and standard practices to resolve 
problems.  Analyzes issues and uses judgment to make decision.  Escalates non-standard problems or issues. 
Education and Experience:  Bachelor’s Degree, Master’s Degree preferred, and 3-5 years of experience. 
 
1303 COMPLIANCE SPECIALIST 3 
Responsible for developing, implementing and auditing systems, procedures and programs that ensure company compliance 
with local, state, federal and international consumer product environmental protection and employee health and safety 
regulations.  Creates systems to manage and streamline the regulatory process for products.  Provides advice to management 
on modifications/updates in government regulations and recommends appropriate actions to be taken.  Works closely with 
product development to provide regulatory guidance.  Work is project-oriented and employee must define actual tasks.  
Understands company goals and practices and applies them when resolving a variety of problems.  Receives only general 
instructions on new work.  Uses judgment and creativity and sound technical knowledge to obtain and recommend solutions.  
May interface with senior management to convey information. 
Education and Experience:  Bachelor’s Degree, Master’s Degree preferred, and 5-7 years of experience. 
 
1308 REGULATORY COMPLIANCE MANAGER 1 
Provides leadership to the Regulatory Compliance function of the corporation or business unit that is responsible for developing, 
recommending and implementing systems, procedures and programs that will ensure company compliance with local, state, 
federal and international product and environmental protection.  This includes ensuring compliance with government regulations 
concerning the labeling of products, ingredient listing, nomenclature, format, product claims, legal address, product warning 
statements, etc.   Makes risk assessments and advises appropriate functional department heads of potential impact.  Works 
with internal departments and external agencies regarding the development of strategies in dealing with regulations that would 
influence the industry.  Supervises/manages a group of employees or outside contractors/vendors with similar technical or 
functional responsibilities.  Requires operational knowledge of area of functional responsibility.  Assigns, task, reviews works 
and writes appraisals.  Ensures projects are on schedule and within budget.  Receives assignments in the form of objectives 
with goals and processes defined. 
Education and Experience: Bachelor’s Degree, Master’s Degree preferred, and 1-2 years in management or equivalent 
experience. 
 
1309 REGULATORY COMPLIANCE MANAGER 2 
Provides leadership to the Regulatory Compliance function of the corporation or business unit that is responsible for developing, 
recommending and implementing systems, procedures and programs that will ensure company compliance with local, state, 
federal and international product and environmental protection.  This includes ensuring compliance with government regulations 
concerning the labeling of products, ingredient listing, nomenclature, format, product claims, legal address, product warning 
statements, etc.  Makes risk assessments and advises appropriate functional department heads of potential impact.  Works with 
internal departments and external agencies regarding the development of strategies in dealing with regulations that would 
influence the industry.  Manages the activities of employees or outside contractors/vendors with similar technical or functional 
responsibilities.  Responsible for implementing operational and strategic policies and directives.  Interfaces with senior 
management to report on projects and program milestones and to present project needs.  Has full budgetary responsibilities.  
Assignments are given in the form of objectives with no process defined.  May or may not manger lower-level managers and/or 
supervisors. 
Education and Experience:  Bachelor’s Degree, Master’s Degree preferred, and 3-5 years in management or equivalent 
experience.  
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1571 BUSINESS SYSTEMS ANALYST 1 
Incumbents act as a liaison between the Business Function and Information Systems.  Incumbents may be located in the 
Business Function or within the IT department.  Provides technical/functional expertise in identifying, evaluating, and developing 
basic systems.  Incumbents are NOT programmers or systems analysts, but are “IT SAVVY” and are the functional experts within 
their field, such as in the financial area or logistical area.  They have the business knowledge and perspective of a particular 
business and the IT needs of that business unit.  They act as a liaison representing their department and the processes and 
workings within it by gathering business specifications and requirements and acting as the primary contact to IT for that 
particular business units basic IT needs. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  A minimum of 5 years of experience within their 
function.  This position is more experience driven than Degree driven. 
 
1572 BUSINESS SYSTEMS ANALYST 2 
Incumbents act as a liaison between the Business Function and Information Systems.  Incumbents may be located in the 
Business Function or within the IT department.  Provides technical/functional expertise in identifying, evaluating, and developing 
basic systems.  Incumbents are NOT programmers or systems analysts, but are “IT SAVVY” and are the functional experts within 
their field, such as in the financial area or logistical area.  They have the business knowledge and perspective of a particular 
business and the IT needs of that business unit.  They act as a liaison representing their department and the processes and 
workings within it by gathering business specifications and requirements and acting as the primary contact to IT for that 
particular business units needs that are moderately complex in nature. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  A minimum of 7 years of experience within their 
function.  This position is more experience driven than Degree driven. 
 
1573 BUSINESS SYSTEMS ANALYST 3 
Incumbents act as a liaison between the Business Function and Information Systems.  Incumbents may be located in the 
Business Function or within the IT department.  Provides technical/functional expertise in identifying, evaluating, and developing 
basic systems.  Incumbents are NOT programmers or systems analysts, but are “IT SAVVY” and are the functional experts within 
their field, such as in the financial area or logistical area.  They have the business knowledge and perspective of a particular 
business and the IT needs of that business unit.  They act as a liaison representing their department and the processes and 
workings within it by gathering business specifications and requirements and acting as the primary contact to IT for that 
particular business units needs that are complex in nature.  Incumbent may provide work leadership for lower level employees.  
Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  A minimum of 10 years of experience within their 
function.  This position is more experience driven than Degree driven. 
 
1574 BUSINESS SYSTEMS ANALYST 4 
Incumbents act as a liaison between the Business Function and Information Systems.  Incumbents may be located in the 
Business Function or within the IT department.  Provides technical/functional expertise in identifying, evaluating, and developing 
basic systems.  Incumbents are NOT programmers or systems analysts, but are “IT SAVVY” and are the functional experts within 
their field, such as in the financial area or logistical area.  They have the business knowledge and perspective of two or more 
business units and the IT needs of those units.  They act as a liaison representing their organization and the processes and 
workings within it by gathering business specifications and requirements and acting as the primary contact to IT for those 
business unit needs that are complex in nature.  Incumbent provides work leadership for lower level employees.  Excludes those 
with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  A minimum of 12 years of experience within their 
function.  This position is more experience driven than Degree driven. 
 
1801 PARALEGAL 
Provides paralegal support and assists professional legal staff in the preparation of documents and filings for compliance with 
rules, regulations and laws of various local, state and federal governmental agencies.  Collects and collates information required 
from a wide variety of sources.  Performs research and analysis on supporting data and information. 
Education and Experience:  College level legal courses or equivalent experience.  Requires 2 years of related support 
experience in a law firm, corporate legal department or governmental agency.  Incumbents typically possess 4 years of related 
experience.  Paralegal certification may be required.  May require a working knowledge of commonly used PC applications such 
as word processing, spreadsheets and databases. 
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2001 HUMAN RESOURCES ASSISTANT 1 
Under close supervision performs routine clerical tasks in support of human resources activities.  Assignments are generally 
simple and repetitive in character such as sorting and filing correspondence, employment applications, status changes, resumes 
and other forms.  Maintains simple files, posts records and logs; compiles minor statistical data.  May operate general business 
machines such as typewriter, copier, calculator, personal computer, fax, or other office machines.  Guidance is readily available 
from higher-level staff members. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to those obtained from completion of 
high school or commensurate experience.  Six months general office experience desirable.  Excludes trainees with no business 
experience 
 
2002 HUMAN RESOURCES ASSISTANT 2 
Under limited supervision, performs a variety of semi-routine tasks in support of human resources activities.  Assignments are 
of moderate complexity requiring the exercise of some discretion and use of limited judgment and initiative.  Maintains employee 
files, records and changes of status.  Compiles and checks human resources reports.  May operate general business machines 
such as typewriter, copier, calculator, personal computer, fax, or other office machines. 
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained from completion of high 
school or commensurate experience, and 1 year human resource administrative support or related experience.  Excludes trainees 
and those with lead responsibilities. 
 
2003 HUMAN RESOURCES ASSISTANT 3 
Under general supervision, performs advanced and complicated clerical tasks in support of human resources activities.  
Assignments require application of detailed knowledge of human resources functional policies and practices.  Independently 
handles inquiries and answers correspondence.  Provides information to employees regarding established human resources 
policies, benefits, forms, records and practices.  May provide work leadership to lower level staff through assignment of work, 
training, coordination and checking assignments.  Excludes those with full supervisory responsibilities.  Normally considered a 
nonexempt position. 
Education and Experience:  Reading, writing arithmetical and communications skills equivalent to those obtained from 
completion of high school or commensurate experience.  Requires thorough knowledge of policies and practices of the human 
resources activity as would normally be obtained from 3 years of directly related human resources experience. 
 
2005 HUMAN RESOURCES SPECIALIST 
Under general supervision, performs a wide variety of human resources support and administration activities in Employment, 
Compensation, Security, Unemployment Insurance, Benefits, Employee Relations, Training and related areas.  Prepares and 
maintains employee personnel files, records, and information.  Processes departmental forms, records and documents.  Extracts 
and compiles a variety of personnel data for consolidation into management reports such as: weekly manpower reports, 
insurance/benefit reports, salary surveys, OSHA, Affirmative Action reports and other references.  May interview employment 
applications for nonexempt positions.  Screens, evaluates and conducts reference checks on candidates.  Maintains requisition 
and advertising logs.  Coordinates job postings and resume routing activities.  Maintains liaison with outside employment sources.  
Administers benefit programs.  Coordinates the processing of Group Insurance claims.  Prepares insurance reports summarizing 
claims and coverage’s.  Conducts employee orientations to inform new hires of company benefits programs.  Coordinates credit 
union activities.  May provide work leadership to lower level human resources staff members.  Normally transitions position from 
clerical and administrative tasks to the professional human resources family.  Excludes those with full supervisory responsibilities.   
Education and Experience:  Requires 2 years of college level human resources courses or equivalent experience, and 2 
additional years of general human resources experience.  Requires a general understanding of human resources administration 
and industrial operations.  Duties are usually considered nonexempt in nature.  Incumbents typically possess experience in 
excess of 6 to 8 years.  May require a working knowledge of commonly used PC applications such as word processing, 
spreadsheets and databases. 
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2011 GENERAL HUMAN RESOURCES REPRESENTATIVE 1 
Performs professional level human resources activities in functions such as employment, compensation, benefits, training, 
employee relations security, unemployment insurance and related areas.  Generally specializes within two or more assigned 
areas.  Typical tasks include interviewing, screening, evaluating and extending employment offers to qualified applicants; 
investigating requests for new/revised job classifications, preparing job descriptions and coordinating final description content 
with line management, preparing data for compensation and benefit surveys, analyses of results and reviewing salary increase 
requests; assisting supervision in interpreting and applying company human resources policies, counseling employees 
concerning work related problems and conducting termination interviews; preparing information for inclusion in in-house 
organization employee handbook, benefit brochures and conducting employee orientation; assisting in the preparation and 
presentation of routine unemployment claim proceedings and similar tasks.  Researches and consolidates information required 
for analysis of human resources operations.  Prepares special projects as assigned. 
Education and Experience:  Bachelor’s Degree in Human Resources, Business Administration or a related field or equivalent 
experience.  Analytical skills to conduct basic research, analyze data and prepare recommendations.  Ability to communicate 
with employees at all levels.  This is the entry-level position, normally considered to be performing exempt level assignments.  
No prior experience is required. 
 
2012 GENERAL HUMAN RESOURCES REPRESENTATIVE 2 
Performs a wide variety of professional level human resources activities in functions such as employment, compensation, 
benefits, training, employee relations, security, unemployment insurance and related areas.  Generally specializes within two or 
more assigned areas.  Typical tasks include assisting in the development and conduct of recruiting programs, interviewing, 
screening, evaluating and selecting qualified applicants; reviewing requests for classification/grade changes, recommending 
appropriate salary grades, analyzing salary survey data, developing compensation structures; reviewing competitive benefits, 
developing recommendations for benefit additions and changes; interpreting human resources policies for supervision, 
counseling employees concerning work related problems and conducting termination interviews; preparing company benefit 
brochures and conducting employee orientations; preparing and presenting unemployment claims; developing programs and 
similar tasks.  Conducts research, analyzes data and prepares recommendations on assigned projects.  Provides assistance to 
line management regarding employee relations practices.  May provide technical guidance to lower level staff. 
Education and Experience:  Bachelor’s Degree in Human Resources, Business Administration or related field or equivalent 
experience.  Practical knowledge of assigned functional areas as would normally be obtained from 2 or more years of experience 
in the field. 
 
2013 GENERAL HUMAN RESOURCES REPRESENTATIVE 3 
Plans, conducts, and coordinates the development and administration of human resources programs in functions such as 
employment, compensation, benefits, training, employee relations, security, unemployment insurance and related areas.  
Generally specializes in two or more areas.  Provides staff consulting support in the investigation of new human resources 
programs.  Conducts research into human resources practices, policies and procedures.  Analyzes trends of a competitive nature 
and within the company.  Assists in the formulation of company human resources and manpower objectives.  Develops 
recommended courses of action to meet objectives.  Conducts studies to determine feasibility, costs benefits, and potential 
human resources program applications.  Typical tasks would include formulation of extensive recruiting campaigns, development 
of compensation plans, coordination of training programs, analysis and recommendations for benefit changes, preparation and 
administration of EEO and affirmative action programs and tasks of similar complexity.  May provide project leadership to other 
staff members. 
Education and Experience:  Bachelor’s Degree in Human Resources, Business Administration or a related field or equivalent 
experience.  Practical knowledge of the techniques, concepts and considerations pertinent to effective human resources 
administration as would normally be obtained through 5 years of experience in the field. 
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2014 GENERAL HUMAN RESOURCES REPRESENTATIVE 4 
Plans, conducts, and coordinates the development and administration of human resources programs in functions such as 
employment, compensation, benefits, training, employee relations, security, unemployment insurance and related areas.  
Generally specializes in two or more areas.  Provides staff consulting support in the investigation of new human resources 
programs.  Conducts research into human resources practices, policies and procedures. Analyzes trends of a competitive nature 
and within the company.  Assists in the formulation of company human resources and manpower objectives.  Develops 
recommended courses of action to meet objectives.  Conducts studies to determine feasibility, costs benefits, and potential 
human resources program applications.  Typical tasks would include formulation of extensive recruiting campaigns, development 
of compensation plans, coordination of training programs, analysis and recommendations for benefit changes, preparation and 
administration of EEO and affirmative action programs and tasks of similar complexity.  May provide project leadership to other 
staff members.  May develop department policies and procedures.  May provide work leadership for lower level employees.  
Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Human Resources, Business Administration or related field or equivalent 
experience.  Practical knowledge of assigned functional areas as would normally be through a minimum of 7 years of experience 
in the field. 
 
2111 COMPENSATION ANALYST 1 
Performs professional level administrative and analytical duties to maintain and administer company compensation policies.  
Duties include activities such as reviewing salary adjustment recommendations to ensure compliance with established policy 
and practice, counsel with managers and supervisors regarding application of compensation programs and conducting audits of 
existing and proposed job classifications to obtain information regarding job responsibilities, activities, duties, content, FLSA 
exemption and requirements.  Performs special statistical studies relating to employee classification assignments, merit increase 
programs, salary surveys and other sources. 
Education and Experience:  Requires knowledge and analytical skills pertinent to administering compensation programs as 
would normally be acquired through receipt of a Bachelor’s Degree in Human Resources, Business Administration or a related 
field.  This is normally the entry level to the exempt compensation job family.  Excludes trainees without commensurate academic 
training or experience. 
 
2112 COMPENSATION ANALYST 2 
Performs staff support activities to develop and administer compensation policies and programs.  Conducts research, analyzes 
data and prepares recommendations requiring a broad understanding of compensation techniques, methods and practices.  
Provides counsel to line and staff management regarding compensation actions for employees.  Review proposed salary 
adjustments for conformance to established guidelines, policy and practices; recommends corrective or alternative actions to 
resolve problems. Reviews requests for new or revised classifications to determine appropriate salary grade assignment.  
Provides counsel for employment offers.  Participates in special studies of problem areas requiring job analysis, job evaluation 
or similar techniques.  Audits jobs for content and prepares job descriptions reflecting job responsibilities, activities, duties and 
requirements.  Collects and analyzes competitive salary and benefit information to determine company's market relationship.  
Formulates basic recommendations regarding development of company salary structure, initiation of new benefits, FLSA 
exemptions, job revisions and other practices.  Reviews existing and proposed statutory requirements governing compensation 
and benefits administration and recommends appropriate courses of action. 
Education and Experience:  Broad, practical knowledge of compensation/benefit techniques and methods as would normally 
be obtained through receipt of a Bachelor’s Degree in Human Resources, Business Administration or a related field and 2 years 
of compensation administration experience. 
 
2113 COMPENSATION ANALYST 3 
Performs a full scope of activities associated with the development and administration of compensation and benefit programs.  
Participates in and formulates basic recommendations in the development of long-range compensation and benefit objectives 
considering such factors as corporate growth objectives, manpower requirements, financial resources and restraints, legal 
considerations and competitive market positions.  May include application for domestic and/or international programs.  Develops 
and participates in a variety of compensation and benefit surveys to collect and analyze information on the company's 
competitive position.  Prepares recommendations and special studies on subjects such as retirement/pension plans, incentive 
compensation, bonus plans, sales compensation, stock options and similar complex programs.  Investigates and recommends 
resolution on classification questions and FLSA exemptions.  Acts as internal staff consultant for line and staff management on 
compensation/benefit matters.  May provide project leadership to other compensation staff members. 
Education and Experience:  Extensive working and practical knowledge of a wide variety of compensation/benefit techniques, 
theory, practices, methods, programs and plans including regulatory requirements, incentive compensation, equity participation 
programs, insurance plans, retirement/pension funding and similar complex compensation/benefit subjects.  Normally require 
Bachelor’s Degree in Human Resources, Business Administration or related field and 5 years of experience and exposure to the 
field.  
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2114 COMPENSATION ANALYST 4 
Performs a full scope of activities associated with the development and administration of compensation programs.  Participates 
in and formulates recommendations in the development of long-range compensation and benefit objectives considering such 
factors as corporate growth objectives, manpower requirements, financial resources and restraints, legal considerations and 
competitive market positions.  May include application for domestic and/or international programs.  Develops and participates 
in a variety of compensation surveys to collect and analyze information on the company's competitive position.  Prepares 
recommendations and special studies on subjects such as incentive compensation, bonus plans, sales compensation, stock 
options and similar complex programs.  Investigates and recommends resolution on classification questions and FLSA 
exemptions.  Acts as internal staff consultant for line and staff management on compensation matters.  May develop department 
policies and procedures.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Extensive working and practical knowledge of a wide variety of compensation techniques, theory, 
practices, methods, programs and plans including regulatory requirements, incentive compensation, equity participation 
programs, retirement/pension funding and similar complex compensation subjects.  Normally require Bachelor’s Degree in 
Human Resources, Business Administration or related field and a minimum of 7 years of experience and exposure to the field. 
 
2118 COMPENSATION MANAGER 1 
Develops, implements and maintains compensation programs and policies to ensure the achievement of equitable and 
competitive employee compensation.  Conducts wage and salary surveys to determine salary ranges and structures.  Prepares 
job descriptions and provides guidance to staff members in the use and application of compensation techniques, job evaluation 
plans, position classification systems and salary increase programs.  Recommends and determines company compensation 
strategies to top management and designs programs to fulfill defined company objectives.  Maintains a working knowledge of 
current statutory requirements and labor contract agreements, which may affect compensation policies.  Conducts special studies 
or projects relating to incentive compensation, stock option or bonus plans, executive compensation and other policies.  
Responsible for employment, promotion, performance evaluation, training, counseling and discipline of assigned employees.  
Generally reports to Human Resources Manager/Director.  Excludes those who also administer benefit programs.  This is typically 
the first level of management in this job family.  Directly manages exempt level employees.  May manage nonexempt employees 
directly or through supervisors/leads. 
Education and Experience:  Advanced knowledge of compensation techniques, applications and programs as would normally 
be obtained through the attainment of a Bachelor’s Degree in human resources, business administration or a related field and 
5 years of exposure to a wide variety of compensation practices. 
 
2141 BENEFITS ASSISTANT 1 
Processes simple insurance or other benefits claims in accordance with company benefits plan.  Answers employee questions 
concerning basic elements of insurance plans and coverage provided.  Communicates with hospitals, doctor’s offices and the 
insurance carrier regarding coverage verification, billing and claims information.  Entry-Level position. 
Education and Experience:  High school graduate or equivalent.  No previous experience required. 
 
2142 BENEFITS ASSISTANT 2 
Processes insurance or other benefits claims in accordance with company benefits plan.  Counsels with employees concerning 
administration of insurance plans and coverage provided.  Communicates with hospitals, doctor’s offices and the insurance 
carrier regarding coverage verification, billing and claims information. 
Education and Experience:  High school graduate or equivalent and 1 year of related experience required. 
 
2143 BENEFITS ASSISTANT 3 
Processes insurance and/or other benefit claims and issues or authorizes payments in accordance with the company benefits 
plan.  Counsels with employees concerning administration of insurance plans and coverage provided.  Introduces new benefits 
to employees as they are designed for the company.  Communicates with hospitals and doctor’s offices regarding coverage 
verification, billing, and claims information. 
Education and Experience:  High school graduate or equivalent and 3 years of related experience required.  Incumbents 
typically possess 4-6 years of related experience. 
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2151 BENEFITS ANALYST 1 
Participates in the review and update of company benefit plans, programs and policies.  Evaluates consultants, proposals, 
potential vendors and elements of plan design and makes recommendations internally.  Coordinates the maintenance of related 
files and records, provides necessary documents for various meetings and prepares correspondence concerning programs.  
Requires knowledge and analytical skills pertinent to administering benefits programs.  Mediates problems between employees 
and assigned plan, working with providers and third party administrators.   Recommends solutions within guidelines of plan or 
following established procedures.  Recommends potential changes to plans as appropriate based on trend analyses, current 
literature and/or consultant recommendation.  Serves as liaison between company and plan provider/third party administrator.  
Conducts and/or participate in meetings to describe, explain, and respond to questions concerning various benefits programs. 
Education and Experience:  Bachelor’s Degree in Human Resources, a related field or equivalent experience.  Entry level 
position into exempt level of family. 
 
2152 BENEFITS ANALYST 2 
Analyzes and develops company benefit plans, programs and policies.  Maintains an ongoing effort to determine and maintain 
equity with current benefit trends and legislated requirements and programs.  Monitors, analyzes and researches utilization 
experience and trends on assigned benefit programs including utilization patterns, cost trends, and comparative studies.  
Identifies and investigates abnormal patterns, compiles information and prepares operational and financial reports and analyses 
of assigned plans.  Mediates problems between employees and assigned plan working with providers and third party 
administrators.  Recommend solutions within guidelines of plan or following established procedures.  Recommends potential 
changes to plans as appropriate based on trend analyses, current literature and/or consultant recommendation; serve as liaison 
between company and plan provider/third party administrator.  Conduct and/or participate in meetings to describe, explain, and 
respond to questions concerning various benefits programs.  Requires intermediate working and practical knowledge of a wide 
variety of benefit techniques, theory, practice, methods, programs and plans including regulatory requirements, equity 
participation programs, insurance plans, retirement/pension funding and similar benefit subjects. 
Education and Experience:  Bachelor’s Degree in Human Resources, a related field or equivalent experience, and 3-5 years 
of related experience. 
 
2153 BENEFITS ANALYST 3 
Performs professional level administrative and analytical duties to develop, maintain and administer company benefit programs 
and policies.  Monitors, analyzes and researches utilization experience and trends on assigned benefit programs including 
utilization patterns, cost trends, and comparative studies.  Identifies and investigates abnormal patterns, compiles information 
and prepares operational and financial reports and analyses of assigned plans.  Mediates problems between employees and 
assigned plan working with providers and third party administrators.  Recommends solutions within guidelines of plan or 
following established procedures.  Recommends potential changes to plans as appropriate based on trend analyses, current 
literature and/or consultant recommendation.  Serves as liaison between company and plan provider/third party administrator.  
Conducts and/or participate in meetings to describe, explain, and respond to questions concerning various benefits programs.  
Investigates problem areas through the application of statistical analyses on claim and payroll data in concert with other 
departments.  Requires extensive working and practical knowledge of a wide variety of benefit techniques, theory, practices, 
methods, programs and plans including regulatory requirements, equity participation programs, insurance plans, 
retirement/pension funding and similar complex benefit subjects. 
Education and Experience:  Bachelor’s Degree in Human Resources, a related field or equivalent experience, and 5-7 years 
of related experience. 
 
2154 BENEFITS ANALYST 4 
Performs professional level administrative and analytical duties to develop, maintain and administer company benefit programs 
and policies.  Requires expertise in the design, implementation, and administration of benefit programs, and an understanding 
of benefits IT systems and processes.  Provides support to the benefits department management in the annual renewal process, 
which determines the cost structure and plan design of benefits plans for the next year.  Provides ongoing management of the 
relationship with the vendors for the various benefits plans.  Measures and analyzes service levels of vendors.  Manages benefits 
projects including benchmarking benefits programs against market practice, the implementation of new benefit programs, and  
the redesign of existing programs.  Ensures summary plan design documentation is up-to-date, stays abreast of legislative 
changes.  Works with legal department to review and negotiate contracts and service agreements. 
Education and Experience:  Bachelor’s Degree in Human Resources, a related field or equivalent experience, and 7 or more 
years of related experience. 
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2158 BENEFITS MANAGER 1 
Plans, directs and controls the activities and staff involved in the development, implementation and administration of company 
employee benefit programs including group health/medical/dental coverage, life insurance, disability insurance, holidays, 
vacation, sick leave, unemployment, service awards and other programs.  Reviews company programs and investigates current 
trends, practices and costs.  Negotiates with carriers regarding rates, services, administration and coverage.  Supervises claims 
processing and reporting.  Prepares recommendations to management regarding plan changes and modifications.  Generally 
reports to Human Resources Manager/Director.  This is typically the first level of management in this job family.  Directly 
manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Advanced knowledge of employee benefit programs as would normally be obtained through the 
attainment of a Bachelor’s Degree in a business or human resources field and 5 years of exposure to a wide variety of benefit 
programs and practices. 
 
2161 EMPLOYMENT REPRESENTATIVE 1 
Performs professional level duties to attract, screen, recruit, and select new employees.  Interviews and screens applicants for 
technical competence, applicable background and skills, individual goals and ability to fit in the organization and function 
effectively.  Conducts reference checks to collect and evaluate information concerning previous employment record.  Assists 
managers and supervisors in selecting the most qualified candidates.  Coordinates employment offers with applicant and user 
department.  Coordinates arrangements for pre-employment medical examinations, travel, reporting dates, security clearances 
and employment processing.  Provides applicants with pre-employment information regarding job requirements, location, wages, 
benefits, allowances and employment policies.  Assists in gathering and preparing employment data for reports and analysis as 
required.  Employment assignments are normally involved with the hire of nonexempt/non-supervisory candidates. 
Education and Experience:  Requires knowledge of communications and analytical skills equivalent to those normally obtained 
through receipt of a Bachelor’s Degree in Human Resources, Business Administration or a related field or equivalent experience.  
This is normally the entry level to the exempt employment job family. 
 
2162 EMPLOYMENT REPRESENTATIVE 2 
Under minimal supervision and acting with a high degree of independence, conducts a variety of tasks associated with the 
recruitment, screening and selection of new employees.  Reviews recruitment requirements with management to determine 
applicant requirements.  Formulates plans to meet manpower needs.  Develops advertising campaigns by preparing copy for 
classified employment advertisements, determining ad placement and coordinating advertising schedules in appropriate media.  
Participates in planning and conducting college recruiting programs.  Reviews resumes, advertising responses and employment 
applications, interviews, and screens applicants for technical competence, applicable background and skills, individual goals and 
ability to fit in the organization and function effectively.  Coordinates the conduct of reference checks and evaluates reference 
data concerning previous employment record.  Make employment recommendations based on information developed through 
interviews, reference checks, applications and resumes.  Coordinates arrangements for pre-employment medical examinations, 
travel, reporting dates, security clearances and employment processing.  Provides applicants with pre-employment information 
regarding job requirements, location, compensation, benefits, allowances and employment policies.  Participates in gathering, 
preparing, and analyzing a variety of employment data relating to advertising effectiveness, turnover, minority employment, 
recruiting campaigns and related items as required.  Employment assignments are normally involved with the hire of exempt 
and/or supervisory level candidates. 
Education and Experience:  Requires knowledge, communications and analytical skills equivalent to those normally obtained 
through receipt of a Bachelor’s Degree in Human Resources, Business Administration or a related field and 2 years of professional 
human resources/employment experience.  Possesses skills in employment interviewing techniques and applicant appraisal. 
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2163 EMPLOYMENT REPRESENTATIVE 3 
Performs a full scope of activities associated with the development and conduct of comprehensive recruiting and employment 
of new employees.  Participates in and formulates basic recommendations in the development of short and long range manpower 
and employment objectives considering such factors as corporate growth objectives, manpower availability, and employment 
lead time requirements.  Establishes and maintains contact with a variety of potential applicant resources including search firms, 
governmental agencies, college placement centers, trade schools, and related organizations.  Works with management to define 
and implement appropriate recruiting programs to meet manpower needs.  Develops advertising campaigns, determining ad 
placement and coordinating advertising schedules in appropriate media.  Plans and conducts college recruiting programs.  
Reviews resumes, advertising responses and employment applications.  Interviews and screens applicants for technical 
competence, applicable background and skills, individual goals and ability to fit in the organization and function effectively.  
Coordinates the conduct of reference checks and evaluates reference data concerning previous employment record.  Makes 
employment recommendations based on information developed through interviews, reference checks, applications and resumes.  
Assists managers in evaluating applicant qualifications and selection of most qualified candidates.  Acts as internal staff 
consultant for line and staff management on employment matters.  Employment assignments are normally involved with the 
hire of all levels of exempt, supervisory and management candidates.  Excludes those with full supervisory responsibilities.  May 
provide technical leadership to lower level employment staff. 
Education and Experience:  Comprehensive knowledge, communications and analytical skills equivalent to those normally 
obtained through receipt of a Bachelor’s Degree in Human Resources, Business Administration or related field and 5 years of 
practical experience in the field.  Experienced knowledge of local and national employment market characteristics, successful 
recruiting programs, minority recruiting, and identification of applicant sources. 
 
2164 EMPLOYMENT REPRESENTATIVE 4 
Performs a full scope of activities associated with the development and conduct of comprehensive recruiting and employment 
of new employees.  Participates in and formulates recommendations in the development of short and long range manpower and 
employment objectives considering such factors as corporate growth objectives, manpower availability, employment lead time 
requirements and employment lead time requirements.  Establishes and maintains contact with a variety of potential applicant 
resources including search firms, governmental agencies, college placement centers, trade schools, and related organizations.  
Works with management to define and implement appropriate recruiting programs to meet manpower needs.  Develops 
advertising campaigns, determining ad placement and coordinating advertising schedules in appropriate media.  Plans and 
conducts college recruiting programs.  Reviews resumes, advertising responses and employment applications.  Interviews and 
screens applicants for technical competence, applicable background and skills, individual goals and ability to fit in the 
organization and function effectively.  Coordinates the conduct of reference checks and evaluates reference data concerning 
previous employment record.  Makes employment recommendations based on information developed through interviews, 
reference checks, applications and resumes.  Assists managers in evaluating applicant qualifications and selection of most 
qualified candidates.  Acts as internal staff consultant for line and staff management on employment matters.  Employment 
assignments are normally involved with the hire of all levels of exempt, supervisory and management candidates.  May be 
responsible for the more technical hires.  Excludes those with full supervisory responsibilities.  May act as lead to lower level 
employment staff. 
Education and Experience:  Comprehensive knowledge, communications and analytical skills equivalent to those normally 
obtained through receipt of a Bachelor’s Degree in Human Resources, Business Administration or related field and a minimum 
of 7 years of practical experience in the field.  Experienced knowledge of local and national employment market characteristics, 
successful recruiting programs, minority recruiting, and identification of applicant sources. 
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2168 EMPLOYMENT MANAGER 1 
Manages the activity and staff involved in the recruitment and processing of new employees.  Directs the development of 
efficient recruiting resources, screening and interviewing applicants, administration of medical examinations and conduct of 
reference checks to ensure the availability of the proper caliber of manpower to meet staffing requirements.  Establishes and 
administers procedures for the recruitment, selection, and employment processing of new employees.  Supervises the 
procurement, investigation, interview, and selection activities of subordinate staff members.  Develops employment advertising 
to accurately reflect manpower requirements and provide for the placement of recruitment ads in appropriate national and local 
media.  Coordinates the Equal Employment Opportunity program for the company.  Develops Affirmative Action plans and 
monitors progress in meeting established goals.  Reports results to management and recommends actions to improve status.  
Coordinates recruiting requirements with outside sources such as state and federal agencies, trade schools, training programs, 
and professional agencies.  Provides for coordination of temporary employment needs with employment agencies.  Provides for 
the administration of new employee processing activities including medical examinations, travel arrangements, reference checks 
and employee file preparation.  Coordinates security clearances, visa/passports processing, with appropriate staff.  This is 
typically the first level of management in this job family.  Directly manages exempt level employees.  May manage nonexempt 
employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Human Resources, a related field or equivalent experience, and 5 years of 
general human resources experience with an emphasis in recruiting and employment activities. 
 
2181 TRAINING AND DEVELOPMENT SPECIALIST 1 
Conducts training and educational programs in such areas as basic skills, sales techniques, computer software/hardware, 
company products and policies, supervisory techniques, etc.  Conducts examinations and evaluations to assess trainees’ mastery 
of the subject matter.  The emphasis of this position is on classroom instruction, but it may include some needs assessment and 
program development and/or modification. 
Education and Experience:  Bachelor’s Degree in Human Resources, Education, Communications, or related field, and up to 
2 years of Human Resources or Education experience.  General knowledge of technical subject matter and training techniques.  
This is normally the entry-level position to the training/management development job family. 
 
2182 TRAINING AND DEVELOPMENT SPECIALIST 2 
Develops, updates and conducts training programs for supervisory, management, professional and nonexempt positions in areas 
such as sales techniques, computer software/hardware, company products and policies, supervisory/management techniques, 
etc.  May conduct evaluations and develop new programs to address those findings, make changes in individual programs or 
recommendations on overall curriculum and related learning materials.  Develops liaison with vendors, industry professionals, 
etc.  May provide career and development consultation to employees. 
Education and Experience:  Bachelor’s Degree in Human Resources, Education, Communications, or related field, and 2-4 
years of experience in the assessment and delivery of training/management techniques.  Broad knowledge of technical subject 
matter and training techniques. 
 
2183 TRAINING AND DEVELOPMENT SPECIALIST 3 
Performs the full scope of activities associated with the management development/training function.  Conducts needs evaluation 
and designs curricula and courses to meet those needs.  Acts as liaison to vendors, and reviews their courses for adaptability to 
internal needs.  Ensures quality of vendor originated courses.  Conducts training programs in areas such as sales techniques, 
computer software/hardware, company products and policies, supervisory/management techniques, etc.  May provide career 
and development consultation to employees.  May provide leadership to other management development/training staff. 
Education and Experience:  Bachelor’s Degree in Human Resources, Education, Communications, or related field, and 5 or 
more years of experience in the assessment and delivery of training/management techniques.  Extensive knowledge of technical 
subject matter and training techniques. 
 
2184 TRAINING AND DEVELOPMENT SPECIALIST 4 
Performs the full scope of activities associated with the management development/training function.  Conducts needs evaluation 
and designs curricula and courses to meet those needs.  Acts as liaison to vendors, and reviews their courses for adaptability to 
internal needs.  Ensures quality of vendor originated courses.  Develops and conducts training programs in areas such as sales 
techniques, computer software/hardware, company products and policies, supervisory/management techniques, etc.  May 
provide career and organizational development consultation to employees and management.  Excludes those with full 
supervisory responsibilities.  May act as lead to lower level employment staff. 
Education and Experience:  Bachelor’s Degree in Human Resources, Education, Communications, or related field, and 7 or 
more years of experience in the assessment and delivery of training/management techniques.  Extensive knowledge of technical 
subject matter and training techniques. 
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2188 TRAINING AND DEVELOPMENT MANAGER 1 
Plans, organizes, directs and controls the activities and staff involved in the development, implementation, and administration 
of human resources training and development programs.  Conducts research to assess training requirements and needs 
throughout the company.  Develops a variety of training programs including areas such as first line supervisory training, 
management development, organizational development and skills training.  Develops training course content, materials and 
coverage.  Schedules and conducts training classes.  Continually reviews the availability and applicability of established training 
programs or services for possible use within company.  Develops criteria for evaluation of training effectiveness and conducts 
research to measure success of programs and training activities.  May manage the employee educational assistance program.  
Provides technical guidance and counsel to management throughout the company.  This is typically the first level of management 
in this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through 
supervisors/leads. 
Education and Experience:  Requires a broad knowledge of training techniques, methods, theories, materials, and programs 
as would be obtained through receipt of a Bachelor’s Degree in Human Resources, Psychology, Organizational Development or 
related field and 5 years of experience. 
 
2205 HRIS ANALYST 1 
Researches, designs, analyzes and maintains Human Resource Information Systems and databases.  Handles day-to-day 
administration of the system, which may include entry of data.  Modifies existing data to provide required reports and 
information.  Resolves problems with installed software application.  May evaluate new software applications.  Trains users on 
how to access/enter data. 
Education and Experience:  Basic reading, writing, and arithmetical skills equivalent to high school completion and 3 or more 
years of experience with computer databases.  Proficiency in using several common database software packages and a familiarity 
with customized databases and report writing required. 
 
2206 HRIS ANALYST 2 
Identifies, analyzes, designs and implements systems, programs and modules for the improvement, enhancement and on-going 
maintenance of the company’s Human Resources Information Systems and databases.  Develops Human Resources database 
designs, plans and short-term strategies, and contributes to the development of long-term strategies.  Works closely with 
Information Technology staff to define Human Resources requirements in the creation, upgrading and maintenance of reports, 
databases and programs.  Researches, analyzes and recommends new or improved systems, applications and technologies to 
support all areas of Human Resources.  Creates and produces ad-hoc reports as requested.  Establishes security access policies 
and protocols for all HR systems.  Establishes policies and procedures to ensure the integrity and accuracy of all HR data.  
Coordinates and provides user systems training. 
Education and Experience:  Bachelor’s Degree and 5 or more years of related experience.  Knowledge of all areas of Human 
Resources. 
 
2301 INDUSTRIAL HYGIENIST 1 
Applies existing health, safety and hazardous materials standards, procedures and practices consistent with established company 
and local, state and federal regulations.  Consults with and answers employee questions pertaining to these regulations.  
Reviews, analyzes and makes recommendations regarding workplace environment samples of possible exposure to any of the 
following:  chemicals, radiation, smoke, fumes, gases, vapors, noise and lighting.  Monitors these samples and provides follow-
up direction to appropriate personnel to ensure immediate corrective action is taken.  May make oral and written 
recommendations as needed.  May interface with regulatory agencies. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene/Safety, a related field or equivalent experience.  ENTRY 
LEVEL position. 
 
2302 INDUSTRIAL HYGIENIST 2 
Develops new and applies existing health, safety and hazardous materials standards, procedures and practices consistent with 
established company and local, state and federal regulations.  Consults with and answers employee questions pertaining to 
these regulations.  Reviews, analyzes and makes recommendations regarding workplace environment samples of possible 
exposure to any of the following:  chemicals, radiation, smoke, fumes, gases, vapors, noise and lighting.  Monitors these samples 
and provides follow-up direction to appropriate personnel to ensure immediate corrective action is taken.  Makes oral and written 
recommendations as needed.  Interfaces with regulatory agencies as necessary. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene/Safety, a related field or equivalent experience, and 2 
years of related Industrial Hygiene experience. 
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2303 INDUSTRIAL HYGIENIST 3 
Identifies, evaluates and establishes controls for the full range of occupational health hazards, including developing new and 
applying existing health, safety and hazardous materials standards, procedures and practices consistent with established 
company and local, state and federal regulations.  Identifies potential health hazards by examining the work environment, 
operations and processes and obtaining full details of the nature of the work, materials and equipment used.  Interprets results 
of work place sampling in regard to impairment of employee health and efficiency and community nuisance or damage.  Presents 
specific conclusions and makes recommendations to immediately initiate corrective action when needed.  Interfaces with 
regulatory agencies regarding the preparation of rules, regulations, standards and procedures for the healthful conduct of work 
and the prevention of nuisance or damage to the community.  Conducts educational programs for employees and the public.  
May provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene/Safety, a related field or equivalent experience, and 5 
years of related Industrial Hygiene experience. 
 
2304 INDUSTRIAL HYGIENIST 4 
Identifies, evaluates and establishes controls for the full range of occupational health hazards, including developing new and 
applying existing health, safety and hazardous materials standards, procedures and practices consistent with established 
company and local, state and federal regulations.  Identifies potential health hazards by examining the work environment, 
operations and processes and obtaining full details of the nature of the work, materials and equipment used.  Interprets results 
of work place sampling in regard to impairment of employee health and efficiency and community nuisance or damage.  Presents 
specific conclusions and makes recommendations to immediately initiate corrective action when needed.  Interfaces with 
regulatory agencies regarding the preparation of rules, regulations, standards and procedures for the healthful conduct of work 
and the prevention of nuisance or damage to the community.  Conducts educational programs for employees and the public.  
May provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene/Safety, a related field or equivalent experience, and 8 
years of related Industrial Hygiene experience. 
 
2311 ENVIRONMENTAL PROTECTION SPECIALIST 1 
Monitors and audits company operations on a regular basis to ensure compliance with local, state and federal environmental 
regulations, which may include CERCLA, CAA, and RCRA.  Maintains required environmental operation procedures to ensure 
company and employee awareness, comprehension and adherence to approved health, safety and environmental practices.  
Maintains program for issuing empty and receiving full hazardous waste containers.  Coordinates packaging, labeling and 
transpiration of hazardous waste to an approved treatment, storage and/or disposal facility.  Prepares and submits necessary 
government paperwork. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene, Chemistry, Biology, Microbiology, or a related field or 
equivalent experience.  ENTRY LEVEL position. 
 
2312 ENVIRONMENTAL PROTECTION SPECIALIST 2 
Monitors and audits company operations on a regular basis to ensure compliance with local, state and federal environmental 
regulations, which may include CERCLA, CAA, and RCRA.  Implements and maintains required environmental operation 
procedures to ensure company and employee awareness, comprehension and adherence to approved health, safety and 
environmental practices.  Maintains programs for issuing empty and receiving full hazardous waste containers.  Coordinates 
packaging, labeling and transportation of hazardous waste to an approved treatment, storage and/or disposal facility.  Reviews 
wastewater analytical reports and inspects company facilities to ensure wastewater discharges meet local, state and federal 
regulations.  May prepare and submit written recommendations to management and prepares necessary government paperwork.  
Interfaces with regulatory agencies as necessary. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene, Chemistry, Biology, Microbiology, a related field or 
equivalent experience, and 2 years of related experience. 
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2313 ENVIRONMENTAL PROTECTION SPECIALIST 3 
Monitors and audits company operations on a regular basis to ensure compliance with local, state and federal environmental 
regulations, which may include CERCLA, CAA, and RCRA.  Develops, implements and maintains required environmental operation 
procedures to ensure company and employee awareness, comprehension and adherence to approved health, safety and 
environmental practices.  Develops and maintains program for issuing empty and receiving full hazardous waste containers.  
Coordinates packaging, labeling and transportation of hazardous waste to an approved treatment, storage and/or disposal 
facility.  Reviews wastewater analytical reports and inspects company facilities to ensure wastewater discharges meet local, 
state and federal regulations.  Prepares and submits written recommendations to management and necessary government 
paperwork.  Interfaces with regulatory agencies as required.  May provide work leadership for lower level employees.  Excludes 
those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene, Chemistry, Biology, Microbiology, a related field or 
equivalent experience, and 5 years of related experience. 
 
2314 ENVIRONMENTAL PROTECTION SPECIALIST 4 
Monitors and audits company operations on a regular basis to ensure compliance with local, state and federal environmental 
regulations, which may include CERCLA, CAA, and RCRA.  Researches and develops required environmental operation procedures 
to ensure company and employee awareness, comprehension and adherence to approved health, safety and environmental 
practices.  Develops program for issuing empty and receiving full hazardous waste containers.  Ensures correct packaging, 
labeling and transportation of hazardous waste to approved treatment, storage and/or disposal facilities.  Reviews wastewater 
analytical reports and inspects company facilities to ensure wastewater discharges meet local, state and federal regulations.  
Prepares and submits written recommendations to management and necessary government paperwork.  Interfaces with 
regulatory agencies as required. 
Education and Experience:  Bachelor’s Degree in Industrial Hygiene, Chemistry, Biology, Microbiology, a related field or 
equivalent experience, and 8 years of related experience. 
 
2321 HEALTH AND SAFETY TECHNICIAN 1 
Working under supervision, responsible for the hazardous materials program, assuring all hazardous materials are received, 
handled, shipped, stored, labeled and disposed of in accordance with company, customer and government regulations.  May 
operate radiation detection and analysis instrumentation.  Assists in sampling and analyzing the workplace environment for 
possible exposure to any of the following:  chemicals, radiation, smoke, fumes, gases, vapors, noise and lighting.  Administers 
safety policies, procedures and employee safety training.  Maintains files and records including material safety data sheets and 
other paperwork ensuring compliance. 
Education and Experience:  High School Diploma or equivalent with some college or technical training preferred, and 1 year 
related health and safety experience required. 
 
2322 HEALTH AND SAFETY TECHNICIAN 2 
Responsible for the hazardous material program, assuring all hazardous materials are received, handled, shipped, stored, labeled 
and disposed of in accordance with company and government regulations.  May operate radiation detection and analysis 
instrumentation.  Samples and analyzes the workplace environment for possible exposure to any of the following:  chemicals, 
radiation, smoke, fumes, gases, vapors, noise and lighting.  Assists in the development of safety policies and procedures and 
administers employee safety training.  Maintains all files and records including material safety data sheets and other paperwork 
ensuring compliance.  May interface with regulatory agencies. 
Education and Experience:  High School Diploma or equivalent with some college or technical training preferred, and 3 years 
of related health and safety experience. 
 
2323 HEALTH AND SAFETY TECHNICIAN 3 
Responsible for the hazardous material program, assuring all hazardous materials are received, handled, shipped, stored, labeled 
and disposed of in accordance with company and government regulations.  May operate radiation detection and analysis 
instrumentation.  Samples and analyzes the workplace environment for possible exposure to any of the following:  chemicals, 
radiation, smoke, fumes, gases, vapors, noise and lighting.  Develops safety policies and procedures and administers employee 
safety training.  Maintains all files and records including material safety data sheets and other paperwork ensuring compliance.  
May interface with regulatory agencies. 
Education and Experience:  High School Diploma or equivalent with some college or technical training preferred, and 5 years 
of related health and safety experience. 
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2331 OCCUPATIONAL HEALTH SPECIALIST/NURSE 
Under general supervision, performs first aid and administers nursing services to injured or ill employees.  Provides follow up 
care to employee injuries, applying subsequent dressings and related minor care actions.  Maintains records of employees 
treated and may prepare reports for insurance purposes.  Advises and counsels employees on health and sanitation problems.  
Maintains inventory of required materials for nursing station.  May participate in related health and safety programs including, 
but not limited to wellness programs, drug testing, hearing protection, safety glasses, bloodmobile programs and other 
informational opportunities.  
Education and Experience:  Graduation and certification from accredited school of nursing.  Ability to provide first aid 
treatment in emergency situations. 
 
2398 ENVIRONMENTAL/HEALTH AND SAFETY MANAGER 1 
Responsible for the direct management of any or all of the following functions:  Health and Safety, Industrial Hygiene or 
Environmental Protection.  Establishes programs that will ensure compliance with company, customer and government 
regulations.  Supervises internal or monitors outside conduct of workplace sampling.  This is typically the first level of 
management in this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or 
through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Environmental Engineering, Industrial Hygiene/Safety, a related field or 
equivalent experience.  Minimum 5 years of related experience, including supervision/management experience. 
 
2407 HUMAN RESOURCES SERVICES SUPERVISOR 
Supervises staff responsible for human resources services activities and benefits administration.  Counsels employees in the 
interpretation and application of human resources policies and programs.  Coordinated the day-to-day activities of human 
resources services employees in one or more of the following HR functions: recruitment, orientation, training, compensation, 
EEO, and benefit activities.  Oversees human resources record system, as well as insurance and unemployment claim processing.  
Monitors current industry trends and makes recommendations to management regarding new programs or modification to 
existing policies and procedures.  Analyzes employee attitudes and concerns and may act as company liaison when dealing with 
vendors and governmental agencies.  Performs a wide variety of special studies or surveys, which may affect the employee 
relations function.  Provides input regarding the employment, performance evaluation, training, counseling and discipline for 
assigned employees.  This is a first-level supervisory position, primarily responsible for the supervision of nonexempt employees, 
and reports to a higher-level Human Resources Manager. 
Education and Experience:  Bachelor’s Degree in business, human resources, a related field or equivalent experience and 3 
years of related professional level human resources experience.  Requires familiarity with one or more areas of human resources 
administration. 
 
2438 HUMAN RESOURCES MANAGER 1 
Under general direction, coordinates human resources activities and benefits administration. Maintains a variety of programs to 
ensure positive employee relations in keeping with company objectives.  Conducts research into current industry trends and 
makes recommendations to management regarding new programs or modification to existing policies and procedures.  Counsels 
employees in the interpretation and application of human resources programs and coordinates recruitment, orientation, training, 
compensation, EEO, and benefit activities.  Oversees human resources record system, as well as insurance and unemployment 
claims processing.  Analyzes employee attitudes and concerns and acts as company liaison when dealing with vendors and 
government agencies.  Performs a wide variety of special studies or surveys, which may affect the employee relations function.  
Responsible for the employment, training, motivation and discipline of direct reports.  This is typically the first level of 
management.  Must directly manage exempt level employees.  May manage nonexempt employees directly or through 
supervisors/leads.  Excludes Working Leads.  Title may be Supervisor or Manager depending on size of company and department. 
Education and Experience:  Bachelor’s Degree in Human Resources, Business Administration or related field or equivalent 
experience and 3 years of related professional human resources experience.  Requires familiarity within all areas of human 
resources administration. 
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2439 HUMAN RESOURCES MANAGER 2A (Less than 500 Employees within Client Group) 
Manages and directs the activities and staff involved in developing and maintaining human resources activities, policies and 
procedures for an employment level of less than 500 employees.  Coordinates recruitment activities, compensation programs, 
new hire orientations, employee benefits, health and safety and affirmative action plans through subordinates to ensure positive 
employee relations in keeping with company objectives.  Participates in compensation and benefit surveys to remain apprised 
of current trends, conditions and legislative changes.  Makes presentations and recommendations to management regarding 
new or existing human resources policies.  Directs the maintenance of human resources records and data systems and reviews 
employee changes in status to ensure fair and equitable application of compensation, human resources and employee relations 
policies and practices.  Provides guidance to managers and supervisors in the use and application of salary ranges and increase 
guidelines, job evaluation plans and interpretation of human resources policies and procedures.  Responsible for the 
employment, training, performance evaluation, counseling and discipline of assigned employees.  NOTE:  This "generalist" 
position is normally found in a company or division of LESS THAN 500 EMPLOYEES.  This is the second level of management.  
Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree in Business, Human Resources, a related field or equivalent experience and 5 
years of diverse experience in all areas of human resources. 
 
2440 HUMAN RESOURCES MANAGER 2B (500 Employees or More within Client Group) 
Manages and directs the activities and staff involved in developing and maintaining human resources activities, policies and 
procedures for an employment level of more than 500 employees.  Coordinates recruitment activities, compensation programs, 
new hire orientations, employee benefits, health and safety and affirmative action plans through subordinates to ensure positive 
employee relations in keeping with company objectives.  Participates in compensation and benefit surveys to remain apprised 
of current trends, conditions and legislative changes.  Makes presentations and recommendations to management regarding 
new or existing human resources policies.  Directs the maintenance of human resources records and data systems and reviews 
employee changes in status to ensure fair and equitable application of compensation, human resources and employee relations 
policies and practices.  Provides guidance to managers and supervisors in the use and application of salary ranges and increase 
guidelines, job evaluation plans and interpretation of human resources policies and procedures.  Responsible for the 
employment, training, performance evaluation, counseling and discipline of assigned employees.  NOTE:  This "generalist" 
position is normally found in a company or division of MORE THAN 500 EMPLOYEES.  This is the second level of management.  
Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree in Business, Human Resources, a related field or equivalent experience and 5 
years of diverse experience in all areas of human resources. 
 
2441 HUMAN RESOURCES MANAGER 3A (Less than 2,500 Employees within Client Group) 
Directs the overall management of the Human Resources function through subordinate managers.  This is the top-level manager 
in this function responsible for productivity, expense levels and asset management.  Rarely becomes involved in day-to-day 
operational problems; is more concerned to see that overall budgets, schedules, and performance standards are realistically set 
and attained. 
Education and Experience:  Bachelor’s Degree in Business, Human Resources, a related field or equivalent experience and 
10 years of diverse experience in all areas of human resources. 
 
2442 HUMAN RESOURCES MANAGER 3B (2,500 or More Employees within Client Group) 
Directs the overall management of the Human Resources function through subordinate managers.  This is the top-level manager 
in this function responsible for productivity, expense levels and asset management.  Rarely becomes involved in day-to-day 
operational problems; is more concerned to see that overall budgets, schedules, and performance standards are realistically set 
and attained. 
Education and Experience:  Bachelor’s Degree in Business, Human Resources, a related field or equivalent experience and 
10 years of diverse experience in all areas of human resources. 
 
3041 TRADE SHOW COORDINATOR 1 
Assists in the planning and production of trade shows.  Assists in the planning, editing, researching, and coordinating of the 
production of collateral materials such as product brochures, data sheets, videos, gifts, and mementos.  Schedules, arranges, 
organizes and coordinates trade show presentations.  Maintains working knowledge of all company products and support 
material for interface with potential customers at various trade shows and activities.  Attends trade shows in support of 
Marketing. 
Education and Experience:  Bachelor’s Degree in Communications or Marketing, a related field or equivalent experience.  
Entry Level position. 
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3042 TRADE SHOW COORDINATOR 2 
Responsible for the planning and production of trade shows.  Plans, edits, researches, and coordinates the production of 
collateral materials such as product brochures, data sheets, videos, gifts, and mementos.  Schedules, arranges, organizes and 
coordinates trade show presentations.  Maintains working knowledge of all company products and support material for interface 
with potential customers at various trade shows and activities.  Attends trade shows in support of Marketing.  Has budget 
responsibility for aforementioned activities. 
Education and Experience:  Bachelor’s Degree in Communications or Marketing, a related field or equivalent experience, and 
2 years of related marketing administration experience. 
 
3043 TRADE SHOW COORDINATOR 3 
Responsible for the planning and production of trade shows.  Plans, edits, researches, and coordinates the production of 
collateral materials such as product brochures, data sheets, videos, gifts, and mementos.  Schedules, arranges, organizes and 
coordinates trade show presentations.  Maintains working knowledge of all company products and support material for interface 
with potential customers at various trade shows and activities.  Attends trade shows in support of Marketing.  Has budget 
responsibility for aforementioned activities. 
Education and Experience:  Bachelor’s Degree in Communications or Marketing, a related field or equivalent experience, and 
5 years of related marketing administration experience. 
 
3051 ORDER PROCESSOR 1 
Under close supervision, performs routine tasks related to the receipt and processing of sales orders.  Receives routine sales 
orders from customers, sales staff or distributors via phone, mail or direct contact.  Reviews orders for correct price, part number 
and descriptions per standard catalog listings.  Ascertains related data such as ship to, bill to, quantity and other product 
information.  Prepares simple entries to associated records, documents and logs such as sales order log, booking records and 
customer log.  Coordinates standard customer inquiries concerning order status, ship dates, price quotes, availability and related 
questions where answers are easily obtained.  Refers complex or difficult customer inquiries to seniors.  Assigned products are 
usually well established requiring minimal judgment or discretion.  Operates a variety of general business machines and 
equipment such as computer, typewriter, copier, calculator, or fax.  Entry Level position. 
Education and Experience:  Basic reading, writing, arithmetical and communicative skills equivalent to those obtained from 
completion of high school or commensurate experience.  No prior experience required.  Incumbents typically possess 1-2 yeas 
of related experience. 
 
3052 ORDER PROCESSOR 2 
Under limited supervision, performs standard activities associated with the receipt and processing of sales orders.  Receives 
routine sales orders from customers, sales staff or distributors via phone, mail or direct contact.  Reviews orders for correct 
price, part number and descriptions per standard catalog listings.  Ascertains related data such as ship to, bill to, quantity and 
other product information.  Completes and maintains associated records, documents and logs such as sales order log, customer 
numbers and assigns accordingly.  Coordinates standard customer inquiries concerning order status, ship date, price quotes 
availability and related questions where answers are easily obtained.  Refers complex or difficult customer relations’ problems 
to seniors.  Operates within defined limits of discretion and initiative.  Operates a variety of general business machines and 
equipment such as computer, typewriter, copier, calculator, fax or other similar machines.  Excludes trainees. 
Education and Experience:  Basic reading, writing, arithmetic and communicative skills as would normally be obtained by 
high school graduation or equivalent.  Requires a minimum of 1-2 years of work experience involving public/customer contact 
is desirable.  Incumbents typically possess 4-5 years of related experience. 
 
3053 ORDER PROCESSOR 3 
Under general supervision, performs complex administrative coordination activities associated with the receipt, booking and 
processing of sales orders.  Receives sales orders from customers, sales staff or distributors via phone, mail or direct contact.  
Reviews orders for correct price, part number, configuration and description.  Ascertains related data such as ship to, bill to, 
quantity, delivery, routing required, and other product information.  Completes and maintains associated records, documents 
and logs such as sales order log, customer numbers and assigns accordingly.  Prepares responses to request for quotations 
using standard price and delivery terms.  Coordinates with customer regarding order status, ship dates, prices, availability, and 
back orders.  Contacts other company departments to coordinate and resolve customer order problems.  Prepares various sales 
reports and recaps of shipments, bookings, backlogs and related sales activities.  Operates a variety of general business 
machines and equipment such as computer, typewriter, copier, calculator, fax equipment or other similar machines.  May provide 
work leadership to other order processing staff.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Basic reading, writing arithmetic and communicative skills as would normally be obtained by 
high school graduation or equivalent.  A minimum of 3-4 years of experience involving considerable customer contact requiring 
the exposure to equivalent order processing activities and resolution of customer order irregularities.  Related product knowledge 
is highly desirable.  Incumbents typically possess 6-8 years of related experience.  
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3097 ORDER PROCESSING SUPERVISOR 
Supervises the staff involved in receipt booking, and processing of customer orders.  Monitors the receipt and booking of sales 
orders from customers, sales staff or distributors via phone, mail or direct contact.  Resolves pricing, delivery schedules, routing, 
billing, backlog, configuration, and related questions within prescribed limits of authority.  Coordinates customer order difficulties 
as required.  Provides for efficient, timely and accurate entry of sales orders into sales order system.  Analyzes order processing 
system and develops recommendations to improve methods and procedures relating to the receipt, booking, and processing of 
customer orders.  Provides for the maintenance and compilation of various sales reports, recaps, and summaries of sales 
activities.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Reading, writing, arithmetic and communicative skills as would normally be obtained by high 
school graduation or the equivalent.  Additional experience involving customer contact, resolution of customer difficulties, wide 
knowledge of order entry methods and techniques, and related product knowledge.  Ability to supervise/coach and direct 
subordinate employees. 
 
3098 ORDER PROCESSING MANAGER 1 
Plans, organizes, directs and controls the activities and staff required to receive, book and process customer orders.  Develops 
systems and methods to receive and book sales orders from customers, sales staff or distributors via phone, mail or direct 
contact.  Reviews material, equipment and manpower requirements and prepares necessary reports to ensure timely processing 
of sales orders.  Provides for production of sales reports to meet needs of marketing and manufacturing management.  
Coordinates booking problems and special circumstances with other departments.  This is typically the first level of management 
in this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through 
supervisors/leads. 
Education and Experience:  Marketing and sales knowledge equivalent to that obtained from 2 years of academic training 
and 5 years of order processing experience, two of which involved supervisory responsibilities. 
 
3101 CUSTOMER SERVICE/CALL CENTER REPRESENTATIVE 1 
Under limited supervision, handles a variety of customer service inquiries and problems received by telephone, fax, email, text 
or other web/internet media.  Inquiries are routine and cover basic situations.  Company practices and service/return policies 
are well-established and documented requiring minimal interpretation or deviation.  Reviews and troubleshoots customer 
problems and initiates standard action for repair, replacement, return or field service as guided by customer service policies.  
May refer customers to published materials or other sources of information.  Refers non-standard problems to senior staff.  
Maintains associated records and logs of activity.  Excludes trainees. 
Education and Experience:  Reading, writing, arithmetical and communicative skills equivalent to those obtained from 
completion of high school or commensurate experience, and up to 1 year experience which would provide knowledge of company 
products and customer service activities. 
 
3102 CUSTOMER SERVICE/CALL CENTER REPRESENTATIVE 2 
Under general supervision, handles a variety of customer service inquiries and problems received by telephone, fax, email, text 
or other web/internet media.  Inquiries are generally routine but may require departure from standard scripts or procedures.  
Provides support to lower level staff on non-standard cases where policy and practice are not formalized or documented and 
individual case determination may be required.  Reviews and troubleshoots customer problems and initiates action for repair, 
replacement return or field service; or refers highly unusual situations to higher authority for review and reconciliation.  May 
promote alternative products or services. 
Education and Experience:  Reading, writing, arithmetical and communicative skills equivalent to those obtained from 
completion of high school or commensurate experience.  Requires 2 or more years of customer service experience and thorough 
knowledge of company products. 
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3103 CUSTOMER SERVICE/CALL CENTER REPRESENTATIVE 3 
Under general supervision, handles a variety of customer service inquiries and problems received by telephone, fax, email, text 
or other web/internet media.  Inquiries are generally not routine and require departure from standard scripts or procedures.  
Handles situations that may require alteration of responses or extensive research.  May perform activities within product service, 
repair, consumer relations, warranty claims and similar areas.  Resolves problems escalated through lower staff levels.  
Coordinates with a wide variety of functions within the company and provides liaison with customers during post delivery times.  
Typical activities may include reviewing warranty claims, discussing product capabilities and problems in light of customer needs, 
and providing special pricing for non-standard warranty items and repairs.  Resolves problems and discrepancies regarding 
shortages, over shipments, defective products, repairs and other product information.  Resolves return credit problems.  May 
assess customer needs and suggest or promote alternative products or services.  May provide work leadership to lower level 
customer service staff. 
Education and Experience:  High School graduate or equivalency.  Bachelor’s Degree preferred.  A broad knowledge of 
company functions, product capabilities, manufacturing and marketing policies as would normally be obtained through 4 or more 
years of related experience.  Ability to deal with customers where tact may be required to maintain continuing harmonious 
relationships.  May require specific product knowledge. 
 
3131 CUSTOMER TECHNICAL SUPPORT/HELP DESK 1 
Provides technical support to customers and/or employees via telephone, fax, email, text or other web/internet media regarding 
technical aspects of assigned products.  Answers questions about installation, operation, configuration, customization and usage 
of assigned products.  Applies basic diagnostic techniques to identify problems, investigate causes and recommend solutions to 
correct common failures.  Escalates complex problems to senior level Customer Technical Support Specialist or Supervisor.  
Normally considered the Trainee level. May also provide technical support to company employees.  This is not an engineer-level 
position.  Highly complex problems are escalated to product engineers or designers. 
Education and Experience:  Knowledge of assigned hardware and/or software products required.  Must have strong 
communication skills and be able to effectively communicate technical issues.  Requires a High School diploma or equivalent 
and 6 months customer service experience, or equivalent training and experience. 
 
3132 CUSTOMER TECHNICAL SUPPORT/HELP DESK 2 
Provides technical support to customers and/or employees via telephone, fax, email, text or other web/internet media regarding 
technical aspects of assigned products.  Answers specific questions about installation, operation, configuration, customization 
and usage of assigned products.  Applies diagnostic techniques to identify problems, investigate causes and recommend 
solutions to correct common failures.  Escalates complex problems to Senior level Customer Technical Support Specialist or 
Supervisor.  May also provide technical support to company employees.  This is not an engineer-level position.  Highly complex 
problems are escalated to product engineers or designers. 
Education and Experience:  Knowledge of hardware and/or software products required.  Must have strong communication 
skills and be able to effectively communicate technical issues.  Requires a High School diploma or equivalent and 1-2 years of 
customer service experience, or equivalent training and experience. 
 
3133 CUSTOMER TECHNICAL SUPPORT/HELP DESK 3 
Provides technical support to customers and/or employees via telephone, fax, email, text or other web/internet media regarding 
complex technical aspects of assigned products.  Answers complex questions about installation, operation, configuration, 
customization and usage of assigned products.  Applies advanced diagnostic techniques to identify problems, investigate causes 
and recommend solutions to correct common failures.  Assists lower level Support Specialists with complex problems.  May 
provide work direction to lower level Support Specialists.  May also provide technical support to company employees.  This is 
not an engineer-level position.  Highly complex problems are escalated to product engineers or designers. 
Education and Experience:  Comprehensive knowledge of hardware and/or software products required.  Must have strong 
communication skills and be able to effectively communicate technical issues.  Requires a High School diploma or equivalent 
and 3-5 years of customer service experience, or equivalent training and experience. 
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3147 CUSTOMER SERVICE/CALL CENTER SUPERVISOR 
Responsible for the day-to-day direction and coordination of activities of staff required to provide service, support and repair of 
company products to customers.  Directs and coordinates staff involved in a combination of activities such as order processing, 
consumer relations, sales support, reviewing warranty claims and problems, processing customer returns and exchanges and 
expediting service and repairs.  Responds to customer inquiries regarding status of orders, service and repairs; investigates and 
resolves critical production, shipping and scheduling problems; provides special pricing for non-standard items; and interfaces 
with key customers to resolve problems and discrepancies.  Provides liaison with key customers.  Coordinates information with 
staff such as changes in product availability, delivery schedules and other product information.  Typically manages the day-to-
day workflow of subordinate nonexempt workers. 
Education and Experience:  Experience involving customer contact, resolution of customer problems, wide knowledge of 
directly related customer service needs and product knowledge as would normally be obtained through 4-5 years of increasingly 
responsible customer service activities.  Ability to supervise and direct subordinate staff. 
 
3148 CUSTOMER SERVICE/CALL CENTER MANAGER 1 
Plans, organizes, directs, and controls the activities and staff required to provide product service, support and repair of company 
products.  Establishes, implements, and maintains administrative and technical procedures to provide responsive after-sales 
service to customers.  Develops and coordinates technical training activities for company service personnel and/or customers.  
Provides for technical advice to customers, service personnel, sales, marketing, engineering, and manufacturing.  Develops and 
recommends manpower plans, operational budgets, capital equipment, inventory requirements and other reports in order to 
manage and control the customer service organization in an independent manner.  Ensures that departmental operating costs 
and profit goals are attained.  May manage order-processing activities through subordinate supervisory levels.  Develops service 
policies, rates, schedules, procedures and methods.  Provides for the maintenance and review of service records to determine 
product reliability, service costs, spares requirements and other service items.  May provide for customer service field support 
through the establishment and operation of field service centers.  This is typically the first level of management in this job family.  
Directly manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Advanced technical training and experience which would provide a broad exposure to a wide 
variety of customer service activities and product knowledge as would normally be obtained through 5-6 years of customer 
service experience, with 2-3 years in a supervisory or management position. 
 
3521 WEB GRAPHICS DESIGNER 1 
Produces design and layout of standard Web Sites to meet defined marketing requirements.  Implements web graphics design 
requirements as assigned to meet the defined visual “look, feel and appeal”. 
Education and Experience:  Bachelor’s Degree in graphics design from AIGA accredited school or equivalent experience and 
2-4 years of related experience. Familiar with common Web Site/Page layout and graphics design/presentation tools and applications, 
such as Photoshop, Quark, Illustrator, Freehand, Flash, Shockwave, Director, PowerPoint and Streamline. 
 
3522 WEB GRAPHICS DESIGNER 2 
Produces design and layout for a variety of Web Site applications.  Recommends techniques and treatments which support the 
visual “look, feel and appeal” graphics design concepts of the site.  Creates and manipulates Web Graphics to optimized palette, 
size, speed, navigation, structure and web page layout.  Plans and designs functional interfaces.  Coordinates with marketing, 
Web content and Web technical staff to define graphics requirements that complement overall functionality and purpose of the 
Web Site. 
Education and Experience:  Bachelor’s Degree in graphics design from AIGA accredited school or equivalent experience and 
4-6 years of related experience.  Experienced user with confident working knowledge of a variety of Web Site/Page layout and graphics 
design presentation tools and applications, such as Photoshop, Quark, Illustrator, Freehand, Flash, Shockwave, Director, PowerPoint 
and Streamline. 
 
3523 WEB GRAPHICS DESIGNER 3 
Produces design and layout of critical Web Sites involving new concepts.  Creates graphic “look, feel and appeal” of Web Site to 
meet requirements.  Creates and manipulates Web Graphics to optimized palette, size, speed, navigation, structure and web 
page layout.  Plans and designs functional interfaces. Recommends web graphics design standards and techniques consistent 
with marketing objectives. 
Education and Experience:  Bachelor’s Degree in graphics design from AIGA accredited school or equivalent experience and 
5-8 years of related experience.  Expert knowledge and skill in using and applying a wide variety of Web Site/Page layout and graphics 
design presentation tools and applications, such as Photoshop, Quark, Illustrator, Freehand, Flash, Shockwave, Director, PowerPoint 
and Streamline, which may include animation, interaction and other state-of-the - art capabilities. 
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3528 WEB GRAPHICS DESIGN MANAGER 1 
Responsible for staff and activities involved in developing and implementing the “look, feel and appeal” of Web Site.  Responsible 
for defining design parameters that capture and project corporate identity and maximize style, brand identification and visually 
translates desired impact.  Develops initial web design concepts.  This is typically the first level of management in this job family.  
Directly manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in graphics design from AIGA accredited school or equivalent experience and 
5 years of related experience.  Extensive and advanced knowledge of a wide variety of Web Site/Page layouts and graphics design 
presentation tools, techniques and applications, including animation, interaction and other developing capabilities.  Strong graphic 
design skills and demonstrated capabilities. 
 
3701 MARKETING/SALES ASSISTANT 1 
Under limited supervision, provides clerical and administrative support to specific marketing/sales and promotional programs 
(excluding order-processing functions).  Duties may include telephone coordination with outside customers and field sales 
personnel, compilation of routine marketing statistical reports and tracking of various marketing/sales program parameters.  
Excludes Entry Level employees. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to high school completion or 
commensurate experience and basic working knowledge of computer word processing and spreadsheet applications.  A minimum 
of 6 months general office experience desirable. 
 
3702 MARKETING/SALES ASSISTANT 2 
Under limited supervision, provides clerical and administrative support to specific marketing/sales and promotional programs 
(excluding order-processing functions.  Duties may include telephone coordination with outside customers and field sales 
personnel, compilation of less routine marketing statistical reports and tracking of various marketing/sales program parameters.  
May distribute and maintain inventory of product literature. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to high school completion or 
commensurate experience.  Proficiency in computer word-processing, spreadsheets, and working knowledge of database 
applications.  A minimum of 2 years of related experience.  Incumbents typically possess 4-5 years of related experience. 
 
3703 MARKETING/SALES ASSISTANT 3 
Under general supervision, provides clerical and administrative support to specific marketing/sales and promotional programs 
(excluding order-processing functions).  Duties may include telephone coordination with outside larger customer accounts and 
field sales personnel, compilation of moderately complex marketing statistical reports and tracking of various marketing/sales 
program parameters.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to high school completion or 
commensurate experience.  Proficiency in computer word-processing, spreadsheets and working knowledge of database 
applications.  Requires a minimum of 4 years of related experience.  Incumbents typically possess over 6-8 years of related 
experience. 
3704 MARKETING/SALES SPECIALIST 
Under minimal supervision, provides expanded clerical and administrative support to specific marketing/sales and promotional 
programs (excluding order-processing functions).  Duties may include telephone coordination with outside customers on key 
accounts and field sales personnel, compilation of complex marketing statistical reports, and tracking of various marketing/sales 
program parameters.  Under general guidelines some decision making may be required at this level.  May provide work leadership 
to lower level marketing assistant staff. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to completion of high school or 
commensurate experience.  Proficiency in computer word-processing, spreadsheets, and knowledge of database applications.  
Requires a minimum of 2 years of college level business training or equivalent experience, and a minimum of 2-3 additional 
years of directly related experience required.  Incumbents typically possess over 8-10 years of related experience. 
 
4001 ACCOUNTING ASSISTANT 1 
Under close supervision, performs routine and repetitive accounting clerical duties in areas of Accounts Payable, Accounts 
Receivable, Cost Accounting, Payroll or Credit and Collections.  Follows well established routines to accomplish assignments 
such as sorting and filing accounting records and data, collecting simple information, posting minor records, compiling routine 
data, making and checking basic calculations, preparing and sorting mail, answering phones, and simple typing.  May operate 
general business machines such as computer, typewriter, copier, calculator, fax and similar office equipment.  Entry Level 
position to the accounting clerical job family. 
Education and Experience:  Basic reading, writing, and mathematical ability.  No prior accounting experience required, but 
general business experience desired.  Incumbents typically possess 1-2 years of related experience. 
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4002 ACCOUNTING ASSISTANT 2 
Under limited supervision, performs standard accounting clerical duties in the areas of Accounts Payable, Accounts Receivable, 
Cost Accounting, Transaction Processing, Payroll or Credit and Collections.  Posts detailed entries to accounting records and 
handles routine transactions such as allotments, disbursements, payroll operations, voucher preparations and remittances, and 
prepares standard journal and ledger entries.  Prepares and verifies various standard accounting entries for financial data 
processing system; reconciles report discrepancies and problems.  May operate general business machines such as computer, 
calculator, typewriter, fax and similar office equipment.  Excludes trainees.  Excludes those with any lead responsibilities. 
Education and Experience:  Ability to read, write and perform routine mathematical/accounting operations.  Requires a 
minimum 1 year of related experience.  Incumbents typically possess 3-4 years of related experience. 
 
4003 ACCOUNTING ASSISTANT 3 
Under general supervision, performs non-routine accounting support duties in areas of Accounts Payable, Accounts Receivable, 
Cost Accounting, Transaction Processing, Payroll or Credit and Collection.  Performs specialized calculations, posting and 
accounting functions.  Codes accounts payable invoices for proper account distribution, checks prices, quantities and extensions; 
receives remittances, posts to proper accounts and prepares transmittal documents; prepares and issues credit and debit 
memos; prepares, extends and issues bills and invoices from appropriate sales and shipping documents; prepares payroll input 
data, maintains payroll control; maintains expense report controls and accounts; makes up periodic reports summarizing 
business and financial activities.  Codes data for input to financial data processing system; reconciles difficult report discrepancies 
and problems.  Normally responsible for a complete and systematic set of transactions in a specific phase of accounting, requiring 
acquired knowledge of specified accounting policies and practices.  May operate general business machines such as computer, 
calculator, typewriter, fax, and similar office equipment. 
Education and Experience:  Requires a minimum of 2-3 years of general accounting or bookkeeping experience.  Incumbents 
typically possess over 5-7 years of related experience. 
 
4004 ACCOUNTING SPECIALIST 
Under general supervision, performs non-routine accounting support duties in areas of Accounts Payable, Accounts Receivable, 
Cost Accounting, Transaction Processing, Payroll or Credit and Collection.  Coordinates accounting process support and technical 
assistance for a broad customer base that can be either internal or external to the company.  Collects and evaluates data 
regarding customer inquiries for the purpose of process improvements, training and trend monitoring.  Provides customer 
support that includes problem-solving, answering questions and resolving issues.  Performs specialized calculations, posting and 
accounting functions.  Codes accounts payable invoices for proper account distribution, checks prices, quantities and extensions; 
receives remittances, posts to proper accounts and prepares transmittal documents; prepares and issues credit and debit 
memos; prepares, extends and issues bills and invoices from appropriate sales and shipping documents; prepares payroll input 
data, maintains payroll control; maintains expense report controls and accounts; makes up periodic reports summarizing 
business and financial activities.  Codes data for input to financial data processing system; reconciles difficult report discrepancies 
and problems.  Normally responsible for a complete and systematic set of transactions in a specific phase of accounting, requiring 
acquired knowledge of specified accounting policies and practices.  May operate general business machines such as computer, 
calculator, typewriter, fax, and similar office equipment.  May provide work leadership to others through assignment of work, 
monitoring of progress, review of results, orientation and technical instruction. 
Education and Experience:  Requires a minimum of 3-5 years of general accounting or bookkeeping experience.  Incumbents 
typically possess over 7-9 years of related experience. 
 
4020 ASSOCIATE ACCOUNTANT 
Performs duties and responsibilities in one of several specialty areas:  cost accounting, business support financial planning and 
reporting, accounting services, and centralized transaction processing.  Administers the collection, maintenance, reporting and 
presentation of various accounting information.  Within specialty area, prepares reports and performs studies for use by 
management.  Participates in the development, design and/or modification of accounting processes.  Provides customer support 
for various accounting problems and accounting systems issues.  Applies and evaluates accounting concepts, practices and 
systems.  Trains customer base on accounting processes.  In some companies, may be considered a nonexempt entry-level 
position in the Accounting job family. 
Education and Experience:  Associate’s Degree in Accounting or combination of education and experience, and 2 years of 
accounting/bookkeeping or directly related experience.  Demonstrated knowledge and application of accounting concepts and 
principles. 
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4021 ACCOUNTANT 1 
Following established procedures, performs detailed accounting assignments requiring a basic knowledge of accounting theory 
and principles.  Work is subject to general review and under the direction of senior accounting personnel.  Provides specialized 
or general analysis support in various accounting functions such as Accounts Receivable, Accounts Payable, Payroll, Cost 
Accounting, Property Accounting, General Accounting and special projects.  Reviews and analyzes journal vouchers, accounting 
classifications and other accounting/financial statements, records and reports.  Assists higher level accountants in a variety of 
accounting assignments such as: taking trial balances, making adjustments and closing entries, preparing profit and loss 
statements, inventory, receipts and disbursements, balance sheets, computing and distributing labor, material and overhead 
costs. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, equivalent major or equivalent 
experience.  This is the normal entry level to the professional accounting family of jobs.  Excludes those without equivalent 
combination of academic preparation and experience.  Normally considered an exempt position. 
 
4022 ACCOUNTANT 2 
Following general instructions and with discretion as to work details, performs accounting tasks of a difficult nature requiring an 
experienced, professional knowledge of accounting principles and practices.  Provides specialized or general analysis support in 
various accounting functions such as Accounts Receivable, Accounts Payable, Payroll, Cost Accounting, Property Accounting, 
General Accounting and special projects.  Interprets accounting data, analyzes reports and recommends action to be taken.  
Prepares difficult journal entries, maintains complex ledgers, reconciles and analyzes specific cost account ledgers.  Assists in 
the development and installation of accounting systems, cost accounting methods, procedures and controls.  May establish and 
maintain property accounting records.  Reviews the preparation of various financial statements, records and reports compiled 
by lower level accounting support personnel.  May provide work leadership for an accounting functional unit such as Payroll, 
Accounts Receivable, Cost Accounting, Consolidations and similar functions. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, an equivalent major or equivalent 
experience, and 2 years of professional accounting experience or CPA. 
 
4023 ACCOUNTANT 3 
Performs accounting duties of a complex nature requiring advanced professional experience, knowledge and competency in 
accounting principles and practices.  Works with broad discretion as to work details on assignments of a varied, diverse and 
difficult nature.  Provides specialized or general analysis support in various accounting functions such as Accounts Receivable, 
Accounts Payable, Payroll, Cost Accounting, Property Accounting, General Accounting and special projects.  Prepares specialized 
reports and analyses.  Submits recommendations for improved operations.  Develops and installs difficult accounting systems, 
methods, procedures, and controls.  Balances complex accounts; prepares complex federal, local or state reports and tax returns.  
Provides interpretation of accounts, methods and records for managers and officers.  Provides work leadership to lower level 
accounting personnel on complex assignments, projects or tasks.  May review their progress and work for adequacy, method of 
procedure.  May supervise an accounting functional unit such as Payroll, Accounts Receivable, Cost Accounting, Consolidation, 
etc. or act as Plant Accountant at a satellite division or small entity of the corporation. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, equivalent major or equivalent 
experience, and 4 years of professional accounting experience or CPA plus 2 years of experience. 
 
4024 ACCOUNTANT 4 
Performs highly complex accounting tasks providing specialized analyses in various accounting functions such as Accounts 
Receivable, Accounts Payable, Cost Accounting and other programs.  Develops and recommends complex accounting systems, 
methods, procedures and controls.  Develops and/or modifies major policies and procedures for financial reporting and cost 
analysis in specialized areas.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent 
experience, and 8 years of accounting experience. 
 
4045 ACCOUNTS PAYABLE SUPERVISOR 
Provides first-level supervision to clerical employees involved in the processing of accounts payable.  Ensures proper invoice 
coding, checking of prices, extensions and quantities, and check preparation and distribution.  Reconciles discrepancies.  
Prepares required reporting and documentation.  May report to General Accounting Manager or Controller.  Typically manages 
the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Requires 4-5 years of increasingly responsible clerical accounting experience.  Exposure to basic 
accounting theory and practices and supervisory experience highly desirable. 
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4046 ACCOUNTS RECEIVABLE SUPERVISOR 
Provides first-level supervision to clerical employees involved in the processing of accounts receivable.  Ensures control of 
remittances received, proper posting to accounts, preparation of transmittal documents, and preparation of input to financial 
systems.  Reconciles discrepancies.  Prepares required reporting and documentation.  May report to General Accounting Manager 
or Controller.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Requires 4-5 years of increasingly responsible clerical accounting experience.  Exposure to basic 
accounting theory and practices and supervisory experience highly desirable. 
 
4052 PAYROLL ASSISTANT 2 
Under limited supervision performs standard tasks related to Payroll Accounting.  Record timecard entries, computes overtime, 
sick leave, vacation, holiday pay, termination pay, taxes, and other employee deductions.  Prepares paychecks, or processes 
entries to payroll service.  May distribute paychecks.  Maintains records and files related to federal/state withholding taxes, 
FICA, credit union payments, insurance deductions, benefits and payroll deductions.  May operate computer, calculator, fax or 
similar equipment.  Excludes trainees.   
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained from completion of high 
school or commensurate experience.  Requires a minimum of 1 year of related accounting or payroll experience.  Incumbents 
typically possess 1-2 years of related experience.  Operate 10 key by touch. 
 
4053 PAYROLL ASSISTANT 3 
Under general supervision, performs a wide variety of functions relating to Payroll Accounting for the various payrolls such as 
salaried employees, hourly employees, and/or union employees.  Compiles information of straight and overtime pay and 
computes variance to normal pay.  Prepares tax deposits and reports.  Handles account reconciliation's to the General Ledger 
for payroll liabilities.  Utilizes calculator, and similar accounting equipment.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Ability to read, write, and perform basic accounting operations; operate 10 key by touch.  
Requires a minimum of 3 years of related experience.  Incumbents typically possess over 5-6 years of related experience. 
 
4055 PAYROLL SPECIALIST 
Performs a wide variety of specialized functions relating to Payroll Accounting for the various payrolls such as salaried, hourly 
and/or union employees, as well as expatriate and foreign national employee payroll.  Processes all payroll related transactions 
associated with stock options and benefits related data.  Processes legal transactions related to payroll deductions such as court 
orders and garnishments.  Calculates payroll funding amounts and prepares funding transfers, tax deposits and payroll reports.  
Reconciles general ledger transactions and suspense accounts.  Prepares and/or reconciles daily, weekly, monthly or quarterly 
reports, as well as year-end tax reports.  May provide guidance and work leadership to lower-level employees.  Excludes those 
with full supervisory responsibilities. 
Education and Experience:  Associate’s Degree, preferably in Accounting or Finance, and 5 or more years of related 
experience, or equivalent combination of education and experience. 
 
4097 PAYROLL SUPERVISOR 
First level supervisory position responsible for directing and assisting in the preparation, distribution, and accounting of employee 
payroll.  Prepares or assists in the preparation of a variety of reports summarizing payroll, profit sharing, deductions, withholding 
and other line items.  Audits payroll summaries, bank balances, and labor and wage reports.  Provides special payroll and 
deduction information and assistance as required.  Maintains internal procedures to insure that employees receive authorized 
pay rates and deductions.  Investigates and resolves questions and discrepancies in paychecks and distribution in accordance 
with established policies.  Coordinates payroll functions with other departments such as Accounting, Data Processing, Human 
Resources and others.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Experience that would provide a full understanding of payroll practices and policies, processing 
procedures, state and federal withholding laws and supervisory skill. 
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4098 PAYROLL MANAGER 1 
Responsible for the development, implementation, maintenance, management, and direction of the employee payroll function.  
Develops and directs the preparation of reports summarizing payroll, profit sharing, deductions, withholding and other line items.  
Directs the audit of payroll summaries, bank balances, labor and wage reports and payroll operations.  Provides specialized 
payroll and deduction information and assistance as required.  Ensures compliance with all applicable government and regulatory 
laws, regulations and requirements.  Ensures the reconciliation and analysis of related balance sheet accounts, inventory 
accounts, ledgers, and journals.  Directs the development and implementation of new and revised payroll reporting and analysis 
systems, and department policies and procedures.  Excludes those who primarily direct nonexempt employees.  Directs the 
coordination of payroll functions with other departments such as Accounting, Data Processing, Human Resources and others.  
This is typically the first level of management in this job family.  Directly manages exempt level employees.  May manage 
nonexempt employees directly or through supervisors/leads.   
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent 
experience.  Minimum of 5 years of payroll experience, including supervision/management experience. 
 
4101 COST ACCOUNTANT 1 
Following established procedures, performs detailed cost accounting assignments requiring a basic knowledge of cost accounting 
theory and principles.  Work is subject to general review and under the direction of senior cost accounting personnel.  Reviews 
and analyzes journal vouchers, labor and material records, cost reports and other references.  Assists higher level accountants 
in a variety of cost accounting assignments such as computing and distributing labor, material and overhead costs, analyzing 
inventory increases and decreases, departmental operating costs, and making accounting adjustments and entries.   
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent 
experience.  This is the normal entry level to the professional cost accounting family of jobs.  Excludes those without 
commensurate combination of academic preparation and experience.  Normally considered an exempt position. 
 
4102 COST ACCOUNTANT 2 
Following general instructions and with discretion as to work details, performs cost accounting tasks of a difficult nature requiring 
professional experience, knowledge of accounting principles and practices.  Maintains complex ledgers, reconciles and analyzes 
specific cost account ledgers and prepares difficult journal entries; prepares a variety of reports to maintain and analyze the 
cost accounting system.  Ensures that costs are allocated properly.  Researches and gathers historical cost data to prepare 
reports and analysis on such activities as material purchase, labor, equipment, depreciation, repairs, operating expenses, 
overhead and other costs.  Prepares a variety of reports to analyze unit costs and project future expenses.  Assists in the 
development and installation of new and revised cost accounting systems, procedures and controls.  Analyzes various operating 
costs to determine variances and causes.  Reviews the preparation of various records and reports compiled by lower level 
accounting personnel. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field, or equivalent 
experience, and 2 years of professional accounting experience or CPA. 
 
4103 COST ACCOUNTANT 3 
Performs cost accounting duties of a complex nature requiring advanced professional experience and knowledge in cost 
accounting principles and practices.  Works with broad discretion as to work details on assignments of a varied and diverse 
nature.  Prepares specialized reports and analyses.  May recommend prices for new services or products through analysis of 
unit costs and projection of expenses.  Develops and analyzes information to compare budgets to actual expenses.  Prepares 
complex reports and analyzes inventory fluctuations.  Provides work leadership to lower level accounting personnel on complex 
assignments or projects.  May act as Unit Cost Accountant for a satellite operation or small entity of the corporation.  Develops 
and installs difficult cost accounting systems, methods, procedures and controls.  Provides interpretation of accounts and 
methods for managers. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field, or equivalent 
experience, and 4 years of professional cost accounting experience, or CPA plus 2 years of experience. 
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4104 COST ACCOUNTANT 4 
Performs cost accounting duties of a highly developed nature requiring advanced professional experience and knowledge in cost 
accounting principles and practices.  Works with extensive discretion as to work details on assignments of a varied and diverse 
nature.  Prepares specialized reports and analyses.  Recommends prices for new services or products through analysis of unit 
costs and projection of expenses.  Develops and analyzes information to compare budgets to actual expenses.  Prepares complex 
reports and analyzes inventory fluctuations.  Provides work leadership to lower level accounting personnel on complex 
assignments or projects.  May act as Unit Cost Accountant for a satellite operation or small entity of the corporation.  Develops 
and installs complicated cost accounting systems, methods, procedures and controls.  Provides interpretation of accounts and 
methods for managers. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration or a related field and 6 or more years 
of professional cost accounting experience, or CPA plus 4 years of experience. 
 
4147 COST ACCOUNTING SUPERVISOR 
Provides first-level supervision to accounting employees involved in the collection of cost accounting documentation and records, 
investigation and review of historical cost data, preparation of pricing break-downs for new products and services, allocation of 
costs to functions, and similar tasks.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Bachelor’s Degree in accounting, a related field or equivalent experience, and 2 years of cost 
accounting experience. 
 
4148 COST ACCOUNTING MANAGER 1 
Responsible for the development, implementation, maintenance, management, and direction of accounting activities associated 
with the collection and reporting of the costs of manufacturing and distributing company products including variable and standard 
costs, variances and inventory valuation to provide comprehensive information for management decisions.  Develops and directs 
the preparation of reports to compare actual results to plan.  Directs the collection and presentation of cost data, analyses and 
reports for government and other programs pertaining to costs and production activities.  Ensures the reconciliation and analysis 
of related balance sheet accounts, inventory accounts, ledgers, and journals.  Directs the development and implementation of 
new and revised costs reporting and analysis systems, policies and procedures.  Typically reports to Controller or Finance 
Executive.  This is typically the first level of management in this job family.  Directly manages exempt level employees.  May 
manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent 
experience, and 5 years of cost accounting experience, including supervision of cost accounting unit. 
 
4151 FINANCIAL ANALYST 1 
Performs specialized financial, accounting or planning activities following general project or departmental guidelines, procedures 
and precedents in support of various financial functions such as budgeting, auditing, financial planning, taxes, consolidations 
and other projects.  Conducts assigned financial studies and surveys to collect, summarize and analyze financial actions.  Assists 
in preparing recommendations for policy, procedure, control or action.  May assist in interpreting and applying corporate or 
division level policy and accounting theory.  Evaluates and analyzes standard capital expenditures proposals, investment 
opportunities, profit plans, operating records, financial statements and other projects.  Assists in the preparation of special 
studies, reports, analyses, and recommendations in areas such as budgets, forecasts, financial plans, governmental 
requirements, statistical reports, and business forecasts. 
Education and Experience:  Knowledge of financial and accounting theory as would normally be obtained through a Bachelor’s 
Degree in a financially related field, or equivalent experience.  May include entry level Master’s Degree candidates.  Up to 1 year 
of accounting is desirable. 
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4152 FINANCIAL ANALYST 2 
Performs specialized financial, accounting or planning activities, investigations, coordination and analysis requiring competence 
and specialized knowledge of various financial functions such as budgeting, auditing, financial planning, taxes, consolidations 
and other projects.  Conducts special studies and surveys to summarize and analyze complex financial actions and prepare 
recommendations for policy, procedure, control or action.  Provides interpretation and application of corporate or divisional level 
financial policies, governmental legislation, accounting theory or customer financial regulations that may require an advanced 
knowledge of financial principles, practices and application.  Evaluates complex profit plans, operating records, and financial 
statements.  Directs and/or assists in the preparation of special studies, reports, analyses and recommendations in areas such 
as budgets, forecasts, financial plans, governmental requirements, statistical reports and business forecasts for the financial 
community or management use.  Coordinates with corporate/divisional management on the implementation of complex financial 
matters.  Represents financial management in meetings with other organizations, within or outside of the company, to resolve 
mutual problems, implement new methods, procedures or budgetary controls. 
Education and Experience:  Advanced knowledge of financial and accounting theory, principles and practices as would 
normally be obtained through a Bachelor’s Degree in a financially related field, or equivalent experience, and 3 years of broad 
financial experience, or a Master’s Degree and 2 years of experience. 
 
4153 FINANCIAL ANALYST 3 
Develops, interprets and implements highly complex financial/accounting concepts and advanced techniques for financial 
planning and control.  Provides expert advisory capability and interpretation on all levels of financial activity.  Plans, coordinates 
and executes policy implementation applicable to the installation of improved financial operations.  Provides specialized technical 
analysis to determine present and future financial performance.  Directs the development and implementation of new concepts 
and techniques for financial information analysis.  Coordinates with all levels of management, within and outside of the company, 
to gather, analyze, summarize, and prepare recommendations regarding financial plans, acquisition activity, trended future 
requirements, operating forecasts and similar complex financial matters.  Acts as consultant to management on financial policy, 
procedure and application.  Organizes information from a variety of sources to establish data banks for use in analyzing and 
creating future plans and forecasts.  Performs complex economic research and studies on subjects such as rates of return, 
deprecations, working capital requirements, investment opportunities, investment performance, impact of governmental 
requirements and changes in legal code.  Prepares and presents reports of findings and recommendations to management.  May 
provide functional and technical direction to other financial staff members. 
Education and Experience:  Advanced knowledge of financial and accounting theory, principles and practices as would 
normally be obtained through a Master’s Degree in a financially related field, or equivalent experience, and 5 years of broad 
financial experience. 
 
4154 FINANCIAL ANALYST 4 
Acts as a key technical expert on financial analysis issues, concerns and special projects.  Interfaces with top management, 
responding to their requests for financial data and to resolve reporting and compliance issues.  Prepares special reports and 
financial studies for management and alerts them to significant variances to plan.  Coordinates, negotiates and resolves financial 
compliance issues with various governmental agencies to ensure accurate interpretation.  Conducts and may lead audits.  May 
provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Finance, Accounting, Business Administration, a related field or equivalent 
experience, and 8 years of financial analysis experience, including a thorough knowledge of DAR/FAR and other applicable 
government regulations. 
 
4158 FINANCIAL ANALYSIS MANAGER 1 
Responsible for the direct management of the Financial Analysis staff engaged in various financial functions such as budgeting, 
auditing, forecasting and analysis.  Acts as a liaison with management regarding rate and budget questions.  Ensures compliance 
with internal procedures and government regulations.  Is primary liaison between the company and various government agencies 
during audits, ensuring understanding of financial data, methodology and applicability under appropriate government 
regulations.  Responsible for the employment, training, motivation and discipline of direct reports.  This is typically the first level 
of management in this job family.  Must directly manage exempt level employees.  May manage nonexempt employees directly 
or through supervisors/leads.  Excludes Working Leads.  Title may be Supervisor or Manager depending on size of company and 
department. 
Education and Experience:  Bachelor’s Degree in Finance, Accounting, Business Administration, a related field or equivalent 
experience.  Minimum of 5 years of financial analysis experience, including supervision/management experience and a working 
knowledge of applicable government regulations. 
 
  



  
 

67 

COMPBASE® USA 
Winter 2023 

4251 INTERNAL AUDITOR 1 
Following established procedures, performs detailed auditing assignments of company operations to determine their liability and 
effectiveness.  Assists higher level auditors in a variety of audit functions such as: reviewing controls, policies and procedures, 
investigating documents, records, accounts, operations, costs, and related factors.  Verifies adherence to company guidelines, 
policies, procedures and governmental and legal requirements.  Documents audit findings and identifies deviations and 
exceptions and provides basic recommendations for improvements and revisions in procedures. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent 
experience.  Entry Level professional position.  Normally considered an exempt position. 
 
4252 INTERNAL AUDITOR 2 
Following general instructions and with discretion as to work details, plans and conducts audits of internal controls covering a 
broad range of the company’s operations to determine if functional areas are conducting operations in accordance with 
established guidelines, policies, procedures and governmental and legal requirements.  Determines the nature and extent of 
auditing required; adjusts or extends audit programs where necessary; analyzes functions and provides appraisals of internal 
control structure of functions or systems.  Investigates irregularities and recommended corrective measures.  Prepares and 
reviews audit documentation compiled by lower level audit support personnel to ensure adherence to standards, uniformity of 
procedures and adequacy of audit.  Prepares reports that present the results of audits and recommended corrective actions 
clearly and concisely.  Assists external auditors as necessary. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field or equivalent 
experience, and 2-5 years of financial and accounting/auditing experience and thorough knowledge of internal control 
techniques. 
 
4253 INTERNAL AUDITOR 3 
Plans and conducts audits of internal controls covering a broad range of the company’s operations to determine if functional 
areas are conducting operations in accordance with established guidelines, policies, procedures and governmental and legal 
requirements.  Performs auditing duties of a complex nature requiring advanced professional knowledge and experience in 
auditing principles and practices.  Works with broad discretion as to work details on assignments of a varied and difficult nature.  
Conducts, or is responsible for, project staff involved in the examination of a wide variety of activities.  Examines records, 
documents, methods, policies, costs and other factors to determine if functional areas are conducting operations in accordance 
with established guidelines, policies, procedures and governmental and legal requirements.  Coordinates the preparation of 
reports summarizing audit results.  Makes recommendations regarding corrective action and reviews audit findings with 
managers.  Provides work leadership to lower level auditing personnel on complex audits.  May review their progress and work 
for adequacy, method, and procedures.  May act as Audit Supervisor for an audit team assigned to a specific function or 
operational area.  Plans methods to be followed in the conduct of audits, recommends activities to be examined, the extent of 
examination and establishes completion schedules.  Develops audit programs for specific audits or operating entities.  Assists 
external auditors as necessary. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field, or equivalent 
experience, and 5-8 years of professional auditing experience. 
 
4254 INTERNAL AUDITOR 4 
Performs financial and accounting auditing duties of a highly developed nature requiring advanced professional knowledge and 
experience in auditing principles and practices.  Works with extensive discretion as to work details on assignments of a varied 
and difficult nature.  Conducts, or is responsible for, project staff involved in the examination of a wide variety of activities.  
Examines records, documents, methods, policies, costs and other factors.  Coordinates the preparation of reports summarizing 
audit results.  Makes recommendations and reviews audit findings with managers.  Provides work leadership to lower level 
auditing personnel on complex audits.  Reviews their progress and work for adequacy, method, and procedures.  May act as 
Audit Leader for an audit team assigned to specific functional or operational areas.  Plans methods to be followed in the conduct 
of audits, recommends activities to be examined, the extent of examination and establishes completion schedules.  Develops 
audit programs for specific audits or operating entities. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration, a related field, or equivalent 
experience.  Specialist level position, incumbent typically has 8 or more years of work related experience. 
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4298 INTERNAL AUDIT MANAGER 1 
Plans, organizes, directs, and controls the work activities and staff engaged in conducting financial and operational audits, 
examining the accuracy and completeness of accounting records and procedures for internal control to safeguard company 
assets and ensure compliance with appropriate regulatory laws.  Defines audit objectives and prepares audit programs.  Develops 
and coordinates audit schedules, budgets, and manpower requirements for audit assignments.  Directs and reviews activities of 
the auditing section and assigns audit department resources to ensure that established audit programs are achieving their 
objectives.  Coordinates auditing department activities with outside auditors and government auditors.  Coordinates efforts with 
other financial and accounting department managers in solving mutual problems to ensure accurate and timely financial 
reporting.  Provides consultation and advice to all levels of management through independent review of procedures, practices, 
controls, and documentation.  Identifies weaknesses and proposes improvements.  Typically reports to Controller or Finance 
Executive. 
Education and Experience:  Bachelor’s Degree in Accounting, Finance, Business Administration, a related field or equivalent 
experience.  CPA and/or Master’s Degree is desirable.  Broad accounting experience with internal auditing or public accounting 
desirable.  Advanced knowledge of audit techniques and practices as would normally be obtained from over 8 years of internal 
audit activities. 
 
4487 GENERAL ACCOUNTING SUPERVISOR 
Supervises a combination of clerical accounting functions such as Accounts Payable, Accounts Receivable, General Ledger, 
Payroll, and similar areas.  Reviews vouchers, accounting documents, and records submitted by subordinates, resolves difficult 
problems and discrepancies, prepares complex reports and is responsible for the day-to-day operations of the assigned functional 
area.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Requires 4-5 years of increasingly responsible clerical accounting experience within related 
area/function.  Exposure to basic accounting theory and practices and supervisory experience highly desirable. 
 
4488 GENERAL ACCOUNTING MANAGER 1 
Responsible for the management, direction, and operation of a combination of general accounting activities including accounts 
payable, accounts receivable, general ledger, payroll, subsidiary ledgers and related functions.  Provides for the preparation of 
financial statements, reports in such areas as recording disbursements, expenses, and tax payments.  Provides financial reports 
covering sales, earnings, cash balances and other financial results.  Coordinates efforts and information requirements with other 
accounting managers to ensure accurate financial reporting.  Plans and directs the development, implementation, and operation 
of accounting systems and procedures to reduce costs and obtain improved information.  This position normally reports to Vice 
President of Finance or Controller.  Excludes company or division controllers.  This is typically the first level of management in 
this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through 
supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Accounting, Business Administration or equivalent experience and 5 years 
of general accounting experience including supervision of various accounting functions. 
 
4498 CONTROLLER 
Reviews and approves the design and implementation of all financial systems and enhancements.  Implements policies and 
procedures relating to budgets, operations, control and analysis for capital and operating activities to ensure structure and 
direction.  Interfaces with independent outside auditors and auditors from state and local agencies.  Directs work associated 
with tax compliance and planning.  Identifies areas of concern where costs are inconsistent with resources and implements 
changes to correct these concerns.  Through lower level managers, oversees financial functions such as Cost Accounting, 
Accounts Payable/Receivable, Payroll, etc.  Excludes such positions as General Accounting Supervisor/Manager, Cost Accounting 
Supervisor/Manager, Payroll Supervisor/Manager, etc.  This position excludes those involved in the day-to-day work duties 
required to achieve overall functioning of the company's financial systems. 
Education and Experience:  CPA or Master’s Degree in Accounting or Finance or related field or equivalent experience is 
required.  A typical incumbent will normally possess a minimum of 7 years of increasingly responsible financial management 
experience.  Thorough knowledge of company's financial policy and practices and state and federal laws is required. 
 
5001 PURCHASING ASSISTANT 1 
Under close supervision performs routine clerical tasks in support of purchasing activities.  Assignments are generally simple 
and repetitive in character such as sorting and filing correspondence, inventory records, invoices, material requests and 
proposals.  Maintains simple files, posts records and logs; compiles minor statistical data.  May operate general business 
machines such as typewriter, copier, calculator, personal computer, fax, or other similar machines.  Guidance is readily available 
from higher level staff. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to those obtained from completion of 
high school or commensurate experience.  Six months general office experience desirable. 
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5002 PURCHASING ASSISTANT 2 
Under limited supervision, performs a variety of semi-routine tasks in support of purchasing activities.  Assignments are of 
moderate complexity requiring the exercise of some discretion and use of limited judgment and initiative regarding pricing 
revisions, order cancellations, discontinued items, acceptable substitutes, delivery date revisions, invoice discrepancies and other 
projects. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to those obtained from completion of 
high school or commensurate experience, and 2 years of directly related purchasing experience. 
 
5003 PURCHASING ASSISTANT 3 
Under general supervision, performs advanced and complicated clerical tasks in support of purchasing activities.  Assignments 
require the application of detailed knowledge of purchase order processing and departmental policies and practices.  
Independently handles inquiries and answers correspondence.  May provide work leadership to lower level staff through 
assignment of work, training, coordination and checking assignments.  Normally considered a nonexempt position. 
Education and Experience:  Reading, writing, arithmetical skills equivalent to those obtained from completion of high school 
or commensurate experience.  Requires working knowledge of policies and practices of the purchasing activity as would normally 
be obtained from 3 years of directly related purchasing experience.  Excludes those with full supervisory responsibilities. 
 
5004 PURCHASING SPECIALIST 
Under minimal supervision, performs standard purchasing tasks to procure assigned supplies, equipment, materials, parts and 
services for support of operational requirements.  Works within established procedures to procure items consistent with price, 
quantity and delivery specifications.  Guidance from superiors would usually be available.  Contacts vendors to obtain prices and 
delivery commitments.  Expedites critical orders.  Researches and develops sources for assigned standard items.  Maintains 
vendor list, files and catalog library.  Prepares standard Requests for Quotation.  Reviews quotations with superiors before award 
for price, delivery and quantity.  Awards to most qualified vendor.  Coordinates purchasing details with vendor, including pricing 
revisions, order cancellations, discontinued items, acceptable substitutes, back orders, delivery date revisions, invoice 
discrepancies and other issues.  Normally a transitional position from clerical/administrative support duties to the professional 
buyer job family.  Duties are usually considered nonexempt in nature. 
Education and Experience:  Requires a minimum of 2 years of college level business training or equivalent experience.  
Requires 2 additional years of procurement activity to acquire basic buying skills.  Incumbents typically possess experience in 
excess of 6-8 years. 
 
5011 BUYER 1 
Performs a variety of routine and/or low dollar value buying/purchasing tasks involving materials, supplies or services.  Reviews 
purchase requisitions, and places orders with approved suppliers.  May evaluate bids, select and/or recommend suppliers and 
negotiate price, delivery, quality and service.  Follows up on all awards until completion of order.  May assist in negotiations for 
major purchases by developing or compiling statistical information and gathering other data as required.  Coordinates with the 
Accounting department as required to resolve questions on suppliers' invoices. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience.  ENTRY 
LEVEL position. 
 
5012 BUYER 2 
Purchases a high volume and variety of materials, supplies and services.  Evaluates bids, selects and recommends suppliers and 
negotiates price, delivery, quality and service.  Follows up on all awards until completion of order.  Negotiates and settles with 
suppliers regarding damage claims, rejections, losses, return of materials, overshipments, cancellations and engineering 
changes.  Conducts supplier site visits and rates them as to production capability, performance and delivery. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience, and 2 
years of purchasing experience. 
 
5013 BUYER 3 
Responsible for purchasing a variety of complex or technical materials, supplies or services.  Evaluates bids, selects and 
recommends suppliers and negotiates price, delivery, quality and service.  Follows up on all awards until completion of order.  
Negotiates and settles with suppliers regarding damage claims, rejections, losses, return of materials, overshipments, 
cancellations and engineering changes.  Conducts supplier site visits and rates them as to production capability, performance 
and delivery.  May provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience, and 5 
years of purchasing experience. 
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5014 BUYER 4 
Responsible for purchasing highly complex or unusual, technical or high dollar value materials, supplies or services.  Evaluates 
bids, selects and recommends suppliers and negotiates price, quality and service.  Follows up on all awards until completion of 
order.  Negotiates and settles with suppliers regarding damage claims, rejections, losses, return of materials, overshipments, 
cancellations and engineering change orders.  Oversees and/or conducts supplier site visits as necessary.  May provide work 
leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience, and 8 
years of purchasing experience. 
 
5047 PURCHASING SUPERVISOR 
Responsible for the first-line direction of employees involved in the external procurement of raw materials, parts, supplies and 
services at minimum cost, consistent with delivery requirements and quality specifications.  Supervises buyers and purchasing 
staff to accomplish objectives.  Reviews and approves purchase orders within authorized limits.  Coordinates purchasing activities 
with user departments to maintain optimum inventory and buy-levels.  Typically manages the day-to-day workflow of 
subordinate nonexempt workers. 
Education and Experience:  General working knowledge of purchasing activities as would be obtained from 2 years of buyer 
level responsibilities. 
 
5048 PURCHASING  MANAGER 1 
Responsible for external procurement of raw materials, parts, supplies, and services required at minimum cost, consistent with 
delivery requirements and quality specifications.  Directs the activities of exempt buyers and support personnel to accomplish 
objectives.  Directs procurement activities of buyers.  Establishes procedures to accomplish procurement of a variety of materials 
in a cost-effective manner.  Coordinates procurement activities with user representatives to develop procurement programs and 
plans.  Monitors performance and capabilities of vendors to ensure maintenance of delivery, quality and price commitments.  
Continually assesses market conditions that may affect procurements.  Supervises the negotiation of blanket orders and long-
term purchase agreements covering procurement or major commodities.  This is typically the first level of management in this 
job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through 
supervisors/leads. 
Education and Experience:  Extensive knowledge of purchasing policies and practices as would normally be obtained from 7 
years of progressively more responsible and complex purchasing experience. 
 
5051 CONTRACT ADMINISTRATOR 1 
Following established procedures, performs detailed assignments in support of acceptance, monitoring, and performance of 
contracts and sub-contracts between the company and customers/vendors.  As assigned, gathers and compiles information for 
analysis prior to contract awards.  Assists in the preparation of contract documents and content.  May participate in pre-contract 
discussions and negotiations as assigned.  Learns to analyze contract documents to determine contractual obligations.  Monitors 
company performance on routine contractual obligations.  Reviews incoming contracts and modifications for conformance to 
original proposals.  Gathers information and assists in preparation of reports on contract compliance status, identifying deviations 
as required.  Notifies company personnel regarding contract commitments, modifications and revisions.  Reviews pertinent 
government procurement regulations and commercial contract practice trends and prepares summary.  Participates in special 
studies, investigations or analyses as assigned and compiles required reports. 
Education and Experience:  Practical and working knowledge of contract practices and regulations and analytical skills as 
would normally be obtained through the receipt of a Bachelor’s Degree in Business Administration or an equivalent field.  Entry 
level to professional contracts administration job family. Normally considered an exempt position. 
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5052 CONTRACT ADMINISTRATOR 2 
Following general instructions, with some discretion as to work details, administers and coordinates assigned activities involved 
in accepting, monitoring and performing contracts and sub-contracts between company and customers/vendors.  Gathers a 
variety of pre-contract information for analysis prior to contract award.  Prepares contract documents and content.  Participates 
in pre-contract discussions and negotiations.  Analyzes contract documents to determine contractual obligations, preparing 
recommendations regarding acceptance or modifications and terms of acceptance.  Monitors company performance on 
contractual obligations.  Oversees the review of incoming contracts and modifications for conformance to original proposals.  
Gathers information and prepares reports on contract compliance status, identifying deviations and recommending action.  
Provides liaison between customer and company personnel with regard to contract commitments, modifications and revisions.  
Monitors the coordination of contract termination activities, property transfer, and other projects.  Reviews pertinent 
governmental procurement regulations and commercial contract practice trends.  Makes special studies, investigations and 
analyses and prepares related reports. 
Education and Experience:  Practical and working knowledge of contract practices and regulations and analytical skills as 
would normally be obtained through the receipt of a Bachelor’s Degree in Business Administration or an equivalent field.  
Additional theoretical/academic preparation in contract law is highly desirable.  Requires 2 years of exposure and experience in 
the preparation and monitoring of contracts is required. 
 
5053 CONTRACT ADMINISTRATOR 3 
Following general guidance and with discretion as to work details, administers and coordinates activities involving the 
acceptance, monitoring and performance of complex contracts and sub-contracts between the company and customers/vendors.  
Performs contract liaison between company and customers/vendors, including participation in pre-contract discussions, contract 
negotiations, and complex contract changes.  Reviews and analyzes contract documents to determine contractual obligations.  
Monitors company performance for conformance to original proposal and maintains continual reviews to ensure that all terms 
and conditions are met.  Provides necessary guidelines to a variety of line and staff levels regarding contract requirements.  
Administers the preparation and dissemination of information throughout the company regarding contract progress, status, 
compliance, modification, deviation, negotiation and termination.  Reviews and interprets governmental regulations and other 
procurement requirements.  Makes or participates in special studies, investigations or analyses and issues reports as required.  
May provide technical leadership to lower level contracts administration staff members.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Wide and diverse experience in the practices, principles of contracts and knowledge of contract 
regulations as would normally be obtained through the receipt of a Bachelor’s Degree in Business Administration, or an equivalent 
field, and 5 years of experience in the preparation, negotiation, and monitoring of contracts.  Additional theoretical/academic 
preparation in contract law is highly desirable. 
 
5058 CONTRACT ADMINISTRATION MANAGER 1 
Plans, directs, controls, and manages the activities and staff involved with the negotiation, preparation, monitoring, and 
termination of contracts and sub-contracts between the company and customers/vendors to ensure the fulfillment of all 
contractual obligations.  Responsible for the conduct of all contract liaison before, during, and after contract duration.  Develops 
and administers contract administration policies, systems procedures and methods.  Manages and coordinates contract 
administration activities to ensure that contractual obligations are maintained in a manner which ensures good customer/vendor 
relations while representing the interest of the company.  Advises management of contract obligations, deficiencies, 
commitments, and performance.  Provides interpretation of terms and conditions of contractual obligations.  Coordinates pre-
award negotiations between company and customer/ vendors.  Analyzes impact of modifications and revisions and prepares 
company recommendations.  Supervises the conduct of special studies, investigations or analyses and provides for the 
preparation of reports and recommendations as required.  Maintains an awareness of current statutory requirements influencing 
contract development and administration.  This is typically the first level of management in this job family.  Directly manages 
exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Advanced knowledge of contract administration concepts, principles, methods, and techniques 
as would normally be obtained through the attainment of a Bachelor’s Degree in Business Administration, a related field and 5 
years of comprehensive contract administration experience, including exposure to supervision and direction of others.  Additional 
theoretical/academic preparation in contract law is highly desirable. 
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5101 MATERIAL HANDLER 1 
Under close supervision, transfers material, equipment, kits, and supplies required for efficient material flow through 
production/assembly areas.  Physically transfers material to assembly work stations, maintains bench stock and handles 
completed assemblies, jobs between work areas or cost centers.  Locates, and transfers part shortages within the plant that 
may be required for completion of assemblies.  Verifies and maintains associated stock records, logs, shortage reports and other 
documentation.  Utilizes small hand tools and may operate material handling equipment including fork lifts, pallet handlers, 
skids, and hand trucks.  Entry Level position. 
Education and Experience:  Basic reading, writing and numerical ability.  No previous experience required.  Familiarity with 
parts and stock items is desirable. 
 
5102 MATERIAL HANDLER 2 
Under limited supervision, handles, allocates and transfers material, equipment, kits, supplies and shortages that are required 
and conducive to maintaining an efficient material flow through assembly areas.  Physically transfers materials to assembly work 
stations, maintains bench stock and handles completed assemblies, jobs between work areas, or cost centers.  Locates materials 
and expedites part shortages within the plant that may be required for completion of assemblies.  Verifies and maintains stock 
documentation and shortage reports.  Utilizes small hand tools and operates materials handling equipment including fork lifts, 
skids, pallet handlers, and hand trucks.  May provide work leadership to lower level handlers.  Excludes trainees with no previous 
experience and those with bona fide supervisory responsibilities. 
Education and Experience:  Basic reading, writing numerical ability.  Requires a minimum of 1 year of stock experience.  
Incumbents typically possess over 2-4 years of related experience. 
 
5103 MATERIAL HANDLER 3 
Under general supervision, performs manual and complex duties in one or more of the following areas: shipping, receiving, 
packing, warehousing, store keeping and reclamation.  Frequently handles hazardous materials such as chemicals and 
explosives.  Plans and performs work, may make decisions on own initiative.  Prepares related documentation and maintains 
files/records as required.  May operate material handling equipment as necessary.  May provide work leadership to lower level 
personnel; assign, direct, schedule and coordinate activities. 
Education and Experience:  Completion of High School or equivalent.  HAZMAT training and certification required.  Minimum 
of 3 years of related experience. 
 
5104 MATERIAL HANDLER 4 
Under general supervision, performs manual and complex duties in one or more of the following areas: shipping, receiving, 
packing, warehousing, store keeping and reclamation.  Frequently handles hazardous materials such as chemicals and 
explosives.  Plans and performs work, may make decisions on own initiative.  Prepares related documentation and maintains 
files/records as required.  May operate material handling equipment as necessary.  Provides work leadership to others through 
assignment of work, review of progress, monitoring of results and instruction.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Completion of High School or equivalent.  Senior level position, incumbent typically has 5 or 
more years of work related experience.  HAZMAT training and certification required. 
 
5107 MATERIAL HANDLING SUPERVISOR 
First level supervisor responsible for direction and coordination of stores/shipping/receiving activities and personnel.  Typical 
activities are receiving, storage and shipment of raw materials and/or finished goods and the maintenance of related stores 
records.  Materials handled may include hazardous materials such as chemicals or explosives.  Responsibilities may also include 
movement of materials and supplies within the plant.  Typically manages the day-to-day workflow of subordinate nonexempt 
workers. 
Education and Experience:  General knowledge of warehousing/stores operations and 3-5 years of related 
stores/shipping/receiving experience.  HAZMAT training and certification required. 
 
5121 PRODUCTION EXPEDITOR/DISPATCHER 1 
Under close supervision, performs routine expediting/dispatching task as assigned to ensure a timely flow of production and 
assembly activities.  Determines material and production status.  Locates and expedites materials and parts required for 
completion of assemblies.  Tracks shortages and determines reasons for delays; provides information to various departments 
regarding material/production status.  Excludes those whose primary duties are material handling, movement and staging.  Entry 
Level position. 
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained form completion from high 
school or commensurate experience.  Should have familiarity with production activities. 
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5122 PRODUCTION EXPEDITOR/DISPATCHER 2 
Under limited supervision, performs a variety of expediting/dispatching tasks to ensure a timely flow of production and assembly 
activities.  Coordinates and expedites the inter- and intra-departmental flow of materials, parts and assemblies.  Locates and 
expedites materials and parts within plant that may be required for completion of assemblies.  Tracks shortages and determines 
reasons for delays; provides information to various departments regarding materials status.  Coordinates planned receipts of 
materials through appropriate channels to ensure and expedite delivery.  Normally considered a nonexempt classification.  
Excludes those whose primary duties are material handling, movement, and staging.  Excludes trainees. 
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained from completion of high 
school or commensurate experience.  Requires familiarity with production activities as would normally be obtained through 1 
year of related experience.  Incumbents typically possess over 3-5 years of related experience. 
 
5123 PRODUCTION EXPEDITOR/DISPATCHER 3 
Under general supervision, performs a wide variety of expediting tasks to ensure a timely flow of production and assembly 
activities.  Coordinates and expedites the flow of materials within the plant.  Locates and expedites critical components, materials 
and other resources.  Verifies and maintains documentation such as job shortages, planned receipts and expedite logs.  
Coordinates planned receipts of materials through appropriate channels to ensure delivery.  Provides information to various 
departments regarding materials status.  May provide work leadership to employees engaged in related activities including 
assigning work and monitoring progress, providing training, and resolving questions, issues and discrepancies.  Normally 
considered a nonexempt classification.  Excludes those whose primary duties are material handling, movement, and staging.  
Excludes those with full supervisory responsibilities. 
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained from completion of high 
school or commensurate experience.  Requires thorough knowledge of production and expediting activities as would normally 
be obtained through 3 years of directly related experience. 
 
5201 STOCK CLERK 1 
Under close supervision, performs routine manual and clerical duties in material areas such as receiving, storing and issuing 
materials, parts, supplies and equipment.  Receives material, checks against documentation for proper nomenclature, 
identification and quantity; sorts, counts, checks received goods, raw materials, finished or semi-finished parts and 
subassemblies; stores articles in proper location according to identifying factors.  Pulls and fills orders.  Keeps stock on orderly 
arrangement.  Utilizes small hand tools, proportional scales and operates materials handling equipment, including fork lifts, 
skids, pallet handlers and hand trucks.  Entry Level position. 
Education and Experience:  Basic reading, writing and numerical ability.  No prior experience required. 
 
5202 STOCK CLERK 2 
Under limited supervision, performs manual and clerical duties in material areas such as receiving, storing and issuing materials, 
parts, supplies and equipment.  Receives material, checks against documentation for nomenclature, identification and quantity; 
sorts, counts, checks received goods, raw materials, finished or semi-finished parts and subassemblies; stores articles in proper 
location according to identifying factors; researches part numbers; pulls items and fills orders and issues material, supplies, 
components and parts from stock; counts or documents the shortage; keeps stock in orderly arrangement.  May deliver material 
to requester.  Maintains files and documentation as requested.  Utilizes small hand tools, proportional scales, and operates 
materials handling equipment, including fork lifts, skids, pallet handler, and hand trucks.  Excludes trainees with no previous 
experience. 
Education and Experience:  Basic reading, writing and numerical ability.  Requires a minimum of 1 year experience in stock 
or related activities.  Incumbents typically possess over 2-4 years of related experience. 
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5203 STOCK CLERK 3 
Under general supervision, performs manual and clerical duties in material areas such as receiving, storing and issuing materials, 
parts, supplies and equipment.  Receives materials, checks against documentation for nomenclature, identification and quantity; 
sorts, counts, checks received goods, raw materials, finished or semi-finished parts and subassemblies; stores articles in proper 
location according to identifying factors; researches part numbers; pulls items and fills orders and issues materials, supplies, 
components and parts from stock; prepares stock kits for production departments and verifies counts or documents the 
shortage; audits contents of kits and stock; keeps stock in orderly arrangement; initiates reorders when minimum quantities are 
reached; prepares shortage documentation and reviews status of shortages, back order files, and inventory status reports.  
Interfaces with other functional areas such as receiving inspection, production control, and assembly departments in order to 
coordinate shortages or expedite stock problems.  Maintains necessary files and documentation.  Utilizes small hand tools, 
proportional scales, and operates material handling equipment, including fork lifts, skids, pallet handlers, and hand trucks.  May 
provide work leadership to lower level stores personnel.  Excludes those with bona fide supervisory responsibilities. 
Education and Experience:  Basic reading, writing and numerical ability.  Requires a minimum of 2 years of prior experience 
in stock room or stores.  Familiarity with electronics and fabricated components/parts is desirable.  Incumbents typically possess 
over 4-6 years of related experience. 
 
5211 SHIPPING/RECEIVING CLERK 1 
Under close supervision, performs routine manual and clerical duties to assist within shipping and receiving areas.  Routes 
materials, supplies and equipment to inspection or stock areas.  Completes routine paperwork and documentation as required.  
May operate fork lift or pallet jack to move materials.  May operate company vehicle to pick up and deliver materials at various 
local destinations. 
Education and Experience:  Basic reading, writing and numerical ability.  Entry Level position with no prior experience 
requirements.  Valid driver’s license with good driving record may be required for operation of company vehicle. 
 
5212 SHIPPING/RECEIVING CLERK 2 
Under limited supervision, performs manual and clerical duties related to the shipment and receipt of materials, supplies, 
equipment and finished products.  May maintain necessary files and documentation.  Utilizes small hand tools and operates 
material handling equipment including fork lifts, skids, pallet handlers and hand trucks.  Prepares and packs goods for shipment; 
loads and unloads carriers.  Unpacks and counts goods received.  Routes materials to inspection, stores or other destinations. 
Education and Experience:  Basic reading, writing and numerical ability, and 1 year related experience.  Excludes trainees 
with no previous experience. 
 
5213 SHIPPING/RECEIVING CLERK 3 
Under general supervision, performs manual and clerical duties related to the shipment and receipt of materials, supplies, 
equipment and finished products.  Maintains necessary files and documentation.  Utilizes small hand tools and operates material 
handling equipment including fork lifts, skids, pallet handlers, hand trucks, etc.  Typical shipping activities include:  checking 
goods against shipping documents and authorizations; packing goods for shipment according to specifications, equipment 
characteristics, transportation methods and routes; verifying identification and quality of product; preparing bills of lading; 
posting weight and shipping charges; stamp, stencil or attach information and shipping instructions on containers; loading 
shipment onto carrier, maintaining inventory of cartons, tapes, crates, clamps, foam and other packing material.  Typical 
receiving activities include; receipt and unpacking of goods; checking against bills of lading, packing slips, etc., verifying 
nomenclature, identification and quantity; maintaining records of goods received; rejects damaged, excess or misdirected goods, 
routes material to inspection, stores or other destinations.  May provide work leadership to lower level employees. 
Education and Experience:  Basic reading, writing and numerical ability, and 2 years of related experience.  Excludes those 
with bona fide supervisory responsibilities. 
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5214 SHIPPING/RECEIVING CLERK 4 
Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  
Excludes those with full supervisory responsibilities.  Under general supervision, performs manual and clerical duties related to 
the shipment and receipt of materials, supplies, equipment and finished products.  Maintains necessary files and documentation.  
Utilizes small hand tools and operates material handling equipment including fork lifts, skids, pallet handlers, hand trucks, etc.  
Typical shipping activities include: checking goods against shipping documents and authorizations; packing goods for shipment 
according to specifications, equipment characteristics, transportation methods and routes; verifying identification and quality of 
product; preparing bills of lading; posting weight and shipping charges; stamp, stencil or attach information and shipping 
instructions on containers; loading shipment onto carrier, maintaining inventory of cartons, tapes, crates, clamps, foam and 
other packing material.  Typical receiving activities include; receipt and unpacking of goods; checking against bills of lading, 
packing slips, etc., verifying nomenclature, identification and quantity; maintaining records of goods received; rejects damaged, 
excess or misdirected goods, routes material to inspection, stores or other destinations.  Excludes those with bona fide 
supervisory responsibilities. 
Education and Experience:  Basic reading, writing and math skills.  Senior level position, incumbent typically has 3 or more 
years of work related experience.  Valid driver’s license with good driving record may be required for operation of company 
vehicle. 
 
5283 CLASS B TRUCK OPERATOR 
Operates commercial trucks that require a Class B Commercial Driver’s License (CDL) to pick-up and deliver merchandise and 
goods.  Drives truck with capacity of 5 tons or less, to transport materials to and from specified destinations, by performing 
the following duties: drives truck to destination, prepares receipt for load picked up, collects payment for goods delivered and 
for delivery charges, maintains truck log according to state and federal regulations, maintains contact with supervisor to receive 
instruction, inspects truck equipment and supplies, performs emergency roadside repairs, positions blocks and ties rope around 
items to secure cargo during transit.  May load and unload truck. 
Education and Experience:  Requires a valid Class B Commercial Driver’s License, and up to a year of directly related 
experience, with the typical incumbent possessing one or more years of experience. 
 
5285 CLASS A TRUCK OPERATOR 
Operates commercial trucks that require a Class A Commercial Driver’s License (CDL) to pick-up and deliver merchandise and 
goods.  Drives, loads and unloads truck with capacity of more than 5 tons, to transport materials to and from specified 
destinations, by performing the following duties:  drives truck to destination, prepares receipt for load picked up, collects 
payment for goods delivered and for delivery charges, maintains truck log according to state and federal regulations, maintains 
contact with supervisor to receive instruction, inspects truck equipment and supplies, performs emergency roadside repairs, 
positions blocks and ties rope around items to secure cargo during transit.  May load and unload truck. 
Education and Experience:  Requires a valid Class A Commercial Driver’s License, and up to a year of directly related 
experience, with the typical incumbent possessing one or more years of experience. 
 
5297 STORES/SHIPPING/RECEIVING SUPERVISOR 
Responsible for the direction of employees involved in the storage, preparation for shipment and receipt of raw materials and/or 
finished goods and the maintenance of related stores records.  Participates in establishing and modifying operational methods 
and procedures by recommending changes in materials, equipment and procedures.  Maintains a variety of reports, records and 
documentation to reflect department activities.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Well-rounded knowledge of stores/shipping and receiving activities as would normally be 
acquired through 2 or more years of supervisory experience. 
 
5298 STORES/SHIPPING/RECEIVING MANAGER 1 
Responsible for the management of employees engaged in the storage, shipment and receipt of raw materials and/or finished 
goods.  Establishes departmental procedures and standards.  Responsible for the security and accountability of goods within 
jurisdiction.  Ensures that goods are packaged and protected for shipment according to specification.  Coordinates with 
production and marketing to develop and meet shipping objectives.  Normally directs activities through subordinate supervisors.  
This is typically the first level of management in this job family.  Directly manages exempt level employees.  May manage 
nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Requires 4 years of experience in a supervisory level position in stores/shipping/receiving 
activities. 
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5303 PRODUCTION CONTROL SPECIALIST 
Under general supervision, performs advanced and relatively complex clerical duties requiring the use of judgment, independent 
analysis and the thorough knowledge of production control department procedures.  Calculates and maintains records on product 
shipment and current production activities.  Compiles data and estimates rates for production time per unit and other 
measurements as needed.  Reviews records on stock status, material requirements and future production schedules to determine 
if materials on hand are sufficient to complete production activities on schedule.  May operate data terminal equipment to 
provide and extract a variety of production control data.  May provide work leadership to other clerical personnel including 
assigning work, monitoring progress and special projects.  Excludes those with bona fide supervisory responsibilities. 
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained from completion of high 
school or commensurate experience.  Requires thorough knowledge of policies and practices of the production control activities 
as should normally be obtained through 3 years of directly related production control experience.  Incumbents typically possess 
over 4-6 years of related experience. 
 
5321 PRODUCTION PLANNER/SCHEDULER 1 
Develops detailed schedules, material requirements lists and production plans for established product lines and for 
developmental and operational systems.  Monitors production activity to ensure a smooth and controlled flow of materials timed 
to meet production requirements.  Develops and/or modifies labor project schedules into an overall master program schedule.  
Troubleshoots and monitors potential scheduling problems, maintaining records such as reports on production and material 
deficiencies.  May prepare work orders for production or purchase requests based on production schedules. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience.  ENTRY 
LEVEL position.  Typically incumbent has 0-2 years of experience in field. 
 
5322 PRODUCTION PLANNER/SCHEDULER 2 
Develops detailed schedules, material requirements lists and production plans for products and/or production processes where 
the process is variable.  Plans and issues schedules and material requirements.  Coordinates Engineering, Production Control, 
Purchasing and other applicable departments to achieve optimum utilization of facilities in meeting production schedules.  
Develops and/or modifies labor project schedules into an overall master program schedule.  Provides input to management 
regarding problems such as shortages, design changes, backlogs and other issues. Maintains all appropriate paperwork. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience, and 2 
years of production planning experience, including a working knowledge of manufacturing activities, including purchasing, 
materials, production processes and engineering.  Typically incumbent has 2-5 years of experience in field. 
 
5323 PRODUCTION PLANNER/SCHEDULER 3 
Develops detailed schedules, material requirements lists and production plans for complex products and/or production processes 
where the manufacturing processes are new and/or variable.  Reviews engineering plans and product specifications to determine 
raw material requirements to support manufacturing schedules.  Works with Purchasing to obtain and schedule materials and 
labor based on production forecasts.  Works with Engineering and related design areas to develop tools and procedures to 
maximize facility and equipment utilization.  May provide work leadership for lower level employees.  Excludes those with full 
supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience, and 5 
years of production planning experience, including a thorough knowledge of a variety of manufacturing activities including 
purchasing, materials, engineering and production processes.  Typically incumbent has 5-8 years of experience in field. 
 
5324 MASTER SCHEDULER 
Develops the master schedule, material requirements lists and production and labor plans for complex products and/or 
production or labor processes where the manufacturing processes are new and/or variable.  Reviews engineering plans and 
product specifications to determine raw material requirements to support manufacturing schedules.  Works with Purchasing to 
obtain and schedule materials and labor based on production and labor forecasts.  Works with Engineering and related design 
areas to develop tools and procedures to maximize facility and equipment utilization.  May provide work leadership for lower 
level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience, and 8 
years of production planning experience, including a thorough knowledge of a variety of manufacturing activities including 
purchasing, materials, engineering and production processes.  Typically incumbent has more than 8 years of experience. 
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5331 INVENTORY/SUPPLY ANALYST 1 
Performs detailed duties to maintain supply and inventory levels for deployed systems and/or products.  Monitors spare part 
availability, repair turnaround and inventory levels.  Answers inquiries regarding order status, availability, required dates, order 
status and other requests.  May be assigned to provisioning, inventory management, spares, replenishment and/or return areas. 
Education and Experience:  High School Diploma or equivalent military supply experience.  May be a high level non-exempt 
position. 
 
5332 INVENTORY/SUPPLY ANALYST 2 
Determines requirements for assigned area to ensure continued support of deployed systems and/or products.  Researches 
equipment, repair part, allowance, supply and inventory problems.  Provides customer information and assures that support 
requirements and schedules are met. 
Education and Experience:  Bachelor’s Degree or equivalent military supply experience, and 2 years of inventory/supply 
experience. 
 
5333 INVENTORY/SUPPLY ANALYST 3 
Coordinates the activities of inventory and supply functions.  Determines requirements; develops detailed scenarios and identifies 
trends.  Leads the activities at proficiency evaluations of on-site inventories.  Participates in major studies and develops 
procedures and systems.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Bachelor’s Degree or equivalent military supply experience, and 5 years of inventory/supply 
experience. 
 
5337 INVENTORY/SUPPLY SUPERVISOR 
Responsible for direct supervision of the Inventory/Supply Analysis staff engaged in activities related to inventory, spare parts, 
repairs and other tasks.  Monitors the activities at proficiency evaluations.  Typically manages the day-to-day workflow of 
subordinate nonexempt workers. 
Education and Experience:  Bachelor’s Degree or equivalent military supply experience.  Minimum of 5 years of experience 
in inventory management or related area, including supervision/management experience. 
 
5397 PRODUCTION PLANNING SUPERVISOR 
Responsible for the direct supervision of the Production Planning staff engaged in planning, scheduling and monitoring the flow 
of material through the production cycle.  Acts as liaison with Engineering, Purchasing, Production Control and other applicable 
departments to resolve any problems and to achieve optimum utilization of facilities in meeting production schedules.  Typically 
manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Bachelor’s Degree in Business Administration, a related field or equivalent experience.  Minimum 
of 5 years of production planning experience, including supervision/management experience. 
 
5398 PRODUCTION PLANNING MANAGER 1 
Supervises the activities and staff involved in the control and scheduling of production operations.  Responsibilities include 
analyzing a variety of short and long-term marketing reports, and scheduling loading of product flow through production 
processes.  Documents and communicates schedules to production and inventory control in order to provide the required 
varieties and quantities of product at the required time.  Establishes methods to analyze capacity to advise Production 
Management of anticipated output problems.  Trouble-shoots problem situations and coordinates the re-arrangement of 
production schedules with affected organizations to accommodate raw material shortages, failure of vendor to deliver, rush 
order priorities and equipment failure.  Reviews daily production data to assist management in identifying possible causes of 
production problems.   Performs special studies, investigations and analyses relating to the introduction of new products or 
processes, yield improvements and cost reductions.  Excludes those who primarily direct nonexempt employees. 
Education and Experience:  Knowledge of total manufacturing activities.  Requires 6 years of experience plus a Bachelor’s 
Degree in Business Administration or equivalent experience. 
 
5441 TRAFFIC ANALYST 1 
Under direct supervision, responsible for routing, documenting and coordinating shipments to customers, carriers and/or various 
corporate departments.  Assists in filing claims against carriers for losses, damages and/or overcharges.  Assists with auditing 
freight bills.  May ship hazardous material and ensure compliance to government regulations.  Excludes Inventory and Shipping 
Clerks. 
Education and Experience:  High School Diploma or equivalent supply experience.  May be a high level non-exempt position. 
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5442 TRAFFIC ANALYST 2 
Responsible for routing, documenting and coordinating shipments to customers, carriers and/or various corporate departments.  
Files claims against carriers for losses, damages and/or overcharges.  Audits freight bills.  May ship hazardous material and 
ensure compliance to government regulations.  Coordinates import/export requirements.  Excludes Inventory and Shipping 
Clerks. 
Education and Experience:  High School Diploma or equivalent supply experience.  Associate’s Degree a plus.  Requires 2 
years of traffic analysis experience. 
 
5443 TRAFFIC ANALYST 3 
Responsible for routing, documenting and coordinating shipments to customers, carriers and/or various corporate departments.  
Files claims against carriers for losses, damages and/or overcharges.  Audits freight bills.  May ship hazardous material and 
ensure compliance to government regulations.  Coordinates import/export requirements.  Documents processes and makes 
recommendations for improvements.  Excludes Inventory and Shipping Clerks. 
Education and Experience:  High School Diploma or equivalent supply experience.  Associate’s Degree a plus.  Requires 5 
years of traffic analysis experience.  May provide work leadership for lower level employees. 
 
5444 TRAFFIC ANALYST 4 
Responsible for all aspects of routing, documenting and coordinating shipments to customers, carriers and/or various corporate 
departments.  Researches and files claims against carriers for losses, damages and/or overcharges.  Audits freight bills.  May 
ship hazardous material and ensure compliance to government regulations.  May coordinate and direct import/export 
requirements.  Documents processes and makes recommendations for improvements.  Provides work leadership for lower level 
employees.  Excludes Inventory and Shipping Clerks. 
Education and Experience:  Associate’s Degree or equivalent supply experience.  Requires 6 years of traffic analysis 
experience. 
 
5447 TRAFFIC SUPERVISOR 
Responsible for direct supervision of the Traffic Analysis staff plan for major program shipments.  Typically manages the day-
to-day workflow of subordinate nonexempt employees.  Resolves issues resulting from loss, damage and/or overcharge and 
keeps management informed, analyzes and audits Transportation Rate Structure; recommends most cost effective rate.  
Responsible for the employment, training, motivation and discipline of assigned employees.  This is the first level of supervision 
for this job family; title may be Supervisor or Manager depending on size of company and department.  Excludes Working leads 
and those with other Supervisors/managers reporting to them. 
Education and Experience:  Bachelor’s Degree or equivalent experience with an emphasis on transportation principles and 
Economics, and 3-5 years of traffic analysis experience, including lead responsibilities. 
 
5498 MATERIALS MANAGER 1 
Manages, controls, and directs the activities and staff involved in the multiple functions of purchasing, material planning, stores, 
inventory control, production control, traffic, shipping, and receiving.  Develops and maintains procurement policies which ensure 
timely delivery of goods, equipment, materials, and supplies at the most economical cost, consistent with quality standards and 
specifications of the company.  Implements operating procedures concerning the selection and qualification of suppliers, 
processing of purchase requisition/orders, control of price, quality and delivery requirements.  Coordinates vendor search and 
selection.  Negotiates major purchasing contracts, blanket orders and long term purchase agreements.  Provides for the 
development and implementation of inventory control systems to maintain and track the status of purchase order, inventory 
levels and production requirements.  Supervises the analysis of marketing forecasts and preparation of related material forecasts 
to identify and plan for anticipated material requirements.  Reviews production schedules to ensure to timely receipt and 
availability of materials.  Establishes and monitors the operation of the production control system.  This is typically the first level 
of management in this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or 
through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in materials management, a related field or equivalent experience, and 5 
years of experience in scheduling/ materials/manufacturing/production control activities. 
 
6001 COMPUTER OPERATOR 1 
Under close supervision, learns the basic function, set-up, operation and monitoring of routine data processing equipment.  
Following well established and documented procedures performs the most basic operations such as loading and unloading 
printers, dispatching reports to users, maintaining supply inventories and other tasks.  Learns procedures to set-up and run 
standard program applications.  Guidance from supervisors or other personnel is always available.  Entry Level. 
Education and Experience:  No prior training or experience is required. 
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6002 COMPUTER OPERATOR 2 
Under limited supervision, assists in the set-up, operation and monitoring of equipment used for the processing of data and 
preparation of reports, studies and analysis.  Following established procedures performs the more routine and standard 
operations such as loading input and output materials.  Starts and monitors standard runs where documentation is readily 
available; observes control panels for malfunctions, errors or operator messages and responds accordingly.  Refers complex 
problems to more experienced operators or others.  Excludes trainees. 
Education and Experience:  Requires basic knowledge of data processing fundamentals and equipment operation as normally 
acquired from completion of basic equipment training course/program and 1 year experience.  Incumbents typically possess 2-
4 years of related experience. 
 
6003 COMPUTER OPERATOR 3 
Under general supervision, sets up, operates and monitors the control console of equipment used for the processing of data 
and preparation of reports, studies and analyses.  Following established procedures, determines equipment set-up and 
operation; loads equipment with required input and output materials; operates and monitors peripheral and auxiliary equipment; 
starts and monitors runs; makes adjustments to correct operational problems or meet special conditions, observes control panels 
for malfunctions, errors or operator messages.  Provides diagnosis in common error situations and may remedy malfunction.  
Refers complex problems to Senior Operator or others.  Excludes those operators with lead responsibilities. 
Education and Experience:  This is an experienced level with full technical capabilities for operating a computer installation 
of moderate size and capability.  Normally requires in excess of 3 years of experience.  Incumbents typically possess over 5-7 
years of related experience. 
 
6004 COMPUTER OPERATOR 4 
Under general supervision, sets up, operates and monitors equipment and associated peripherals used for the processing of a 
wide variety of reports, studies and analyses.  Following established procedures determines equipment set-up and operation.  
Loads equipment with required input and output materials.  Operates and monitors peripheral and auxiliary equipment; starts 
and monitors runs, making adjustments to correct operational problems or meet special conditions.  Observes control panels 
for malfunctions, errors in operation messages.  Provides diagnosis in complex error situations to determine point of equipment 
or program failure.  As guided by operator run manual, may rearrange program steps, restart or continue operations to correct 
system malfunction.  Confers with technical personnel in the event error requires a change of instructions or sequence of 
operations.  Maintains operations records such as machine performance and production records.  Schedules work flow to meet 
predetermined requirements.  May provide some work leadership to other operations personnel through assignment of work, 
monitoring of progress, review of results, orientation and technical instruction.  May assume lead responsibility for operations 
on a designated shift.  Includes working leaders.  Excludes those with full supervisory responsibilities. 
Education and Experience:  This is the fully experienced level with advanced technical capabilities for operating a computer 
installation of significant size and capability.  Normally requires 5 or more years of increasingly responsible experience.  
Incumbents typically possess over 8-10 years of related experience. 
 
6011 DATA ENTRY OPERATOR 1 
Under close supervision, operates a data entry terminal or computer to transcribe standard/routine source data, documents, 
records and information for entry into a database.  Performs minor equipment setup according to well established procedures.  
Guidance from supervisor or experienced operators is readily available. 
Education and Experience:  Completion of training course in the operation of assigned data entry equipment is required.  
Excludes trainees who have no training, experience or knowledge of data entry equipment operation. 
 
6012 DATA ENTRY OPERATOR 2 
Under limited supervision, operates a data entry terminal or computer to transcribe and verify a variety of source data 
documents, records, and information for entry into a database.  Proofs and reviews source documents for obvious errors and 
rejects those with inadequate or inaccurate data in accordance with established procedures.  Proceeds on routine work without 
instruction, may review general instructions on new assignments. 
Education and Experience:  This is an experienced level with skills, speed, and accuracy normally acquired after 1 year of 
experience.  Excludes trainees and operators with lead responsibility. 
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6013 DATA ENTRY OPERATOR 3 
Under general supervision, sets up and operates data entry terminal or computer to transcribe and/or verify a wide variety of 
statistical and descriptive source data, material documents, records and information for entry into a database.  Keeps 
performance and operations logs and maintains sequence and control documents for errors and rejects those with inadequate 
or inaccurate data in accordance with established procedures.  Selects and interprets information from a variety of source 
documents to determine appropriate entry mode.  May provide work leadership for lower level operators by answering questions 
relating to procedures, codes, operation of equipment, format and sequence of operations.  May assume responsibility for 
operations on a designated shift. 
Education and Experience:  This is the fully experienced level with advanced skills, speed and accuracy normally acquired 
from over 3 years of experience.  Excludes operators with bona fide supervisory responsibilities. 
 
6014 DATA ENTRY OPERATOR 4 
Under general supervision, sets up and operates data entry equipment to transcribe and/or verify a wide variety of statistical 
and descriptive source data, material documents, records and information.  Keeps performance and operations logs and 
maintains sequence and control documents for errors and rejects those with inadequate or inaccurate data in accordance with 
established procedures.  Selects and interprets information from a variety of source documents to determine appropriate data 
processing.  May provide work leadership for lower level operators by answering questions relating to procedures, operation of 
equipment, format and sequence of operations.  May assume responsibility for operations on a designated shift.  This position 
may exist in either an IT or other operating department.  Excludes operators with bona fide supervisory responsibilities. 
Education and Experience:  This is the fully experienced level with advanced skills, speed and accuracy normally acquired 
from over 5 years of experience.  Incumbents typically possess over 8-10 years of related experience. 
 
6017 DATA ENTRY SUPERVISOR 
Supervises the activities and staff involved in operating data entry equipment to capture, transcribe and/or verify a wide variety 
of source data for computer processing.  Plans, schedules, assigns and reviews work.  Responsible for total work output and 
quality.  Participates in hiring decisions, performance evaluations and discipline of staff.  Reviews and establishes work methods 
and procedures.  Trains, orients, and instructs employees in proper work methods and procedures.  Provides technical guidance 
to company or special data applications.  Typically manages the day-to-day workflow of subordinate workers. 
Education and Experience:  Requires technical knowledge, skill and understanding of data capture techniques and basic data 
processing concepts and activities.  Normally possesses advanced skills, speed, and accuracy equivalent to that obtained through 
more than 4 years of experience.  Excludes working lead operators. 
 
6022 DATABASE CLERK 2 
Under limited supervision performs varied functions in support of the development and maintenance of multiple databases used 
in one or several organizations such as purchasing, marketing/sales, engineering, human resources, manufacturing, material 
control or other organizations.  Uses either customized or off-the-shelf database software to assist with developing small, 
medium-sized or large databases.  Although some programming, under the direction of a programmer/analyst, may be involved 
in the job, the primary function of the job is in maintaining the database, performing database queries, and developing 
moderately complex reports using the database.  Other duties include documentation of database files, keyword lists, and 
database forms. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to high school completion or 
commensurate experience.  Proficiency in using some database software and report writing required.  Working knowledge of 
electronic spreadsheet software may also be required.  Requires 2 years of experience with computer databases required. 
 
6023 DATABASE CLERK 3 
Under general supervision, performs complex, varied functions in support of the development and maintenance of multiple 
databases used in one or several organizations such as purchasing, marketing/sales, engineering, human resources, 
manufacturing, material control or other organizations.  Uses either customized or off-the-shelf database software to assist with 
developing small, medium-sized or large databases.  Although programming, under the direction of a programmer/analyst, may 
be involved in the job, the primary function of the job is in maintaining the database, performing database queries, and 
developing complex reports using the database.  Although normally performed by lower levels, duties may also include 
documentation of database files, keyword lists, and database forms. 
Education and Experience:  Basic reading, writing and arithmetical skills equivalent to high school completion or 
commensurate experience.  Proficiency in using several common database software packages and a familiarity with customized 
databases, and report writing required.  Knowledge of electronic spreadsheet software may also be required.  Requires 3 or 
more years of experience with computer databases required. 
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6031 DATABASE DESIGN ADMINISTRATOR 1 
Assists with the implementation of database applications to accommodate a variety of user needs.  Administers, maintains, 
develops and implements and ensures the integrity, security and availability of multiple database(s).  Assists in defining 
informational needs and elements, data relationships and attributes, proposed manipulation, data flow and storage 
requirements, data output, and reporting capabilities.  Assists in testing and recommends software products.  Performs routine 
system level database and software administration. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  ENTRY LEVEL position. 
 
6032 DATABASE DESIGN ADMINISTRATOR 2 
Designs, develops, and implements database applications to accommodate a variety of user needs.  Administers, maintains, 
develops and implements the integrity, security and availability of multiple database(s).  Defines informational needs and 
elements, data relationships and attributes, proposed manipulation, data flow and storage requirements, data output and 
reporting capabilities.  Assists in testing and recommends software products.  Performs system level database and software 
maintenance. 
Education and Experience:  Bachelor’s Degree and 2-5 years of experience. 
 
6033 DATABASE DESIGN ADMINISTRATOR 3 
Designs, develops, and implements database applications to accommodate a variety of user needs.  Administers, maintains, 
develops and implements the integrity, security and availability of multiple database(s).  Defines informational needs and 
elements, data relationships and attributes, proposed manipulation, data flow and storage requirements, data output and 
reporting capabilities.  Tests and recommends software products.  Performs system level database and software 
maintenance. 
Education and Experience:  Bachelor’s Degree or Master’s Degree and 5-7 years of experience. 
 
6034 DATABASE DESIGN ADMINISTRATOR 4 
Designs, develops, and implements database applications to accommodate a variety of user needs.  Administers, maintains, 
develops and implements the integrity, security and availability of multiple database(s).  Defines informational needs and 
elements, data relationships and attributes, proposed manipulation, data flow and storage requirements, data output and 
reporting capabilities.  Tests and recommends software products.  Performs system level database and software 
maintenance.  May act as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree or Master’s Degree and 7-9 years of experience. 
 
6035 DATABASE DESIGN ADMINISTRATOR 5 
Designs, develops, and implements database applications to accommodate a variety of user needs.  Administers, maintains, 
develops and implements the integrity, security and availability of multiple database(s).  Defines informational needs and 
elements, data relationships and attributes, proposed manipulation, data flow and storage requirements, data output and 
reporting capabilities.  Tests and recommends software products.  Performs system level database and software 
maintenance.  May act as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree or Master’s Degree and 9+ years of experience. 
 
6041 DATABASE DESIGN ENGINEER 1 
Assists in providing technical expertise for database design, implementation, information storage and retrieval, data flow and 
analysis.  Helps to develop software.  Responsible for developing a database structure that fits into the overall system and 
design.  Assists with recommendation and evaluates updates and new software.  Translates sets of requirements and data into 
useable documents. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  ENTRY LEVEL position. 
 
6042 DATABASE DESIGN ENGINEER 2 
Assists in providing technical expertise for database design, implementation, information storage and retrieval, data flow and 
analysis.  Helps to develop software.  Responsible for developing a database structure that fits into the overall system and 
design.  Assists with recommendation and evaluates updates and new software.  Translates sets of requirements and data into 
useable documents. 
Education and Experience:  Bachelor’s Degree and 2-5 years of experience. 
 
6043 DATABASE DESIGN ENGINEER 3 
Provides technical expertise for database design, implementation, information storage and retrieval, data flow and analysis.  
Develops software.  Responsible for developing a database structure that fits into the overall system and design.  Assists with 
recommendation and evaluates updates and new software.  Translates sets of requirements and data into useable documents. 
Education and Experience:  Bachelor’s Degree or Master’s Degree and 5-7 years of experience.  
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6044 DATABASE DESIGN ENGINEER 4 
Provides technical expertise for database design, implementation, information storage and retrieval, data flow and analysis.  
Develops software.  Responsible for developing a database structure that fits into the overall system and design.  Provides 
recommendations and evaluates updates and new software.  Translates sets of requirements and data into useable documents. 
May act as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree or Master’s Degree and 7-9 years of experience. 
 
6045 DATABASE DESIGN ENGINEER 5 
Provides technical expertise for database design, implementation, information storage and retrieval, data flow and analysis.  
Develops software.  Responsible for developing a database structure that fits into the overall system and design.  Provides 
recommendations and evaluates updates and new software.  Translates sets of requirements and data into useable documents.  
May act as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree or Master’s Degree and 9+ years of experience. 
 
6049 DATABASE DESIGN ENGINEERING MANAGER 1 
Responsible for the management of the Database Design Engineering function.  Organizes project and task workloads and 
selects individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress 
according to technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under 
direction.  This is the second level of management. Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science or equivalent experience.  A minimum 
of 8 years applicable database design engineering experience, including supervision/management experience. 
 
6097 COMPUTER OPERATIONS SUPERVISOR 
Supervises the activities and staff involved in operating a computer operations section or shift.  Coordinates and supervises 
activities such as equipment scheduling, production control, data libraries, teleprocessing, and similar operations.  Supervises 
the set-up, operation and monitoring of a wide variety of computer and data processing equipment and associated peripherals 
in the production of reports, studies and analyses.  Prepares work schedules, controls work flows, provides technical guidance 
and operational assistance to data processing staff and coordinates the major aspects of computer operations as assigned.  
Assigns staff to insure optimum effectiveness and monitors performance.  Prepares and analyzes operational data, logs, and 
reports on operating efficiency and utilization.  Recommends methods and practices to minimize costs, insure optimum output 
and maintain quality.  Monitors data security and integrity procedures.  Trains, instructs, and orients staff in proper procedures, 
operations, and methods.  Typically manages the day-to-day workflow of subordinate workers. 
Education and Experience:  Formal training in data processing techniques including operational training on computer systems 
and associated peripherals is required.  Normally requires 5 years of increasingly responsible experience with exposure to the 
direction of others. 
 
6098 COMPUTER OPERATIONS MANAGER 1 
Plans, organizes, and controls the activities of staff involved in operating the computer center activities of the Data Processing 
function, including computer operations, data entry, production control, equipment scheduling, data libraries and teleprocessing 
systems.  Organizes and controls all computer operations activities necessary for timely, accurate and efficient processing of 
computerized information.  Establishes detailed schedules for equipment utilization and production of computerized information.  
Assigns staff to ensure optimum effectiveness.  Reviews operational data, logs and reports on operating efficiency and utilization.  
Recommends and implements programs to minimize costs, ensure optimum output and maintain quality.  Reviews and evaluates 
equipment and supply needs.  Analyzes available capabilities and prepares recommendations accordingly.  Controls the integrity 
and security of all data files received, utilized, processed, and produced by computer operations personnel.  This is typically the 
first level of management in this job family.  May manage employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in computer science, related field or equivalent experience, and 5 years of 
computer operations experience including supervisory responsibilities. 
 
6102 LAN ASSISTANT 2 
Under limited supervision, performs some moderately complex tasks in conjunction with operating small local area networks 
with multiple users for a section or department of the company.  Responsibilities include maintaining one or more file server 
computers, setting up individual users' computers/workstations on a network, setting up network peripheral devices, 
administering network security, backing up file server data files/disks, installing software, and performing minor server 
maintenance.  Coordinates with the company's IT Department on higher level technical issues such as network problems and 
administration procedures.  In many cases this position may report to the IT Department, but be physically located in a user 
department.  Excludes trainees. 
Education and Experience:  Technical training equivalent to 2 years of applicable experience. 
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6103 LAN ASSISTANT 3 
Under general supervision, performs more complex tasks in conjunction with operating multiple small and/or large local area 
networks with multiple users for a selection or department of the company.  Responsibilities include maintaining multiple file 
server computers (often in different locations within a facility), setting up individual users' computers/workstations on a network, 
setting up network peripheral devices, administering network security, backing up file server data files/disks, installing software, 
and performing minor to moderately complex server maintenance.  Coordinates with the company's IT Department on higher 
level technical issues such as network problems and administration procedures.  In many cases this position may report to the 
IT Department, but be physically located in a user department. 
Education and Experience:  Technical training equivalent to 2 years of technical trade school or military technical school and 
at least 4 years of applicable experience.  Incumbents typically possess 8-10 years of related experience. 
 
6105 LAN ADMINISTRATOR 
Performs professional level tasks in conjunction with operating multiple large local area networks with multiple users for a section 
or department of the company.  Responsibilities may include assisting with designing of network layouts, maintaining multiple 
file server computers (often in different locations within a facility), setting up network peripheral devices, administering network 
security, and performing minor to moderately complex server maintenance, and assisting user departments with resolving 
technical network problems.  May coordinate with the company's IT Department, but be physically located in a user department. 
Education and Experience:  Bachelor’s Degree in Computer Science or related field or equivalent combination of technical 
training and experience.  Incumbents typically possess over 6-8 years of related experience. 
 
6122 NETWORK SYSTEMS ANALYST/ENGINEER 2 
Analyzes local and wide area network systems, including planning, designing, evaluating, selecting operating systems and 
protocol suites and configuring communication media with concentrators, bridges and other devices.  Resolves interoperability 
problems to obtain operations across all platforms including e-mail, files transfer, multimedia, teleconferencing and other formats 
or media.  Configures systems to user environments.  Supports acquisition of hardware and software as well as subcontractor 
services as needed. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience, and 2 years of related network systems engineering experience. 
 
6123 NETWORK SYSTEMS ANALYST/ENGINEER 3 
Analyzes local and wide area network systems, including planning, designing, evaluating, selecting operating systems and 
protocol suites and configuring communication media with concentrators, bridges and other devices.  Resolves interoperability 
problems to obtain operations across all platforms including e-mail, files transfer, multimedia, teleconferencing and other formats 
and media.  Configures systems to user environments.  Supports acquisition of hardware and software as well as subcontractor 
services as needed. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience, and 5 years of related network systems engineering experience. 
 
6124 NETWORK SYSTEMS ANALYST/ENGINEER 4 
Analyzes complex local and wide area network systems, including planning, designing, evaluating, selecting operating systems 
and protocol suites and configuring communication media with concentrators, bridges and other devices.  Resolves difficult 
interoperability problems to obtain operation across all platforms including e-mail, files transfer, multimedia, teleconferencing 
and other formats and media.  Configures systems to user environments.  Supports acquisition of hardware and software as 
well as subcontractor services.  May act as a technical project leader or provide work leadership for lower level employees.  
Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience, and 8 years of progressively responsible network systems engineering experience. 
 
6125 NETWORK SYSTEMS ANALYST/ENGINEER 5 
Analyzes complex local and wide area network systems, including planning, designing, evaluating, selecting operating systems 
and protocol suites and configuring communication media with concentrators, bridges and other devices.  Resolves difficult 
interoperability problems to obtain operation across all platforms including e-mail, files transfer, multimedia, teleconferencing 
and other formats and media.  Configures systems to user environments.  Supports acquisition of hardware and software as 
well as subcontractor services.  May act as a technical project leader or provide work leadership for lower level employees.  
Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience, and 11 years of progressively responsible network systems engineering experience. 
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6128 NETWORK SYSTEMS ENGINEERING MANAGER 1 
Responsible for the direct supervision of the Network Systems Engineering/Analysis staff.  Reviews and prioritizes network needs 
and analyzes project costs and feasibility.  Develops network systems analysis standards and methodology consistent with 
technical requirements.  Schedules staff to obtain proper response in a timely manner.  Reviews recommendations for network 
improvement.  Responsible for the employment, training and discipline of assigned employees.  This is typically the first level of 
management.  May manage employees directly or through supervisors/leads.  Excludes Working Leads.  Title may be Supervisor 
or Manager, depending on size of company and department. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, Management Information Systems, 
a related field or equivalent experience.  A minimum of 5 years of Network Systems Engineering experience, including 
supervision/management experience. 
 
6129 NETWORK SYSTEMS ENGINEERING MANAGER 2 
Responsible for the management of the Network Systems Engineering/Analysis function.  Reviews and prioritizes network needs 
and analyzes project costs and feasibility.  Develops network systems analysis standards and methodology consistent with 
technical requirements.  Schedules staff to obtain proper response in a timely manner.  Reviews recommendations for network 
improvement.  This is the second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, Management Information Systems, 
a related field or equivalent experience.  A minimum of 8 years of network systems engineering experience, including 
supervision/management experience. 
 
6141 TELECOMMUNICATIONS/NETWORK TECHNICIAN 1 
Telecommunications technicians, under close direction, configure, implement, and maintain voice, data and network 
communications systems.  Monitors communications performance using visual, diagnostic equipment, status indicator checking 
methods, etc., to locate problems.  Utilizes electronic and telephone equipment and tools.  Responds to local area network (LAN) 
and wide area network (WAN) user requests for system upgrades and changes.  May support, from a maintenance standpoint, 
various systems needs of electronic mail, message centers, or other computer automated communications systems.  Interfaces 
with vendors on new technology and system updates. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and 0-1 year of related experience; 
or an equivalent combination of related training and experience.  Incumbents typically possess 0-3 years of related experience. 
 
6142 TELECOMMUNICATIONS/NETWORK TECHNICIAN 2 
Telecommunications technicians, under routine direction, configure, implement, and maintain voice, data and network 
communications systems.  Monitors communications performance using visual, diagnostic equipment, status indicator checking 
methods, etc., to locate problems.  Utilizes electronic and telephone equipment and tools.  Responds to local area network (LAN) 
and wide area network (WAN) user requests for system upgrades and changes.  May provide maintenance support for various 
systems such as electronic mail, message centers, or other computer-automated communications systems.  Interfaces with 
vendors on new technology and system updates. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or an equivalent combination of related training and experience.  Incumbents typically possess 4-6 years of related 
experience. 
 
6143 TELECOMMUNICATIONS/NETWORK TECHNICIAN 3 
Telecommunications technicians, under general direction, configure, implement, and maintain voice data and network 
communications systems.  Assists supervisors and communications engineers/analysts in planning and designing 
communications systems.  Monitors communications performance using visual, diagnostic equipment, status indicator checking 
methods, etc., to locate problems.  Utilizes electronic and telephone equipment and tools.  Responds to local area network (LAN) 
and wide area network (WAN) user requests for system upgrades and changes.  May provide maintenance support for various 
systems such as electronic mail, message centers, or other computer-automated communications systems.  Interfaces with 
vendors on new technology and system updates. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or an equivalent combination of related training and experience.  Incumbents typically possess over 8-10 years of 
related experience. 
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6144 TELECOMMUNICATIONS/NETWORK TECHNICIAN 4 
Telecommunications technicians, under liberal direction, configure, implement, and maintain complex voice, data and network 
communications systems.  These technicians assist supervisors and communications engineers/analysts in planning and 
designing of complex communications systems.  Monitors communications performance using visual, diagnostic equipment, 
status indicator checking methods, etc., to locate problems.  Utilizes electronic and telephone equipment and tools.  Responds 
to local area network (LAN) and wide area network (WAN) user requests for system upgrades and changes.  May provide 
maintenance support for various systems such as electronic mail, message centers, or other computer-automated 
communications systems.  Interfaces with vendors on new technology and system updates. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or an equivalent combination of related training and experience.  Incumbents typically possess over 10-12 years of 
related experience. 
 
6221 WEB TECHNICAL DEVELOPER 1 
Designs and builds web pages using a variety of software applications, techniques and development tools.  Develops user 
interface features, site animation and special effects.  Coordinates with web content developers and graphics designers to ensure 
that needs are technically feasible.  Provides technical site maintenance and advice on issues related to animation, search engine 
techniques, link integrity, navigation, browsers, graphics, and other technical web developments.  Develops code using web-
based programming languages.  Performs functionality and navigation testing.  Prepares technical documentation. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 1-2 years 
of related experience.   Provides technical support, and administration of the software infrastructure for the implementation and 
maintenance of company’s web sites.  Requires basic knowledge of web activities, internet techniques, tools, code, animation, browsers 
and basic design related applications. 
 
6222 WEB TECHNICAL DEVELOPER 2 
Builds, deploys and maintains Web Site pages.  Develops and improves site navigation.  Coordinates with web content developers 
and graphics designers to ensure that needs are technically feasible.  Provides technical site maintenance, consultation on issues 
related to animation, search engine techniques, link integrity, navigation, browsers, graphics, and other technical web 
developments.  Develops code using web-based programming languages.  Prepares technical documentation. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 3-5 years 
of related experience.  Provides technical consultation, planning, and administration of the software infrastructure and technical 
support for the implementation and maintenance of company’s web sites.  Requires advanced knowledge of web activities, techniques, 
tools, code, animation, browser and design related applications.  May require graphics design skills. 
 
6223 WEB TECHNICAL DEVELOPER 3 
Builds, deploys and maintains Web Site pages.  Develops and improves site navigation.  Consults with web content developers 
to ensure that complex needs are technically feasible.  Provides technical site maintenance, consultation on issues related to 
animation, search engine techniques, link integrity, navigation, browsers, graphics, and other technical web developments.  
Design web architecture.  Ensures functionality.  Develops functionality and navigation testing standards.  May provide project 
leadership. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5- 8 years 
of related experience.  Provides technical consultation, planning, and administration of the software infrastructure and technical 
support for the implementation and maintenance of company’s web sites.  Requires extensive and in-depth knowledge of web activities, 
techniques, tools, code, animation, browser and design related applications. 
 
6228 WEB TECHNICAL DEVELOPMENT MANAGER 1 
Responsible for the successful development, implementation, functionality, maintenance, and development of company web 
site.  Tracks and analyzes user trends and traffic.  Plans, develops and implements site architecture.  Organizes project and task 
workloads, and selects/assigns staff most qualified for specific projects.  Directs the function to ensure progress according to 
objectives, within budgetary and schedule guidelines.  This is typically the first level of management in this job family.  May 
manage directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
related experience.  Advanced knowledge of a wide variety of web support tools and applications.  Strong web support/maintenance 
skills and capabilities. 
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6261 PC SUPPORT TECHNICIAN (IN-HOUSE) 
Provides first-line support to company employees to resolve computer software and hardware problems.  Provides routine 
analysis and problem solving of network or PC software, hardware or peripherals.  Contacts and coordinates with hardware or 
software vendors for service if necessary.  Installs computer hardware, software and peripherals for new employees or for 
employee relocations.  Installs new software packages and upgrades.  May control password assignment.  May aid in the 
development of system documentation and procedure manuals as required.  May facilitate and conduct training sessions for 
company employees in the operation of software/hardware systems. 
Education and Experience:  Associate’s Degree in Computer Science or equivalent technical training plus up to 2 years of 
related experience or training, or equivalent combination of education and experience.  Knowledge of company database and 
software programs desirable. 
 
6271 MIS/HELP DESK COORDINATOR 1 
Under close supervision, responsible for screening, referring and diagnosing internal inquiries and work requests as they relate 
to maintenance of computers and related systems.  May assist in performing minor troubleshooting to identify applicable 
problems relating to hardware, applications software and basic network communications.  Work assignments are routine in 
nature where limited judgment is required and standard resolutions are available.  Normally receives detailed instructions on all 
work.  Entry level position. 
Education and Experience:   General knowledge of a wide variety of software, hardware and PC operating systems is 
preferred. 
 
6272 MIS/HELP DESK COORDINATOR 2 
Under limited supervision, responsible for screening, referring and diagnosing internal inquiries and work requests as they relate 
to maintenance of computers and related systems.  Performs troubleshooting and diagnostic routines to identify problems 
relating to hardware application software and network communications.  Work assignments are semi-routine in nature where 
ability to recognize deviation from accepted practice is required.  Normally receives general instructions on routine work and 
detailed instructions on new assignments.  Intermediate level position. 
Education and Experience:   Requires a minimum of 2 years of experience with a wide variety of software, hardware and PC 
operating systems. 
 
6273 MIS/HELP DESK COORDINATOR 3 
Under minimal supervision, responsible for screening, and referring and diagnosing internal inquiries and work requests as they 
relate to maintenance of computers and related systems.  Performs major troubleshooting and diagnostic routines to identify 
problems relating to hardware applications software and network communications.  Work assignments are moderately complex 
in nature where judgment is required to resolve problems and recommend resolution.  May determine methods and practices 
on moderate problems.  Does not normally require instructions on routine work.  May receive general instructions on new 
assignments.  Senior level position. 
Education and Experience:  A minimum of 4 years of broad working knowledge and experience on a wide variety of software, 
hardware and PC operating systems. 
 
6311 APPLICATIONS PROGRAMMER/ANALYST 1 
As directed, participates in conducting analysis, design and implementation of computer based information systems to meet 
specified design requirements and specifications.  Investigates standard system applications, assists in the analysis of system 
specifications and program coding.  May participate in systems software development and maintenance.  Translates detailed 
design specifications into computer program instructions, debugs routine programs, prepares systems test data and prepares 
program documentation.  Modifies, maintains, and updates existing programs of a standard nature.  Coordinates with system 
users to determine final objectives, desired reports, historical data to be preserved, data sources and other specifics.  Reviews 
potential application of computer programs to user need and prepares feasibility studies to evaluate requirements for new or 
revised programs.  Participates in the preparation of detailed systems design specifications to meet defined requirements.  
Prepares block diagrams, over-all flow charts, statements of program objectives and associated documentation.  Designs and 
applies standard logic for individual applications programs and writes program instructions in a high level program language 
and/or machine level languages.  Assists in the preparation of supporting procedures, forms and documentation. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  Excludes 
programmer trainees. 
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6312 APPLICATIONS PROGRAMMER/ANALYST 2 
Conducts and coordinates the analysis, design and implementation of computer based information systems to meet user 
requirements.  Plans and directs preliminary studies of potential electronic data processing applications and prepares design 
proposals to reflect costs, time and alternative actions to satisfy existing and future needs of the corporation.  Participates in 
systems software development and maintenance as required.  Conducts detailed analysis of defined systems specifications and 
develops all levels of block diagrams and flow charts.  Assists in the preparation of costs analyses and justifications of data 
processing systems.  Develops conversion and system implementation plans.  Conducts a full range of programming tasks 
including program design, program coding, debugging and documentation for a variety of general applications programs 
including data manipulation, input and output routines reflecting a variety of equipment configurations.  Programs logical 
interfaces and applies techniques for efficient program logic and data manipulation.  Develops operator and control instructions; 
maintains and updates existing programs of a non-routine nature.  Conducts systems programming and support activities such 
as new or revised segments of language codes or processing.  Monitors effective hardware utilization, reviews system logic for 
optimum throughput.  Work frequently includes program maintenance and error detection/correction of existing 
codes/languages and/or revisions to systems documentation. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 2 years of 
systems analysis/programming activities in a business environment. 
 
6313 APPLICATIONS PROGRAMMER/ANALYST 3 
Plans, conducts, and coordinates the application of information system techniques to existing and future needs.  Performs 
complex systems analysis and programming tasks requiring advanced techniques.  Provides technical advice and consultation 
on difficult analysis and programming problems requiring advanced techniques.  Participates in systems development and 
maintenance.  Conducts analysis of complex data processing applications and prepares feasibility studies to evaluate user needs 
for new or revised systems.  Coordinates the interfaces between major systems and programs.  Activities include the 
conceptualization, development and implementation of complex program designs.  Often responsible for achieving operational 
status within required time parameters and with acceptable operating performance.  Defines system objectives and prepares 
systems design specifications to meet user requirements and satisfy interface problems.  Investigates available hardware and 
software configurations and capabilities; recommends optimal system to meet applications objectives.  Aids in developing 
programming, systems analysis and documentation standards.  Prepares cost analysis and justification of data processing 
systems.  Presents recommendations to management.  Prepares and conducts comprehensive system and programming tests.  
Debugs malfunctions and modifies programs accordingly.  Recommends system software modifications or changes to hardware 
configurations.  May provide project leadership to lower level staff. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
systems analysis/programming in a business environment. 
 
6314 APPLICATIONS PROGRAMMER/ANALYST 4 
Plans, conducts and coordinates the application of state-of-the art information processing techniques to existing and future 
needs.  Performs complex systems analysis and programming tasks requiring advanced techniques on the forefront of 
technology.  Acts as senior consultant for lower staff, providing technical advice and consultation on complex analysis and 
programming applications.  Reviews and evaluates feasibility studies and prepares recommendations based on in-depth 
knowledge of problem and the capabilities of potential approaches.  Provides analytical support in the conceptualization, 
development and implementation of multiple, interlinked systems and programs.  Generally responsible for the achievement of 
operational status within time parameters and with acceptable cost and operating performance.  Prepares complex cost analysis 
and justification for difficult systems and programming projects.  Generally acts as technical project leader for lower staff.  This 
is the highest level technical, non-supervisory individual contributor position in the programmer/analyst job family. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 8 years of 
increasingly complex business programming experience in a business environment is required. 
 
6318 APPLICATIONS PROGRAMMING MANAGER 1 
Plans, organizes, and controls the activities and staff involved in the analysis and programming of new or revised data processing 
applications.  Responsible for the conduct and preparation of feasibility studies for new data processing applications or revisions 
to existing systems.  Prepares system development cost estimates, budgets and schedules.  Coordinates the activities for project 
organization, definition, scheduling and staffing in direct liaison with management of the user department.  Prepares and 
presents project proposals to management and user departments.  Establishes programming standards and program 
documentation requirements.  Provides technical guidance to subordinate programmer analysts.  Reviews current status of 
applications programs and prepares recommendations for system improvements.  Monitors design progress and prepares reports 
on applications projects.  This is typically the first level of management in this job family.  May manage employees directly or 
through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in computer science, a related field or equivalent experience, and 5 years of 
experience in programming, systems design and data processing, including project leader or supervisory responsibilities.
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6341 SOFTWARE/SYSTEMS PROGRAMMER 1 
As directed, assists in the conduct of the analyses, design and implementation of software/systems technical support and 
operating system capabilities.  Assignments are generally under the direction of high level systems programmers.  Assists in 
coding and maintaining utilities, job control language, compilers and system software of a routine nature.  Modifies, maintains 
and updates existing software of a standard nature.  Reviews potential applications and interfaces of hardware and software.  
Prepares elemental feasibility studies to evaluate requirements for new or revised systems software.  Participates in the design 
of detailed systems design specifications to meet defined requirements.  Prepares block diagrams, overall flow charts, statements 
of program objectives and associated documentation.  Conducts tests of revised or newly developed systems software to collect 
operating data and identify operating characteristics.  Excludes Applications Programmers. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  Working 
knowledge of a high level or machine level language is desirable.  Excludes programmer trainees without required academic 
preparation. 
 
6342 SOFTWARE/SYSTEMS PROGRAMMER 2 
Under general direction, supports the analysis, design and implementation of software/systems technical support and operating 
system development.  Conducts systems programming and support activities such as new or revised segments of language 
codes or processing routines.  Monitors effective language codes or processing routines.  Monitors effective hardware utilization, 
applying efficient data base management techniques.  Develops system logic to achieve optimum throughput.  Modifies, 
maintains and updates complex software.  Develops operator and control instructions.  Prepares and conducts system and 
programming tests which may require the interfacing of diverse hardware and software.  Reviews potential applications and 
designs hardware/software interfaces.  As directed, prepares feasibility studies and designs tests to determine operating 
characteristics of software.  Conducts a variety of programming tasks including program design, program coding, debugging, 
and documentation for software/systems and applications programs.  Assignments are generally of a difficult technical nature 
and may involve project leadership activities.  May provide technical direction to lower level programming staff members.  
Excludes Applications Programmers. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 3 years of 
systems/software programming activities in a business environment. 
 
6343 SOFTWARE/SYSTEMS PROGRAMMER 3 
Plans, conducts, and coordinates the analysis, design and implementation of software systems technical support and operating 
system development.  Assignments are generally of a complex technical nature requiring the conceptualization, development 
and application of new techniques.  Coordinates the conception and development of new systems programming activities to 
determine requirements for new or revised program languages, processing routines, report generators, program generated 
word processing systems and other results.  Monitors effective hardware utilization, applying efficient data base management 
techniques.  Reviews system logic for optimum throughput.  Modifies, maintains, and updates complex software.  Reviews the 
development of operator and control instructions.  Prepares and conducts comprehensive system and programming tests which 
require the interfacing of diverse hardware and software.  Reviews systems software to ensure upward compatibility.  Reviews 
potential applications and designs hardware/software interfaces.  Prepares feasibility studies and designs tests to determine 
operating characteristics of software.  Conducts a full range of programming tasks including program design, program coding, 
debugging and documentation for a wide variety of software/systems and applications programs.  Provides technical direction 
to lower level programming problems.  Coordinates project efforts of subordinate staff through assignment and review of project 
progress.  Excludes Applications Programmers. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
systems/software programming activities in a business environment with a comprehensive knowledge of software applications. 
 
6344 SOFTWARE/SYSTEMS PROGRAMMER 4 
Plans, conducts and coordinates the application of state-of-the-art information processing techniques in the analysis, design and 
implementation of software systems technical support and operating system development.  Assignments are of a complex nature 
on major software design and development projects that require the application and/or generation of new technologies and 
concepts.  The characteristics of work at this level involve a broad knowledge of the software systems development field and 
require extensive independent judgment, creativity and decision making.  Generally acts as technical project leader for lower 
staff.  This is the highest level technical, non-supervisory individual contributor position in the software/systems programming 
job family.  Excludes Applications Programmers. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 8 years of 
increasingly complex systems programming experience is required. 
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6348 SOFTWARE/SYSTEMS PROGRAMMING MANAGER 1 
Plans, organizes and controls the activities and staff involved in developing the technical support, software/systems programming 
and operating system capabilities for the data processing facility in order to assure the interfacing of software systems with 
hardware configuration and applications system requirements.  Responsible for the development and implementation of system 
software and technical requirements such as operating systems, compilers, utility programs and other projects.  Establishes 
systems programming standards and program documentation requirements. Provides technical guidance and consultation on 
operating system problems and peculiarities.  Reviews current status of software support systems and prepares 
recommendations for system improvements.  Monitors design progress and prepares reports for design projects.  This is typically 
the first level of management in this job family.  May manage employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
experience in systems programming and data processing including project leader or supervisory responsibilities. 
 
6351 SYSTEMS ANALYST 1 
As directed, assists in performing routine analysis and systems design of a limited nature.  Gathers information from user for 
analysis of problem areas and prepares elementary feasibility studies.  Assists in preparation of system specifications.  Prepares 
simple functional process charts describing existing and proposed operations and routine logic flow charts of basic systems.  
May prepare detailed record layouts from specifications provided by others.  May conduct elementary forms design and layout 
activities.  Guidance from others is readily available. 
Education and Experience:  Bachelor’s Degree in management, information systems, computer sciences, a related field or 
equivalent experience.  Entry level position, incumbent typically has 0-2 years of work related experience.  Excludes trainees 
without commensurate combination of academic preparation and experience. 
 
6352 SYSTEMS ANALYST 2 
Under general supervision, performs analysis and systems design for a variety of applications.  Analyzes procedures and systems 
to refine their formulation and convert to programmable formats.  Gathers information from user for analysis of problem areas.  
Participates in or may plan and conduct preliminary studies of potential data processing applications and prepares design 
proposals to reflect cost, time and alternative actions to satisfy existing and future needs.  Develops detailed system 
specifications for conversion to programming language by staff programmers. Recommends conversion and system 
implementation plans including user training and orientation.  Proceeds on own initiative for most phases of work and only 
requires general direction for new activities. 
Education and Experience:  Bachelor’s Degree in management, information systems, computer sciences, a related field or 
equivalent experience.  Intermediate level position, incumbent typically has 2-5 years of work related experience. 
 
6353 SYSTEMS ANALYST 3 
Under general direction, analyzes and evaluates user requirements.  Coordinates with user to define problem, data availability, 
report requirements and resolve systems design problems.  Activities include the conceptualization, development and 
implementation of complex systems.  Often responsible for achieving operational status within required time parameters and 
with acceptable operating performance.  Defines systems objectives and prepares system design specifications to meet user 
requirements and satisfy interface problems.  Formulates logical statements of user requirements and develops solutions 
involving data processing systems of an electronic or manual nature through application of systems and methods engineering 
techniques.  Analyzes alternative means of deriving input data to select the most accurate, feasible and economical methods.  
Defines input and output file specifications including file organization.  Defines controls, conversion procedures and system 
implementation plans including user training and orientation.  May provide project leadership to lower level staff. 
Education and Experience:  Bachelor’s Degree in management, information systems, computer sciences, a related field or 
equivalent experience.  Career level position, incumbent typically has 5-8 years of work related experience. 
 
6354 SYSTEMS ANALYST 4 
Analyzes and evaluates major systems project requirements of considerable complexity requiring a thorough understanding of 
all parameters affecting and interfacing with the system.  Reviews user requirements and provides direction in the identification 
of problem and potential resolution.  Provides analytical support in the conceptualization, development and implementation of 
complex, multiple, inter-linked systems.  Generally responsible for the achievement of operational status within time parameters 
and with acceptable cost and operating performance.  Defines system objectives and prepares system design specifications to 
meet user requirements and satisfy interface problems.  Formulates logical statements of user requirements and develops 
solutions through application of systems and methods engineering techniques.  Reviews alternate approaches and selects 
appropriate methodology.  Generally acts as technical project leader for lower staff.  This is the highest level technical non-
supervisory individual contributor position in the systems analyst job family. 
Education and Experience:  Bachelor’s Degree in management, information systems, computer sciences, a related field or 
equivalent experience.  Specialist level position, incumbent typically has 8 or more years of increasingly complex systems analysis 
experience.  
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6358 SYSTEMS ANALYSIS MANAGER 1 
Plans, organizes and controls the activities and staff involved in conducting systems analysis activities which review user needs, 
analyze project costs and feasibility and recommends appropriate automatic data processing or other solutions.  Responsible for 
the development of systems analysis standards and methodology consistent with technical requirements.  Provides technical 
guidance and consultation on complex applications.  Schedules systems analysis staff to obtain proper response in timely 
manner.  Reviews recommendations for system improvement.  Monitors progress and reports to management.  This is typically 
the first level of management in this job family.  May manage employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years in 
data processing and systems analysis including project leader or supervisory responsibilities. 
 
6401 SOFTWARE/SYSTEMS DESIGN ENGINEER 1 
Performs professional level software/systems design engineering assignments in support of basic design efforts in the 
development of computer systems hardware and software.  Assists in the design, development, and implementation of software 
engineering applications, in analysis and investigation of software engineering project tasks, the definition of limited design 
specifications and parameters, development and application of standard routines and utility programs, resolution of 
hardware/software compatibility and interface design considerations, analysis of system architecture requirements and 
structures.  Assignments are well defined and of moderate scope and technical complexity, where technical supervision provides 
an outline of the tasks to be performed and suggestions as to methods of approach and procedure to be followed.  NOTE:  
Excludes those whose duties primarily involve applications programming responsibilities. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  This is the 
entry level to the professional software/systems design engineering family. 
 
6402 SOFTWARE/SYSTEMS DESIGN ENGINEER 2 
Performs professional level software/systems design engineering assignments of wide complexity under general direction and 
with considerable discretion as to work details in the design and development of computer systems hardware and software.  
Following general guidelines and accepted technical approaches performs tasks in the design, development, and implementation 
of non-routine software engineering applications, the analysis and investigation of major software engineering project tasks, 
the definition of design specifications and parameters, development and application of major routines and utility programs, 
resolution of difficult hardware/software compatibility and interface design considerations, analysis of system architecture 
requirements and structure.  Assignments are defined in terms of general objectives and are of diverse scope and moderate 
technical complexity.  May assign work to lower level technical support employees.  NOTE:  Excludes those whose duties primarily 
involve applications programming. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 2-5 years 
of applicable software/systems design engineering experience, or less than 2 years of applicable experience with Master’s 
Degree. 
 
6403 SOFTWARE/SYSTEMS DESIGN ENGINEER 3 
Performs complicated and difficult software/systems design engineering assignments under general supervision requiring a high 
degree of technical competence reflecting current state-of-the-art applications.  Duties include full technical responsibility for 
planning, organizing, and conducting technical projects in the design and development of computer systems hardware and 
software.  Conceives and plans projects involving the assessment of basic architecture and current hardware limitations, 
definition and selection of new concepts and approaches, design, development and implementation of non-routine major 
software engineering applications, the analysis and investigation of major software engineering project tasks, the definition of 
complex design specifications and parameters, development and application of major routines and utility programs, resolutions 
of difficult hardware/software compatibility and interface design considerations, analysis of system architecture requirements 
and structures.  Conducts independent technical investigations in software/systems design.  Coordinates and consolidates design 
efforts on major project(s).  Prepares design specifications, analysis and recommendations for presentation and approval.  May 
provide technical guidance to lower level engineers and design support personnel.  NOTE:  Excludes those whose duties primarily 
involve applications programming. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 or more 
years of applicable software/systems design engineering experience, or 2-5 years of applicable experience with Master’s Degree, 
or 0-2 years of applicable experience with a Doctoral Degree. 
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6404 SOFTWARE/SYSTEMS DESIGN ENGINEER 4 
Develops and applies advanced software/systems methods, theories and research techniques in the investigation and solution 
of complex and advanced technical problems.  May plan, conduct and technically direct projects or major phases of significant 
projects, coordinating the efforts of technical support staff in the performance of assigned projects.  Analyzes, evaluates and 
plans method of approach and organizes means to achieve solution of complex technical problems.  Conducts investigations 
and tests of considerable complexity.  Reviews literature, patents and current practices relevant to the solution of assigned 
projects.  Reviews projects progress and evaluate results.  Recommends corrections in technical applications and analysis.  
Specifies materials, equipment and supplies required for completion and implementation of technical projects.  Evaluates vendor 
capabilities to provide required products or services.  May provide technical consultation to technical staff or other organizations.  
NOTE:  Excludes those whose duties primarily involve applications programming. 
Education and Experience:  Master’s Degree in Computer Science, a related field or equivalent experience, and 8 or more 
years of progressively complex technical experience involving the latest state-of-the-art techniques. 
 
6405 SOFTWARE/SYSTEMS DESIGN ENGINEER 5 
Develops and applies advanced software/systems methods, theories, and research techniques in the investigation and solution 
of complex and advanced technical problems requiring the expert application of advanced knowledge.  Plans, conducts and 
technically directs projects or major phases of significant projects, coordinating the efforts of technical support staff in the 
performance of assigned projects.  Analyzes, evaluates, and plans method of approach and organizes means to achieve solution 
of complex technical problems.  Establishes and defines the theoretical basis and principles which should apply, the empirical 
test procedures to be used and the estimated time, expenses and manpower for completion.  Conducts investigations and tests 
of considerable complexity.  Reviews literature, patents, and current practices relevant to the solution of assigned projects.  
Reviews projects progress and evaluate results.  Recommends corrections in technical applications and analysis.  Specifies 
materials, equipment, and supplies required for completion and implementation of technical projects.  Evaluates vendor 
capabilities to provide required products or services.  Provides technical consultation to technical staff or other organizations.  
NOTE:  This is the highest individual contributor level within the organization.  Incumbents are normally widely recognized for 
their achievements, technical expertise and meritorious standing within their professional field.  Work at this level is normally 
on the forefront of new technologies.  Excludes those whose duties are primarily involve applications programming. 
Education and Experience:  Normally requires a Master’s Degree in Computer Sciences, Engineering, Mathematics or 
equivalent experience, and 10 or more years of progressively complex technical experience involving the latest state-of-the-art 
applications and techniques. 
 
6408 SOFTWARE/SYSTEMS DESIGN ENGINEERING MANAGER 1 
Responsible for the management of the Software/Systems Design Engineering function.  Organizes project and task workloads 
and selects individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress 
according to technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under 
direction.  This is typically the first level of management in this job family.  May manage employees directly or through 
supervisors/leads. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science or equivalent experience.  A minimum 
of 5 years of applicable software/systems design engineering experience, including supervision/management experience. 
 
6411 SOFTWARE QUALITY ASSURANCE ENGINEER 1 
Responsible for the implementation of a software quality assurance program in support of basic software applications.  Assists 
in establishing software quality standards for life cycle, documentation, development methods, testing and maintenance.  Helps 
specify functional and nonfunctional software requirements.  May assist in establishing quantitative measurements and 
techniques for measuring software quality.  Uses established software test standards and methods and conducts software tests. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 0-2 years 
of related experience in software development, quality assurance and testing. 
 
6412 SOFTWARE QUALITY ASSURANCE ENGINEER 2 
Responsible for the implementation of a software quality assurance program in support of software applications.  Participates 
in establishing software quality standards for life cycle, documentation, development methods, testing and maintenance.  
Specifies functional and nonfunctional software requirements.  Assists in establishing quantitative measurements and techniques 
for measuring software quality.  Helps establish software test standards and methods and conducts software tests. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 2 years of 
related experience in software development, quality assurance and testing. 
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6413 SOFTWARE QUALITY ASSURANCE ENGINEER 3 
Responsible for the implementation of a software quality assurance program in support of highly complex software applications.  
Establishes software quality standards for life cycle, documentation, development methods, testing and maintenance.  Specifies 
functional and nonfunctional software requirements.  Establishes quantitative measurements and techniques for measuring 
software quality.  Establishes advanced software test standards and methods and conducts complex software tests.  Reviews 
and evaluates software quality assurance products and services for applicability to in-house needs.  May provide work leadership 
for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
related experience in software development, quality assurance and testing. 
 
6414 SOFTWARE QUALITY ASSURANCE ENGINEER 4 
Responsible for the implementation of a software quality assurance program in support of highly complex software applications.  
Establishes software quality standards for life cycle, documentation, development methods, testing and maintenance.  Specifies 
functional and nonfunctional software requirements.  Establishes quantitative measurements and techniques for measuring 
software quality.  Establishes software test standards and methods.  Conducts software tests and diagnostics of a complex 
nature.  Reviews and evaluates outside software quality assurance products and services for applicability to present or future 
testing requirements.  May work with applications programmers in the development of software.  May provide work leadership 
for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 8 years of 
related experience in software development, quality assurance and testing. 
 
6415 SOFTWARE QUALITY ASSURANCE ENGINEER 5 
Responsible for the implementation of the most advanced software quality assurance programs in support of highly complex 
software applications.  Establishes software quality standards for life cycle, documentation, development methods, testing and 
maintenance.  Specifies functional and nonfunctional software requirements.  Establishes quantitative measurements and 
techniques for measuring software quality.  Establishes software test standards and methods.  Conducts software tests and 
diagnostics of a complex nature.  Reviews and evaluates outside software quality assurance products and services for 
applicability to present or future testing requirements.  May work with applications programmers in the development of software.  
May provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities.  NOTE:  This is the 
highest individual contributor level within the software quality assurance job family. 
Education and Experience:  Master’s Degree or Bachelor’s Degree in Computer Science, a related field or equivalent 
experience, and 10 or more years of related experience in software development, quality assurance and testing. 
 
6418 SOFTWARE QUALITY ASSURANCE ENGINEERING MANAGER 1 
Responsible for the management of the Software Quality Assurance Engineering function.  Organizes project and task workloads 
and selects individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress 
according to technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under 
direction.  This is typically the first level of management in this job family.  May manage employees directly or through 
supervisors/leads. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science or equivalent experience.  A minimum 
of 5 years of applicable software quality assurance experience, including supervision/management experience. 
 
6421 SOFTWARE DEVELOPMENT ENGINEER 1 
Uses basic knowledge of software architecture to perform entry-level professional software development tasks associated with 
the modification, design, development, and debugging of software applications or operating systems.  Assignments are well 
defined and of limited scope and technical complexity, using standard procedures and techniques.  Guidance is readily available 
from other team members or management.  Schedules, milestones, and priorities are usually provided by management. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 0-1 year 
of relevant experience or equivalent.  This is the entry level to the professional software development engineering family. 
 
6422 SOFTWARE DEVELOPMENT ENGINEER 2 
Applies knowledge of software architecture to perform professional software development tasks associated with the modification, 
design, development, and debugging of software applications or operating systems.  Assignments are well defined and of 
moderate scope and technical complexity, where technical supervision provides an outline of the tasks to be performed and 
suggestions as to methods of approach and procedure to be followed.  Guidance is readily available from other team members 
or management.  Consults with team leader and/or management to develop schedules, milestones, and priorities. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 1-3 years 
of relevant experience or equivalent.  Typical incumbents may possess in excess of 5 years of actual related experience. 
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6423 SOFTWARE DEVELOPMENT ENGINEER 3 
Helps define and develop software architecture in software development tasks associated with the modification, design, 
development, and debugging of software applications or operating systems.  Assignments are of a complex nature and require 
technical sophistication, including the generation and use of new techniques.  Guidance is given in the form of general 
instructions on new assignments.  Ensures that schedules, milestones, and priorities are compatible with other department goals 
and projects.  May act as a team or project leader on smaller projects. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 3-5 years 
of relevant experience or equivalent.  Typical incumbents may possess in excess of 8 years of actual related experience. 
 
6424 SOFTWARE DEVELOPMENT ENGINEER 4 
Responsible for defining and developing software architecture for software development tasks associated with the modification, 
design, development, and debugging of software applications or operating systems.  Assignments are of a highly complex nature 
and require advanced technical knowledge, including the development of new techniques.  Projects may be proposed or initiated 
by the incumbent, and typically involve new products of significant value to the organization.  Has in-depth knowledge of client 
needs and competing products.  Ensures that schedules, milestones, and priorities are compatible with other department goals 
and projects.  May act as a team leader on medium to large-scale projects.  Provides leadership to other team members.  Serves 
as division resource in area(s) of technical expertise. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5-8 years 
of relevant experience or equivalent.  Typical incumbents may possess in excess of 10 years of actual related experience. 
 
6425 SOFTWARE DEVELOPMENT ENGINEER 5 
Performs professional software development tasks associated with the modification, design, development, and debugging of 
software applications or operating systems.  Assignments are of a highly complex or diverse nature, and require advanced 
technical knowledge, including the development of new or advanced techniques and methodologies.  Project assignments are 
often self-defined, and have large potential impact on organization success.  Has in-depth knowledge of client needs and/or 
competing products and technologies, and provides input into long-term company strategies.  Ensures that schedules, 
milestones, and priorities are compatible with other department goals and projects.  May act as a team leader on medium to 
large-scale projects.  Success or failure of projects typically entail a high level of risk to the organization and require cooperation 
across divisional lines.  Provides assistance and guidance to other department members.  Serves as a recognized company 
resource in area(s) of technical expertise.  Generally requires senior technical review of expertise and 
accomplishments for promotion to this level. 
Education and Experience:  Master’s Degree in Computer Science, a related field or equivalent experience, and 8 or more 
years of relevant experience or equivalent.  Typical incumbents may possess in excess of 12 years of actual related experience.  
Successful record of leading one or more important projects to completion is required. 
 
6426 SOFTWARE DEVELOPMENT ENGINEER 6 
Provides consultative software guidance and strategic, long-range direction associated with the modification, design, 
development, and debugging of software applications or operating systems.  Projects are typically of the most complex or 
diverse nature, and require advanced technical knowledge, including the development of leading edge techniques and 
methodologies.  Project assignments are largely self-defined, and have large potential impact on organization success.  Has in-
depth knowledge of client needs and competing products, and helps develop long-term company strategies.  Ensures that 
schedules, milestones, and priorities are compatible with other company goals, and external market needs.  Acts as a team 
leader on multiple or large-scale projects.  Provides leadership within department.  Is widely recognized as an authority in 
area(s) of technical expertise by the internal and external software development community.  This level is outside of the normal 
Job Family progression. 
Education and Experience:  Master’s Degree in Computer Science, a related field or equivalent experience, and 10 or more 
years of relevant experience or equivalent.  Typical incumbents may possess in excess of 15 years of actual related experience.  
Excellent communications and leadership skills are required.  This is the highest level of individual contributor within the software 
development job family, and is generally only reached after several years of demonstrated ability to conceive and complete key 
software development projects. 
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6428 SOFTWARE DEVELOPMENT ENGINEERING MANAGER 1 
Provides first-level management of the activities and staff of a software development unit.  Identifies and allocates manpower 
and resources to assure completion of established objectives within budgetary and schedule guidelines while upholding high 
technical standards.  Supervises activities of an assigned unit in order to provide adequate technical support for new product or 
process developments, production and product problems, or to identify possible new areas for technical exploration.  Assists 
management in identifying and initiating technical projects and programs that lead to improved processes and products, reduced 
costs or increased output.  Identifies and recommends objectives and scope of technical projects and communicates goals, 
scope, approach and schedules to assigned engineering personnel for the performance of tasks and projects based upon 
objectives defined by management.  Completes periodic reports indicating progress of technical projects and tasks.  Makes 
presentations to management identifying results of section projects that may have substantial influence on the successful 
development of new or improved products or processes, or the solution of existing production or product problems.  Organizes 
project and task workloads, selects individuals most qualified for assignments on specific projects and makes task assignments 
that will take best advantage of each individual's background.  Directs technical organization to ensure progress according to 
technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under direction.  
Troubleshoots persistent technical problems causing delays of section tasks and projects, where a high level of technical 
knowledge and capability may be required.  Establishes budgets for conducting section activities and accompanying technical 
projects; forecasts manpower, equipment and supply needs; and is held responsible for managing section activities within 
established budgetary guidelines.  Normally reports to the Software Development Engineering Manager 2 or directly to Technical 
Director/Vice President level.  This is typically the first level of management in this job family.  May manage employees directly 
or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree or equivalent combination of education and experience in assigned technical 
discipline.  Technical knowledge equivalent to that obtained from a minimum of 8 years of increasingly complex technical 
assignments and applications.  Would normally include 2 or more years of technical supervision responsibilities.  Demonstrated 
ability to effectively supervise, motivate and direct technical personnel. 
 
6431 INFORMATION TECHNOLOGY INFRASTRUCTURE ADMINISTRATOR 1 
Under direct supervision, assists with operational maintenance, support and upgrades for IT infrastructure.  Performs basic 
installations and upgrades.  Monitors and tunes systems.  Conducts basic audits of servers to ensure compliance with established 
standards, policies, and configuration guidelines.  Assists in the implementation, testing, documentation and maintenance of 
server/storage hardware, operating systems and/or applications, and core infrastructure software applications.  Responds to 
user requests providing basic consulting and support. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  ENTRY LEVEL 
position. 
 
6432 INFORMATION TECHNOLOGY INFRASTRUCTURE ADMINISTRATOR 2 
Under general supervision, carries out operational maintenance, support and upgrades for IT infrastructure.  Performs 
installations and upgrades.  Monitors and tunes systems.  Conducts audits of servers to ensure compliance with established 
standards, policies, and configuration guidelines.  Conducts implementation, testing, documentation and maintenance of 
server/storage hardware, operating systems and/or applications, and core infrastructure software applications.  Responds to 
user requests providing consulting and support. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 2 years of 
related experience. 
 
6433 INFORMATION TECHNOLOGY INFRASTRUCTURE ADMINISTRATOR 3 
Under general direction, carries out moderately complex operational maintenance, support and upgrades for IT infrastructure.  
Performs installations and upgrades.  Monitors and tunes systems.  Conducts audits of servers to ensure compliance with 
established standards, policies, and configuration guidelines.  Conducts implementation, testing, documentation and 
maintenance of moderate complexity of server/storage hardware, operating systems and/or applications, and core infrastructure 
software applications.  Responds to user requests providing consulting and support.  May recommend changes in procedures. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
related experience. 
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6434 INFORMATION TECHNOLOGY INFRASTRUCTURE ADMINISTRATOR 4 
Under minimal supervision, carries out complex operational maintenance, support and upgrades for IT infrastructure.  Performs 
installations and upgrades.  Monitors and tunes systems.  Conducts audits of servers to ensure compliance with established 
standards, policies, and configuration guidelines.  Conducts complex implementation, testing, documentation and maintenance 
of server/storage hardware, operating systems and/or applications, and core infrastructure software applications.  Responds to 
user requests providing consulting and support.  Recommends changes in procedures.  May provide work leadership for lower 
level employees. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 8 years of 
related experience. 
 
6435 INFORMATION TECHNOLOGY INFRASTRUCTURE ADMINISTRATOR 5 
Carries out highly complex operational maintenance, support and upgrades for IT infrastructure.  Performs installations and 
upgrades.  Monitors and tunes systems.  Conducts audits of servers to ensure compliance with established standards, policies, 
and configuration guidelines.  Conducts highly complex implementation, testing, documentation and maintenance of 
server/storage hardware, operating systems and/or applications, and core infrastructure software applications.  Responds to 
user requests providing consulting and support.  Develops and improves procedures.  May provide work leadership for lower 
level employees. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 10 years 
of related experience. 
 
6441 INFORMATION SYSTEMS/NETWORKS SECURITY SPECIALIST 1 
Under direct supervision, assists carrying out routine phases of information systems/networks security program that involves 
access to computers and computerized data enabling company to meet contractual requirements for networks security through 
firewalls and intrusion detection systems.  Assists in conducting regular audits to ensure that systems are being operated 
securely, and information systems security policies and procedures are being implemented as defined in security plans.  Assists 
in developing, testing, and operating routine firewalls, intrusion detection systems, enterprise anti-virus systems and software 
deployment tools following routine instructions.   Safeguards the network against unauthorized infiltration, modification, 
destruction or disclosure.  Researches, evaluates, tests, and implements new security software or devices.  Assists in 
implementing, enforcing, communicating and developing security policies or plans for data, software applications, hardware, 
telecommunications and information systems security education/awareness programs.  Assists in conducting investigations of 
information systems security violations and incidents, reporting as necessary to management.  Responds to queries and requests 
for routine computer security information and reports.  Incumbent may report into the Security department and act as a liaison 
between the IT and Security functions OR may report directly into the IT function.  Excludes those who perform these duties 
less than 80% of the time. 
Education and Experience:  May have some experience in the Security function and in the field of Computer Science.  
Associate’s Degree in Computer Science or computer related military experience a plus, but not required for the job.  This is an 
entry level position. 
 
6442 INFORMATION SYSTEMS/NETWORKS SECURITY SPECIALIST 2 
Under general supervision, carries out all phases of information systems/networks security program that involves access to 
computers and computerized data enabling company to meet contractual requirements for networks security through firewalls 
and intrusion detection systems.  Conducts regular audits to ensure that systems are being operated securely, and information 
systems security policies and procedures are being implemented as defined in security plans.  Develops, tests, and operates 
firewalls, intrusion detection systems, enterprise anti-virus systems and software deployment tools.  Safeguards the network 
against unauthorized infiltration, modification, destruction or disclosure.  Researches, evaluates, tests, communicates and 
implements new security software or devices.  Implements, enforces, communicates and develops security policies or plans for 
data, software applications, hardware, telecommunications and information systems security education/awareness programs.  
Conducts routine investigations of information systems security violations and incidents, reporting as necessary to management.  
Responds to queries and requests for computer security information and reports.  Incumbent may report into the Security 
department and act as a liaison between the IT and Security functions OR may report directly into the IT function.  Excludes 
those who perform these duties less than 80% of the time. 
Education and Experience:  A 2-year Computer Science Degree or computer related experience.  A Bachelor’s Degree in 
Computer Science a plus, but not required for the job.  Requires 2 years of experience in developing and implementing Intrusion 
Detection Systems and firewalls. 
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6443 INFORMATION SYSTEMS/NETWORKS SECURITY SPECIALIST 3 
Under general direction, carries out all phases of information systems/networks security program that involves access to 
computers and computerized data enabling company to meet contractual requirements for networks security.  Conducts regular 
audits to ensure that systems are being operated securely, and information systems security policies and procedures are being 
implemented as defined in security plans.  Develops, tests, and operates firewalls, intrusion detection systems, enterprise anti-
virus systems and software deployment tools.  Safeguards the network against unauthorized infiltration, modification, 
destruction or disclosure.  Researches, evaluates, tests, recommends, communicates and implements new security software or 
devices.  Implements, enforces, communicates and develops security policies or plans for data, software applications, hardware, 
telecommunications and information systems security education/awareness programs.  Conducts investigations of computer 
security violations and incidents, reporting as necessary to management.  Responds to queries and requests for computer 
security information and reports.  Incumbent may report into the Security department and act as a liaison between the IT and 
Security functions OR may report directly into the IT function.  Excludes those who perform these duties less than 80% of the 
time. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  A minimum of 
5 years of experience in developing and implementing Intrusion Detection Systems and firewalls. 
 
6444 INFORMATION SYSTEMS/NETWORKS SECURITY SPECIALIST 4 
Under minimal supervision, carries out all phases of information systems/networks security program that involves access to 
computers and computerized data enabling company to meet contractual requirements for networks security.  Conducts regular 
audits to ensure that systems are being operated securely, and information systems security policies and procedures are being 
implemented as defined in security plans.  Conducts investigations of computer security violations and incidents, reporting as 
necessary to management.  Responds to queries and requests for computer security information and reports.  Develops, tests, 
and operates firewalls, intrusion detection systems, enterprise anti-virus systems and software deployment tools.  Safeguards 
the network against unauthorized infiltration, modification, destruction or disclosure.  Researches, evaluates, tests, recommends, 
communicates and implements new security software or devices.  Implements, enforces, communicates and develops security 
policies or plans for data, software applications, hardware, and telecommunications.  Develops materials for computer security 
education/awareness programs.  Provides information to management regarding the negative impact on the business caused 
by theft, destruction, alteration or denial of access to information.  Provides recommendations to clients on information assurance 
engineering standards, implementation dependencies, and changing information assurance related technologies.  Provides 
information assurance project management, technical security staff oversight, and development of mission-critical technical 
documents.  May participate in planning and assigning personnel for certain projects.  Recommends changes in procedures.  
Incumbent may report into the Security department and act as a liaison between the IT and Security functions OR may report 
directly into the IT function.  Excludes those who perform these duties less than 80% of the time and those with full supervisory 
responsibilities.  May provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  A minimum of 
8 years of experience in developing and implementing Intrusion Detection Systems and firewalls. 
 
6445 INFORMATION SYSTEMS/NETWORKS SECURITY SPECIALIST 5 
Manages the company's firewalls and intrusion detection systems.  Develops, tests, and operates firewalls, intrusion detection 
systems, enterprise anti-virus systems and software deployment tools.  Safeguards the network against unauthorized infiltration, 
modification, destruction or disclosure.  Researches, evaluates, tests, recommends, communicates and implements new security 
software or devices.  Implements, enforces, communicates and develops security policies or plans for data, software applications, 
hardware, and telecommunications.  Provides information to management regarding the negative impact on the business caused 
by theft, destruction, alteration or denial of access to information.  Provides recommendations to clients on information assurance 
engineering standards, implementation dependencies, and changing information assurance related technologies.  Provides 
information assurance project management, technical security staff oversight, and development of mission-critical technical 
documents.  This is the highest level technical contributor on highly complex information assurance projects.  Develops and 
improves processes and direction for projects.  Sought as a resource for resolution of unique or complex problems.  Incumbent 
may report into the Security department and act as a liaison between the IT and Security functions OR may report directly into 
the IT function.  May provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  A minimum of 
10 years of experience in developing and implementing Intrusion Detection Systems and firewalls. 
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6498 INFORMATION TECHNOLOGY MANAGER 1 
Plans, organizes, directs, and controls the activities and staff involved in the study, design, development, and installation of data 
processing systems, including systems analysis, programming and computer operations.  Manages through subordinate 
managers, analysts and programmers, in the development and installation of information systems for planning, control, and 
operational purposes.  Supervises the conduct of feasibility studies for systems improvement and the preparation of systems 
project proposals.  Prepares long-range systems projects/plans with priority recommendations.  Presents proposed systems 
projects to higher management.  Reviews facility and equipment requirements and prepares related recommendations.  
Coordinates all decentralized data processing applications and monitors equipment utilization.  Prepares operational forecasts 
and requirements for data processing, systems development, and communications.  Prepares and administers project and 
department budgets and reports budget performance.  Responsible for the employment, training, motivation and discipline of 
assigned employees.  This is typically the first level of management in this job family.  May manage employees directly or 
through supervisors/leads.  Excludes Working Leads.  Title may be Supervisor or Manager depending on size of company and 
department. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience.  A minimum of 5 years within various disciplines in the IT function, including supervision/management experience. 
 
6499 INFORMATION TECHNOLOGY MANAGER 2 
Plans, organizes, directs, and controls the activities and staff involved in the study, design, development, and installation of data 
processing systems, including systems analysis, programming and computer operations.  Manages through subordinate 
managers, analysts and programmers, in the development and installation of information systems for planning, control, and 
operational purposes.  Supervises the conduct of feasibility studies for systems improvement and the preparation of systems 
project proposals.  Prepares long-range systems projects/plans with priority recommendations.  Presents proposed systems 
projects to higher management.  Reviews facility and equipment requirements and prepares related recommendations.  
Coordinates all decentralized data processing applications and monitors equipment utilization.  Prepares operational forecasts 
and requirements for data processing, systems development, and communications.  Prepares and administers project and 
department budgets and reports budget performance.  Responsible for the employment, training, motivation and discipline of 
assigned employees.  This is the second level of management for the Information Technology function; title may be Manager 
or Director depending on size of company and department.  MUST HAVE Supervisors/Managers reporting to them. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience.  Minimum of 8 years of applicable experience within various disciplines in the IT function, including 
supervision/management experience. 
 
6500 INFORMATION TECHNOLOGY MANAGER 3 
Plans, organizes, directs, and controls the activities and staff involved in the study, design, development, and installation of data 
processing systems, including systems analysis, programming and computer operations.  Manages through subordinate 
managers, analysts and programmers, in the development and installation of information systems for planning, control, and 
operational purposes.  Directs the conduct of feasibility studies for systems improvement and the preparation of systems project 
proposals.  Prepares long-range systems projects/plans with priority recommendations.  Presents proposed systems projects to 
higher management.  Reviews facility and equipment requirements and prepares related recommendations.  Directs the 
coordination of all decentralized data processing applications and monitoring of equipment utilization.  Approves operational 
forecasts and requirements for data processing, systems development, and communications.  Approves budgets and reports 
budget performance.  Directs and recommends employment requirements, training, motivation and discipline of assigned 
employees.  This is the third level of management for the Information Technology function; title may be Manager or Director 
depending on size of company and department.  MUST HAVE Supervisors/Managers reporting to them. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Computer Science, a related field or equivalent 
experience.  Minimum of 10 years of applicable experience within various disciplines in the IT function, including 
supervision/management experience. 
 
6507 SCRUM MASTER 
Responsible for leading one or more Information Technology change management project teams.  Coaches teams on Agile 
fundamentals, and leads implementation of Agile protocols and processes.  Identifies stakeholders and change agents, and 
ensures commitment to recommended changes.  Formulates and tracks project metrics.  Communicates project progress via 
regular updates to management.  Identities problems and recommends resolutions.  Acts as a thought leader in the Agile space.  
May supervise direct staff, or may supervise staff only indirectly via project management. 
Education and Experience:  Bachelor’s or Master’s Degree in Computer Science, a related field or equivalent experience.  
Minimum of 5 years relevant experience, including work on IT project implementation.  Certified in Agile coaching and facilitation. 
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6521 CYBER INFORMATION ASSURANCE ANALYST 1 
Involved in the performance of assessments of systems and networks within the networking environment or enclave and 
identifies where those systems/networks deviate from acceptable configurations, enclave policy, or local policy.  May achieve 
this through passive evaluations (compliance audits) and/or active evaluations (vulnerability assessments).  Involved in the 
establishment of strict program control processes to ensure mitigation of risks and supports obtaining certification and 
accreditation of systems.  This may include process support, analysis support, coordination support, security certification test 
support, security documentation support, investigations, software research, hardware introduction and release, emerging 
technology research inspections and periodic audits.  Assists in the implementation of the required government policy (i.e., 
NISPOM, DCID 6/3), and may make recommendations on process tailoring.  Involved in the performance of analyses to validate 
established security requirements and to recommends additional security requirements and safeguards.  May support the formal 
Security Test and Evaluation (ST&E) required by each government accrediting authority through pre-test preparations, 
participation in the tests, analysis of the results, and preparation of required reports.  Involved in the periodic conduct of a 
review of each system's audits and monitors corrective actions until all actions are closed. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  A minimum of 2 years of experience in systems security.  Able to communicate effectively and clearly present 
technical approaches and findings.  Work is performed under some direction.  Exercises a limited Degree of latitude in 
determining technical objectives of assignment. 
 
6522 CYBER INFORMATION ASSURANCE ANALYST 2 
Deeply involved in the performance of assessments of systems and networks within the networking environment or enclave and 
identifies where those systems/networks deviate from acceptable configurations, enclave policy, or local policy.  Achieves this 
through passive evaluations (compliance audits) and active evaluations (vulnerability assessments).  Deeply involved in the 
establishment of strict program control processes to ensure mitigation of risks and supports obtaining certification and 
accreditation of systems.  This includes process support, analysis support, coordination support, security certification test 
support, security documentation support, investigations, software research, hardware introduction and release, emerging 
technology research inspections and periodic audits.  Assists in the implementation of the required government policy (i.e., 
NISPOM, DCID 6/3), and makes recommendations on process tailoring.  Deeply involved in the performance of analyses to 
validate established security requirements and to recommends additional security requirements and safeguards.  Supports the 
formal Security Test and Evaluation (ST&E) required by each government accrediting authority through pre-test preparations, 
participation in the tests, analysis of the results, and preparation of required reports.  Periodically conducts of a review of each 
system's audits and monitors corrective actions until all actions are closed. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  Typically, possesses 4-6 years of experience.  Able to communicate effectively and clearly present technical 
approaches and findings.  Able to apply technical expertise, and may have knowledge of other related disciplines.  Work is 
performed under limited direction.  Exercises latitude in determining technical objectives of assignment.  Completed work may 
be reviewed from a relatively long- term perspective, for desired results. 
 
6523 CYBER INFORMATION ASSURANCE ANALYST 3 
Performs assessments of systems and networks within the networking environment or enclave and identifies where those 
systems/networks deviate from acceptable configurations, enclave policy, or local policy.  Achieves this through passive 
evaluations (compliance audits) and active evaluations (vulnerability assessments).  Establishes strict program control processes 
to ensure mitigation of risks and supports obtaining certification and accreditation of systems.  This includes process support, 
analysis support, coordination support, security certification test support, security documentation support, investigations, 
software research, hardware introduction and release, emerging technology research inspections and periodic audits.  Assists 
in the implementation of the required government policy (i.e., NISPOM, DCID 6/3), and makes recommendations on process 
tailoring.  Performs analyses to validate established security requirements and to recommends additional security requirements 
and safeguards.  Supports the formal Security Test and Evaluation (ST&E) required by each government accrediting authority 
through pre-test preparations, participation in the tests, analysis of the results, and preparation of required reports.  Periodically 
conducts of a review of each system's audits and monitors corrective actions until all actions are closed. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  Typically, possesses 7-9 years of experience.  Able to communicate effectively and clearly present technical 
approaches and findings.  Able to apply extensive technical expertise, and has full knowledge of other related disciplines.  Work 
is performed without appreciable direction.  Exercises considerable latitude in determining technical objectives of assignment.  
Completed work is reviewed from a relatively long- term perspective, for desired results.  Guides the successful completion of 
major programs and may function in a project leadership role. 
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6524 CYBER INFORMATION ASSURANCE ANALYST 4 
Performs extensive assessments of systems and networks within the networking environment or enclave and identifies where 
those systems/networks deviate from acceptable configurations, enclave policy, or local policy.  Achieves this through passive 
evaluations (compliance audits) and active evaluations (vulnerability assessments).  Establishes strict program control processes 
to ensure mitigation of risks and supports obtaining certification and accreditation of systems.  This includes process support, 
analysis support, coordination support, security certification test support, security documentation support, investigations, 
software research, hardware introduction and release, emerging technology research inspections and periodic audits.  Assists 
in the implementation of the required government policy (i.e., NISPOM, DCID 6/3), and makes recommendations on process 
tailoring.  Performs extensive analyses to validate established security requirements and to recommends additional security 
requirements and safeguards.  Supports the formal Security Test and Evaluation (ST&E) required by each government 
accrediting authority through pre-test preparations, participation in the tests, analysis of the results, and preparation of required 
reports.  Periodically conducts of a review of each system's audits and monitors corrective actions until all actions are closed. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  Typically, possesses 10+ years of experience.  Able to communicate effectively and clearly present technical 
approaches and findings.  Able to apply extensive technical expertise, and has full knowledge of other related disciplines.  Work 
is performed without appreciable direction.  Exercises considerable latitude in determining technical objectives of assignment.  
Completed work is reviewed from a strategic perspective, for desired results.  Guides the successful completion of major 
programs and often functions in a project leadership role. 
 
6541 CYBER SECURITY ANALYST 1 
Assists in providing detection, identification, and reporting of possible cyber-attacks/intrusions, anomalous activities, and misuse 
activities.  Uses Computer Network Defense (CND) tools for continual monitoring and vulnerability testing and analysis of system 
activity to identify malicious activity.  Assists with performing security event and incident correlation using information gathered 
from a variety of sources. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  A minimum of 2 years of experience in systems security.  Able to communicate effectively and clearly present 
technical approaches and findings.  Work is performed under some direction.  Exercises a limited Degree of latitude in 
determining technical objectives of assignment. 
 
6542 CYBER SECURITY ANALYST 2 
Provides detection, identification, and reporting of possible cyber-attacks/intrusions, anomalous activities, and misuse activities.  
Uses Computer Network Defense (CND) tools for continual monitoring and vulnerability testing and analysis of system activity 
to identify malicious activity.  Characterizes and performs analysis of network traffic and system data to identify anomalous 
activity and potential threats to resources.  Performs security event and incident correlation using information gathered from a 
variety of sources. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  Typically, possesses 4-6 years of experience.  Able to communicate effectively and clearly present technical 
approaches and findings.  Able to apply technical expertise, and may have knowledge of other related disciplines.  Work is 
performed under limited direction.  Exercises latitude in determining technical objectives of assignment.  Completed work may 
be reviewed from a relatively long- term perspective, for desired results. 
 
6543 CYBER SECURITY ANALYST 3 
Provides detection, identification, and reporting of possible cyber-attacks/intrusions, anomalous activities, and misuse activities.  
Uses Computer Network Defense (CND) tools for continual monitoring and vulnerability testing and analysis of system activity 
to identify malicious activity.  Characterizes and performs analysis of network traffic and system data to identify anomalous 
activity and potential threats to resources.  Performs security event and incident correlation using information gathered from a 
variety of sources.  Performs cyber incident triage analysis to include determining scope, urgency, and potential impact of 
security incidents.  Makes recommendations to enhance network defense configurations. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  Typically, possesses 7-9 years of experience.  Able to communicate effectively and clearly present technical 
approaches and findings.  Able to apply extensive technical expertise, and has full knowledge of other related disciplines.  Work 
is performed without appreciable direction.  Exercises considerable latitude in determining technical objectives of assignment.  
Completed work is reviewed from a relatively long- term perspective, for desired results.  Guides the successful completion of 
major programs and may function in a project leadership role. 
 
  



  
 

100 

COMPBASE® USA 
Winter 2023 

6544 CYBER SECURITY ANALYST 4 
Leads efforts in the detection, identification, and reporting of possible cyber-attacks/intrusions, anomalous activities, and misuse 
activities.  Uses Computer Network Defense (CND) tools for continual monitoring and vulnerability testing and analysis of system 
activity to identify malicious activity.  Determines appropriate course of action in response to identified cyber security incidents 
or anomalous network activity.  Correlates incident data to identify specific vulnerabilities and make recommendations that 
enable expeditious remediation.  Recommends enterprise protection measures based on incident trends.  Prepares detailed 
recommendations for network defense improvements to close or mitigate incidents.  Completes cyber incident reports detailing 
incident findings and mitigation/remediation recommendations.  Develops and documents incident response guidance, 
processes, and procedures. 
Education and Experience:  Bachelor’s Degree in Computer Science, or a related field or equivalent experience.  Advanced 
degree preferred.  Typically, possesses 10+ years of experience.  Able to communicate effectively and clearly present technical 
approaches and findings.  Able to apply extensive technical expertise, and has full knowledge of other related disciplines.  Work 
is performed without appreciable direction.  Exercises considerable latitude in determining technical objectives of assignment.  
Completed work is reviewed from a strategic perspective, for desired results.  Guides the successful completion of major 
programs and often functions in a project leadership role. 
 
6550 INFORMATION/CYBER SECURITY DIRECTOR 
Leads, organizes, directs, and controls the activities and staff responsible for the development, management and maintenance 
of the Information Technology security and compliance program, including cyber security.  Directs the management of 
information security policies and programs and ensure data integrity within and across IT, corporate security, management 
clearances, and other corporate and business functions.  Engages senior and functional leaders in setting the information security 
strategy and in reviewing and implementing appropriate information security policies and practices throughout the organization.  
Advises business units on integrating security within tailored IT solutions.  Leads integration of security capabilities and risk 
mitigations during planning, implementation and management of enterprise systems and business operations.  Shapes and 
oversees cyber threat intelligence initiatives to maintain adequate information security in compliance with all policies and 
regulations. 
Education and Experience:  Bachelor’s or Master’s Degree in Computer Science, a related field or equivalent experience.  
Minimum of 10 years applicable experience with a focus on information security. 
 
6601 CLOUD ADMINISTRATOR 1 
Under direct supervision, carries out basic information systems and/or information technology tasks within cloud environments.  
Implements and troubleshoots cloud-based systems to protect the integrity and availability of infrastructure.  Provides direct 
support to cloud operational environments on a day-today basis including the software installation, configuration, upgrades, 
security patches and planned maintenance as required.  Assists in basic analysis including planning, designing, and evaluating 
a variety of cloud-focused information technology tools.  Monitors, diagnoses, and resolves problems and performs analysis in 
relation to cloud operations.  Performs first-level incident response and assures services resolution for cloud systems.  Creates 
and maintains relevant cloud systems documentation and user guides. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience.  Practitioner-
level cloud certification preferred.  ENTRY LEVEL position. 
 
6602 CLOUD ADMINISTRATOR 2 
Under general supervision, carries out moderately complex information systems and/or information technology tasks within 
cloud environments.  Implements and troubleshoots cloud-based systems to protect the integrity and availability of 
infrastructure.  Provides direct support to cloud operational environments on a day-today basis including the software 
installation, configuration, upgrades, security patches and planned maintenance as required.  Conducts moderately complex 
analysis including planning, designing, and evaluating a variety of information technology tools.  Monitors, diagnoses, and 
resolves problems and performs analysis in relation to cloud operations.  Troubleshoots and resolves moderately complex 
problems.  Performs incident response and assures services resolution for cloud systems.  Creates and maintains relevant cloud 
systems documentation and user guides. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 2 years of 
related experience. 
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6603 CLOUD ADMINISTRATOR 3 
Under general direction, carries out moderately complex information systems and/or information technology tasks within cloud 
environments.  Implements and troubleshoots cloud-based systems to protect the integrity and availability of infrastructure.  
Participates in the system and storage design and implements configurations to meet program and customer needs.  Provides 
direct support to cloud operational environments on a day-today basis including the software installation, configuration, 
upgrades, security patches and planned maintenance as required.  Installs or coordinates installation of patches and releases 
on development, test, pre-production, and production systems.  Conducts moderately complex analysis including planning, 
designing, and evaluating a variety of information technology tools.  Monitors, diagnoses, and resolves moderately complex 
problems and performs analysis in relation to cloud operations.  Troubleshoots and resolves moderately complex problems.  
Performs incident response and assures services resolution for cloud systems.  Performs root cause analysis, diagnostics, and 
monitoring on various production systems. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 5 years of 
related experience. 
 
6604 CLOUD ADMINISTRATOR 4 
Under minimal direction, carries out complex information systems and/or information technology tasks within cloud 
environments.  Implements and troubleshoots cloud-based systems to protect the integrity and availability of infrastructure.  
Participates in the system and storage design and implements configurations to meet program and customer needs.  Provides 
direct support to cloud operational environments on a day-today basis including the software installation, configuration, 
upgrades, security patches and planned maintenance as required.  Installs or coordinates installation of patches and releases 
on development, test, pre-production, and production systems.  Conducts complex analysis including planning, designing, and 
evaluating a variety of information technology tools.  Monitors, diagnoses, and resolves complex problems and performs analysis 
in relation to cloud operations.  Troubleshoots and resolves complex problems.  Performs incident response and assures services 
resolution for cloud systems.  Performs root cause analysis, diagnostics, and monitoring on various production systems.  May 
provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 8 years of 
related experience. 
 
6605 CLOUD ADMINISTRATOR 5 
Carries out highly complex information systems and/or information technology tasks within cloud environments.  Implements 
and troubleshoots cloud-based systems to protect the integrity and availability of infrastructure.  Participates in the system and 
storage design and implements configurations to meet program and customer needs.  Provides direct support to cloud 
operational environments on a day-today basis including the software installation, configuration, upgrades, security patches and 
planned maintenance as required.  Installs or coordinates installation of patches and releases on development, test, pre-
production, and production systems.  Conducts highly complex analysis including planning, designing, and evaluating a variety 
of information technology tools.  Monitors, diagnoses, and resolves complex problems and performs analysis in relation to cloud 
operations.  Troubleshoots and resolves highly complex problems.  Performs incident response and assures services resolution 
for cloud systems.  Performs root cause analysis, diagnostics, and monitoring on various production systems.  May provide work 
leadership for lower level employees. 
Education and Experience:  Bachelor’s Degree in Computer Science, a related field or equivalent experience, and 10 years 
of related experience. 
 
6611 CLOUD ENGINEER 1 
Assists in the design, implementation, deployment, installation, provisioning, troubleshooting, reporting, and oversight for cloud 
infrastructure and related cloud services.  Assists in cloud design and implements configurations to meet program and customer 
needs.  Assists in the ongoing support of cloud storage and back-up infrastructure.  Helps develop, implement and oversee 
policies and procedures to ensure consistent cloud environment provisioning, uptime, regulatory compliance and data protection.  
Helps evaluate and analyze systems, performance, issues, and metrics in order to provide recommendations for service 
improvements.  Assists in the creation and maintenance of backup and/or storage related standards, policies, processes, system 
documentation and disaster recovery plans relating to cloud environments. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Computer Science, a related field or equivalent 
experience.  Practitioner-level cloud certification preferred.  ENTRY LEVEL position. 
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6612 CLOUD ENGINEER 2 
Carries out the design, implementation, deployment, installation, provisioning, troubleshooting, reporting, and oversight for 
cloud infrastructure and related cloud services.  Performs cloud design and implements configurations to meet program and 
customer needs.  Provides ongoing support of cloud storage and back-up infrastructure.  Develops, implements and oversees 
policies and procedures to ensure consistent cloud environment provisioning, uptime, regulatory compliance and data protection.  
Evaluates and analyzes systems, performance, issues, and metrics in order to provide recommendations for service 
improvements.  Creates and maintains backup and/or storage related standards, policies, processes, system documentation and 
disaster recovery plans relating to cloud environments. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Computer Science, a related field or equivalent 
experience, and 2 years of related experience. 
 
6613 CLOUD ENGINEER 3  
Responsible for the design, implementation, deployment, installation, provisioning, troubleshooting, reporting, and oversight for 
cloud infrastructure and related cloud services.  Performs cloud design and implements configurations to meet program and 
customer needs.  Provides ongoing support of cloud storage and back-up infrastructure.  Develops, implements and oversees 
policies and procedures to ensure consistent cloud environment provisioning, uptime, regulatory compliance and data protection.  
Evaluates and analyzes systems, performance, issues, and metrics in order to provide recommendations for service 
improvements.  Creates and maintains backup and/or storage related standards, policies, processes, system documentation and 
disaster recovery plans relating to cloud environments. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Computer Science, a related field or equivalent 
experience, and 5 years of related experience. 
 
6614 CLOUD ENGINEER 4 
Responsible for the design, implementation, deployment, installation, provisioning, troubleshooting, reporting, and oversight for 
complex cloud infrastructure and related cloud services.  Directs cloud design and implements configurations to meet program 
and customer needs.  Provides ongoing support of complex cloud storage and back-up infrastructure.  Develops, implements 
and oversees policies and procedures to ensure consistent cloud environment provisioning, uptime, regulatory compliance and 
data protection.  Evaluates and analyzes complex systems, performance, issues, and metrics in order to provide 
recommendations for service improvements.  Leads the creation and maintenance of backup and/or storage related standards, 
policies, processes, system documentation and disaster recovery plans relating to complex cloud environments.   May provide 
work leadership to lower level employees. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Computer Science, a related field or equivalent 
experience, and 8 years of related experience. 
 
6615 CLOUD ENGINEER 5 
Responsible for the design, implementation, deployment, installation, provisioning, troubleshooting, reporting, and oversight for 
highly complex cloud infrastructure and related cloud services.  Directs cloud design and implements configurations to meet 
program and customer needs.  Provides ongoing support of highly complex cloud storage and back-up infrastructure.  Develops, 
implements and oversees policies and procedures to ensure consistent cloud environment provisioning, uptime, regulatory 
compliance and data protection.  Evaluates and analyzes highly complex systems, performance, issues, and metrics in order to 
provide recommendations for service improvements.  Leads the creation and maintenance of backup and/or storage related 
standards, policies, processes, system documentation and disaster recovery plans relating to highly complex cloud environments.   
May provide work leadership to lower level employees. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Computer Science, a related field or equivalent 
experience, and 10 years of related experience.   
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6616 CLOUD ENGINEER 6 
Responsible for the design, implementation, deployment, installation, provisioning, troubleshooting, reporting, and oversight for 
highly complex cloud infrastructure and related cloud services.  Directs cloud design and implements configurations to meet 
program and customer needs.  Provides ongoing support of highly complex cloud storage and back-up infrastructure.  Develops, 
implements and oversees policies and procedures to ensure consistent cloud environment provisioning, uptime, regulatory 
compliance and data protection.  Evaluates and analyzes highly complex systems, performance, issues, and metrics in order to 
provide recommendations for service improvements.  Leads the creation and maintenance of backup and/or storage related 
standards, policies, processes, system documentation and disaster recovery plans relating to highly complex cloud environments.  
Provides work leadership to lower level employees.  Excludes those with full supervisory responsibilities.  NOTE:  This is often 
the highest level of individual contributor within an organization.  Incumbents are normally widely recognized for their 
achievements, technical expertise and meritorious standing within their professional field.  Work at this level is normally on the 
forefront of new technologies. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Computer Science, a related field or equivalent 
experience, and 12+ years of related experience. 
 
6623 CLOUD ARCHITECT 3 
Conceptualizes, models, and guides the logical relationship of cloud designs, changes, and applications to accommodate a variety 
of user needs.  Defines total cloud design, technology, and interface operational concepts. 
Education and Experience:  Bachelor’s or Master’s Degree and 5-7 years of experience. 
 
6624 CLOUD ARCHITECT 4 
Conceptualizes, models, and guides the logical relationship of cloud designs, changes, and applications to accommodate a variety 
of user needs.  Defines total cloud design, technology, and interface operational concepts.   May act as a technical project leader 
or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 7-9 years of experience. 
 
6625 CLOUD ARCHITECT 5 
Conceptualizes, models, and guides the logical relationship of cloud designs, changes, and applications to accommodate a variety 
of user needs.  Defines total cloud design, technology, and interface operational concepts.   Often acts as a technical project 
leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 9+ years of experience. 
 
6633 DATABASE ARCHITECT 3 
Conceptualizes, models, and guides the logical relationship of data and database designs, changes, and applications to 
accommodate a variety of user needs.  Defines informational needs and elements, data relationships and attributes, proposed 
manipulation, data flow and storage requirements, data output and reporting capabilities. 
Education and Experience:  Bachelor’s or Master’s Degree and 5-7 years of experience. 
 
6634 DATABASE ARCHITECT 4 
Conceptualizes, models, and guides the logical relationship of data and database designs, changes, and applications to 
accommodate a variety of user needs.  Defines informational needs and elements, data relationships and attributes, proposed 
manipulation, data flow and storage requirements, data output and reporting capabilities.  May act as a technical project leader 
or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 7-9 years of experience. 
 
6635 DATABASE ARCHITECT 5 
Conceptualizes, models, and guides the logical relationship of data and database designs, changes, and applications to 
accommodate a variety of user needs.  Defines informational needs and elements, data relationships and attributes, proposed 
manipulation, data flow and storage requirements, data output and reporting capabilities.  Often acts as a technical project 
leader and provides work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 9+ years of experience. 
 
6643 SYSTEMS ARCHITECT 3 
Conceptualizes, models, and guides the logical design and development of systems architectures, and defines key systems 
capabilities and performance requirements.  Defines total systems design, technology, and interface operational concepts. 
Education and Experience:  Bachelor’s or Master’s Degree and 5-7 years of experience. 
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6644 SYSTEMS ARCHITECT 4 
Conceptualizes, models, and guides the logical design and development of systems architectures, and defines key systems 
capabilities and performance requirements.  Defines total systems design, technology, and interface operational concepts.  May 
act as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 7-9 years of experience. 
 
6645 SYSTEMS ARCHITECT 5 
Conceptualizes, models, and guides the logical design and development of systems architectures, and defines key systems 
capabilities and performance requirements.  Defines total systems design, technology, and interface operational concepts.  Often 
acts as a technical project leader and provides work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 9+ years of experience. 
 
6653 INFORMATION TECHNOLOGY ENTERPRISE ARCHITECT 3 
Conceptualizes, models, and guides the logical design and development of enterprise-wide information technology, and defines 
key IT capabilities and performance requirements.  Defines enterprise-wide information technology design and interface 
operational concepts. 
Education and Experience:  Bachelor’s or Master’s Degree and 5-7 years of experience. 
 
6654 INFORMATION TECHNOLOGY ENTERPRISE ARCHITECT 4 
Conceptualizes, models, and guides the logical design and development of enterprise-wide information technology, and defines 
key IT capabilities and performance requirements.  Defines enterprise-wide information technology design and interface 
operational concepts.  May act as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 7-9 years of experience. 
 
6655 INFORMATION TECHNOLOGY ENTERPRISE ARCHITECT 5 
Conceptualizes, models, and guides the logical design and development of enterprise-wide information technology, and defines 
key IT capabilities and performance requirements.  Defines enterprise-wide information technology design and interface 
operational concepts.  Often acts as a technical project leader or provide work leadership for lower level employees. 
Education and Experience:  Bachelor’s or Master’s Degree and 9+ years of experience. 
 

NOTE:  Jobs 7000 through 7003 represent the GENERIC family of Assembly/Fabrication/Operation tasks.  
Companies who maintain job families that are defined on a functional basis should report their jobs in the 
appropriate survey functional job family (e.g. Electronics Assembler).  If there is no functional Survey Job, (e.g. 
Mechanical Assembler) report those jobs to the GENERIC family.  Where your job is a combination of tasks or 
you utilize an administrative team approach, you may report to the 7000/7003 series. 

 
7000 GENERAL ASSEMBLER/OPERATOR TRAINEE 
Under close supervision performs routine and simple assembly/fabrication/production and/or operator tasks where sequences, 
methods and instructions are well defined and readily available or apparent and do not require interpretation or judgment.  May 
utilize simple hand/power tools.  Entry Level position. 
Education and Experience:  Ability to read and write.  No prior knowledge, experience or skill required. 
 
7001 GENERAL ASSEMBLER/OPERATOR 1 
Under close supervision performs limited assembly/fabrication/production and/or operator tasks of a standard nature where 
sequence, methods, specifications are available require minimal interpretation.  May utilize standard shop hand/power tools 
where set-up is easily achieved and is not critical.  Supervisory guidance is usually readily available.  Excludes trainees with no 
prior knowledge or skill. 
Education and Experience:  Ability to read and write.  Basic shop skills and equipment operation knowledge.  Incumbents 
typically possess 1-3 years of related experience. 
 
7002 GENERAL ASSEMBLER/OPERATOR 2 
Under limited supervision, performs a variety of assembly/fabrication/production and/or operator tasks of a moderately complex 
nature where configurations/set-ups/tolerances are not easily determined and require knowledge/skill of a special nature with 
latitude for adjustments to meet requirements.  May perform simple measurement/test operations.  Capable of complete 
operation of assigned tools and equipment. 
Education and Experience:  Ability to read, write and perform standard assembly related calculations.  Requires a minimum 
of 2-3 years of assembly/fabrication/operation experience and ability to understand prints, specifications and instructions.  
Incumbents typically possess 3-5 years of related experience. 
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7003 GENERAL ASSEMBLER/OPERATOR 3 
Under general supervision, performs a wide variety of assembly/fabrication/production and/or operator tasks.  Activities may 
include set-up and operation of machinery and equipment where tolerances or alignments are difficult to obtain and maintain.  
May determine sequences and methods where specifications are not available.  May provide work leadership including assigning 
work, monitoring progress and resolving routine materials problems of lower level staff.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Ability to read, write and perform required assembly calculations with accuracy.  Requires a 
minimum of 3 years of progressively difficult, related assembly/fabrication experience.  Incumbents typically possess more than 
6-8 years of related experience. 
 
7010 ELECTRONICS ASSEMBLER TRAINEE 
Under close supervision, performs routine and simple tasks in support of electronic or Electro-mechanical assembly operations.  
Typical tasks involve cutting wire to specified sizes, stripping, tinning or binding wire parts, wiring and fastening terminal 
connectors and similar tasks.  Assembles parts where sequence and method are well defined and require no interpretation or 
judgment.  Utilizes small hand tools such as soldering iron, wire strippers, crimpers, wrenches, screwdrivers and pliers.  Entry 
Level position. 
Education and Experience:  Ability to read and write.  No prior knowledge, experience or skill required. 
 
7011 ELECTRONICS ASSEMBLER 1 
Under close supervision, performs limited electronic or Electro-mechanical production subassembly and assembly operations of 
a repetitive nature to build up and assemble routine units such as printed circuit boards, modules, chassis drawers, cable 
harnesses and simple electronic subassemblies.  May perform routine tasks in preparation for assembly such as cutting wire to 
specified size, stripping, tinning or bending wire parts, wiring and fastening terminal connections.  Assembles and/or installs 
various electrical or electronic components where operation and sequence are specified by blueprints, wire lists, diagrams or 
previously established shop practices.  Uses small hand tools such as, soldering irons, wire strippers, crimpers, wrenches, 
screwdrivers and pliers.  Excludes trainees with no prior knowledge or skill. 
Education and Experience:  Ability to read and write.  Knowledge of soldering techniques, color codes, and component 
identification.  Requires a minimum of 1 year related assembly experience.  Incumbents typically possess 2-3 years of related 
experience. 
 
7012 ELECTRONICS ASSEMBLER 2 
Under limited supervision, performs electronic or Electro-mechanical production subassembly and assembly operations to build 
up and assemble units of moderate complexity such as, printed circuit boards, modules, chassis drawers, cable harnesses and 
other electronic assemblies.  Works from production/assembly instructions, parts lists, wire lists, diagrams, verbal instructions 
and notes to assemble, wire and install a wide variety of components.  Identifies and selects components to be integrated into 
subassembly and assembly units.  Utilizes a variety of small hand tools such as soldering irons, wire strippers, crimpers, 
wrenches, screwdrivers, and pliers. 
Education and Experience:  Ability to read, write, and perform minor assembly calculations.  Requires 2-3 years of related 
assembly experience.  Requires knowledge of soldering techniques, color codes, component identification and understanding of 
production prints.  Incumbents typically possess over 3-5 years of related experience. 
 
7013 ELECTRONICS ASSEMBLER 3 
Under general supervision, performs a wide variety of electronic and Electro-mechanical subassembly and assembly operations 
of a semi-skilled nature to build up and assemble difficult and complex units such as power supplies, modules, chassis drawers, 
cable harnesses, PC boards, electronic systems and subassemblies.  Determines methods and sequence of assembly operations 
where complete information is not readily available or follows assembly shop and production operation sheets, wire lists, 
samples, blue prints, schematic and verbal instructions to perform a wide variety of assembly operations such as wiring, 
component installation and hand soldering utilizing small hand tools such as soldering irons, wire strippers, crimpers, wrenches, 
screwdrivers and pliers.  Identifies and selects components to be integrated into subassembly and assembly units.  Makes own 
set-ups, alignments and adjustments maintaining tolerance in accordance with instructions.  Disassembles, modifies, reworks, 
refurbishes, reassembles, and tests units as required.  Identifies failure trends and reports results.  May provide work leadership 
to lower level assemblers through assignment of work, review of progress and monitoring of results.  Excludes those with full 
supervisory responsibilities. 
Education and Experience:  Ability to read, write, and perform required assembly calculations with accuracy.  Requires a 
minimum of 3 years of progressively difficult, related assembly experience.  Incumbents typically possess over 6-8 years of 
related experience. 
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7014 ELECTRONICS ASSEMBLER 4 
Provides work leadership to others through assignment of work, review of progress, monitoring of results and instruction.  
Excludes those with full supervisory responsibilities.  Under general supervision, performs a wide variety of electronic and electro-
mechanical subassembly and assembly operations of a semi-skilled nature to build up and assemble difficult and complex units 
such as power supplies, modules, chassis drawers, cable harnesses, PC boards, electronic systems and subassemblies.  
Determines methods and sequence of assembly operations where complete information is not readily available or follows 
assembly shop and production operation sheets, wire lists, samples, blueprints, schematic and verbal instructions to perform a 
wide variety of assembly operations such as wiring, component installation and hand soldering, utilizing small hand tools such 
as soldering irons, wire strippers, crimpers, wrenches, screwdrivers and pliers. Identifies and selects components to be integrated 
into subassembly and assembly units.  Makes own set-ups, alignments and adjustments maintaining tolerance in accordance 
with instructions.  Disassembles, modifies, reworks, refurbishes, reassembles, and tests units as required. 
Education and Experience:  Ability to read, write, and perform required assembly calculations with accuracy.  Requires a 
minimum of 5 years of progressively difficult, related assembly experience.  Senior level position, incumbent typically has more 
than 8 years of progressively difficult, related assembly experience. 
 
7061 PRODUCTION WORKER 1 
Under close supervision, performs highly routine and repetitive production activities where work is of a machine loading and 
tending nature.  Operates machinery and equipment where operations are simple and allow little or no operator latitude as to 
method of production.  Loads material and unloads product from production equipment.  Informs appropriate personnel of 
materials and equipment problems.  Maintains simple logs of completed work.  Guidance from superiors is readily available.  
Entry Level position. 
Education and Experience:  Basic reading and writing skills.  No experience required.  No special assembly or machine 
operations skills required. 
 
7062 PRODUCTION WORKER 2 
Under limited supervision, performs a variety of routine production activities where work is of a machine loading and tending 
nature and requires knowledge of a combination of processes, operations and equipment.  Operates machinery and equipment 
where operations allow some operator latitude as to method of production or process.  May set up own machinery and equipment 
where operations are relatively simple inform appropriate personnel of materials and equipment problems.  Maintains logs of 
completed work.  Guidance from supervisors is available.  Excludes trainees with no experience. 
Education and Experience:  Basic reading and writing ability.  Requires a minimum of 1 year experience in similar production 
activities.  May require skills to perform a variety of production operations or operate a variety of production machines and 
equipment.  Incumbents typically possess over 2-4 years of related experience. 
 
7063 PRODUCTION WORKER 3 
Under general supervision, performs a wide variety of production activities requiring knowledge of a variety of related processes, 
operations, machinery, and equipment.  Sets up and assists lower level production workers in basic set-up and operation of 
machinery and equipment where tolerances or alignments are difficult to obtain.  May be called upon to tend a variety of 
machines and equipment as needed for relief and assistance purposes.  May monitor production for quality and adjust machines 
or process to correct problem.  May provide work leadership including assigning work, monitoring progress and resolving routine 
materials problems.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Requires good knowledge of company equipment, machinery, operations, and processes as 
would normally be obtained through 2-4 years of experience.  Requires broad skill in performing a variety of production 
operations or operating a variety of production machines and equipment.  Incumbents typically possess over 4-6 years of related 
experience. 
 
7064 PRODUCTION WORKER 4 
Under minimal supervision, performs a wide variety of complex and varied production activities requiring knowledge of a variety 
of related processes, operations, machinery, and equipment.  Sets up and assists lower level production workers in set-up and 
operation of machinery and equipment where tolerances or alignments are difficult to obtain.  May be called upon to tend a 
variety of machines and equipment as needed for relief and assistance purposes.  May monitor production for quality and adjust 
machines or process to correct problem.  May provide work leadership including assigning work, monitoring progress and 
resolving routine materials problems.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Requires good knowledge of company equipment, machinery, operations, and processes as 
would normally be obtained through 5 or more years of experience.  Requires broad skill in performing a variety of production 
operations or operating a variety of production machines and equipment.  Incumbents typically possess 7 or more years of 
related experience. 
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7091 PROCESS EQUIPMENT OPERATOR 1 
Under close supervision, assists in performing a variety of routine duties in the preparation and operation of process equipment 
such as chemical apparatus, raw material or ingredient processing equipment.  Performs simple operations with little or no 
latitude for operator discretion as to method or procedure.  Formulas, process cycles and operations are predetermined and 
require strict adherence.  May measure raw materials or ingredients and add per specification.  Informs appropriate personnel 
of material and equipment problems.  Guidance from superiors is readily available. 
Education and Experience:  Basic reading, writing and arithmetic skills.  Entry Level position.  No prior experience required. 
 
7092 PROCESS EQUIPMENT OPERATOR 2 
Under limited supervision, performs a variety of duties in the preparation and operation of process equipment such as chemical 
apparatus, raw material or ingredient processing equipment.  Measures and adds raw materials or ingredients according to 
exact requirements.  Process may require operator to apply knowledge of a combination of process, operations and equipment 
variables and alter procedures to suit conditions.  May perform routine set up or initializing procedures to prepare system for 
operation.  Monitors process, conducts simple tests and maintains specified operating conditions.  Guidance from superiors is 
available. 
Education and Experience:  Basic reading, writing, and arithmetic skills.  Requires 1 year of experience in similar process 
operations.  May require skills to perform a variety of process activities or operate a variety of apparatus and equipment.  
Excludes trainees with no previous experience. 
 
7093 PROCESS EQUIPMENT OPERATOR 3 
Under general supervision, performs a wide variety of skilled duties in the preparation and operation of process equipment such 
as chemical apparatus, raw material or ingredient processing equipment.  Measures and adds raw materials or ingredients 
according to exact requirements.  Process requires operator to apply extensive knowledge of a combination of process, 
operations and equipment variables and alter procedures and processes to suit non-routine or critical conditions and situations.  
Performs complex set ups or initialization procedures to prepare systems for operation.  Monitors process, conduct test and 
maintain specified operating conditions.  May provide work leadership including assignment or work, monitoring progress and 
resolving operation or material problems. 
Education and Experience:  Requires operational knowledge of equipment, process and operations as would normally be 
obtained from 3 years of lower level operator experience.  Requires broad skill in performing a variety of process operations or 
operating a variety of apparatus or equipment.  Excludes those with full supervisory responsibilities. 
 
7094 PROCESS EQUIPMENT OPERATOR 4 
Under minimal supervision, performs a wide variety of skilled duties in the preparation and operation of process equipment such 
as chemical apparatus, raw material or ingredient processing equipment.  Measures and adds raw materials or ingredients 
according to exact requirements.  Process requires operator to apply extensive knowledge of a combination of complex process, 
operations and equipment variables and alter procedures and processes to suit non-routine or critical conditions and situations.  
Performs complex set ups or initialization procedures to prepare systems for operation.  Monitors process, conduct test and 
maintain specified operating conditions.  May provide work leadership including assignment or work, monitoring progress and 
giving technical guidance to lower-level personnel.  May act as Team Leader in a work team environment, or on special projects. 
Education and Experience:  Requires operational knowledge of equipment, process and operations as would normally be 
obtained from 5 or more years of lower level operator experience.  Requires broad skill in performing a variety of complex 
process operations or operating a variety of apparatus or equipment.  Excludes those with full supervisory responsibilities. 
 
7421 WELDER 1 
Under limited supervision, performs standard welding assignments.  Works from blueprints, drawings and verbal instructions.  
Normally qualified in one or two welding processes such as heliarc, gas, arc, brazing, silver soldering, soft soldering and other 
methods on a limited variety of materials such as stainless steel, aluminum, copper, brass, exotics or others.  Performs standard 
layouts and set-ups where dimensions and tolerances are easily obtained and controlled.  May perform related work such as 
flame cutting, bending, forming, beveling, notching and routine template making.  Utilizes standard shop hand tools, measuring 
devices and equipment. 
Education and Experience:  Basic reading, writing and arithmetical skills, and 1 year of welding instruction and experience.  
Excludes trainees. 
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7422 WELDER 2 
Under general direction, plans and performs welding assignments to build a variety of subassemblies.  Works from blueprints, 
drawings and verbal instructions to perform welding operations.  Plans and lays out work, developing fixtures as required.  Uses 
a variety of welding processes such as heliarc welding, arc welding, gas welding, brazing, silver soldering and soft soldering to 
join metals such as aluminum, steel, copper and brass.  Performs layout operations, develops fixtures for one-of-a-kind units, 
and may select optimum welding process.  Inspects work upon completion.  May perform related work such as flame cutting, 
bending, forming, beveling, notching and template or fixture making.  Utilizes a variety of standard shop hand tools, measuring 
devices and equipment.  May provide work leadership to others. 
Education and Experience:  Ability to read, write and perform required shop mathematics, and 4 years of production welding 
operations.  This is the fully qualified and experienced working level. 
 
7441 MACHINE OPERATOR 1 
Under close supervision, operates production machine tools such as drill or punch presses, power mills, brakes, shears, mills, 
lathes and similar power tools where set-ups are simple, routine and repetitive.  Tolerances are easily acquired and maintained.  
Uses standard jigs, fixtures, and gauges to check work.  Supervision and assistance are readily available.  Entry Level in the 
Machine Operator job family.  Excludes trainees with no previous experience and journey level operators. 
Education and Experience:  Ability to operate machine tools and understand set-up instructions.  Some prior machine tool 
operation experience is desired. 
 
7442 MACHINE OPERATOR 2 
Under limited supervision, operates a variety of production machine tools such as drill or punch presses, power mills, brakes, 
shears, mills, lathes and similar power tools where set-ups are non-routine and tolerances are not easily acquired or maintained.  
May use precision measuring instruments including micrometers, calipers, jigs, fixtures and gauges to check work.  Supervision 
is usually available.  Work may be of a repetitive, production nature.  Excludes journey level. 
Education and Experience:  Ability to operate a variety of machine tools and understand set-up instructions.  Requires 1 year 
of related machine operation experience.  Incumbents typically possess 2-4 years of related experience. 
 
7443 MACHINE OPERATOR 3 
Under general supervision, fabricates component parts where set-ups are non-routine and tolerances are difficult to acquire and 
maintain.  Operates and sets up a variety of machine tool equipment to extremely close and complex tolerances including power 
mill, lathe, numerically controlled machine tools and other hand and power equipment of similar complexity.  Reads and 
interprets blueprints, production diagrams and assembly drawings.  Makes complex measurements and advanced shop math 
calculations relative to tolerances, dimensions, tooling, feed and speed.  May inspect fabricated parts.  Checks height, depth 
and thickness using vernier calipers, gauges, and other precision-measuring instruments.  May prepare recommendations to 
modify shop methods or processes, relative to improved productivity and quality.  May provide numerical control (NC) 
programming support.  Excludes journey level machinists. 
Education and Experience:  Reading, writing and math skills equivalent to those obtained from completion of high school or 
commensurate experience.  Ability to operate a variety of machine tools to close tolerances, perform difficult set-ups, read 
blueprints, use precision-measuring instruments and perform shop math calculations.  Requires a minimum of 3 years of 
progressively complex machining assignments.  Incumbents typically possess 6-8 years of related experience. 
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7456 JOURNEY MACHINIST 
Under general supervision, performs non-repetitive assignments of a complex and difficult nature involving the set-up and 
operation of a wide variety of machine tool equipment such as drill press, punch press, brake, shear, grinders, graining machines, 
numerical control equipment and other hand and power machines of similar complexity.  Works from blueprints, rough sketches, 
production diagrams, engineering drawings and verbal instructions to fabricate a variety of complex machined components.  
May support prototype development activities, working with design engineers and mechanical designers on the design feasibility 
of prototype machine parts and assemblies relative to form, fit and function.  Determines operating methods and sequences; 
lays out, sets up and fabricates precision parts, tooling and fixtures to exacting tolerances and dimensions for production, 
development and short-run requirements.  Makes complex shop calculations using handbook formulas to layout difficult patterns 
and determine tooling feeds and speeds.  Knows the working qualities of a wide variety of materials including aluminum, steel, 
copper, brass, other metals, plastics and exotics.  Checks height, depth and thickness using micrometers, dial indicators, calipers, 
gauges and other precision-measuring instruments.  Inspects work for conformance to specifications.  May set up and make 
"first-article" check on difficult production runs.  May provide programming support for numerically controlled (NC) equipment 
to obtain optimum machine utilization and minimize scrap loss ensuring proper tool usage.  May prepare recommendations for 
improvements in methods or processes relative to improved productivity and quality.  May provide work leadership to others.  
This is the fully qualified journey level. 
Education and Experience:  Requires a well-rounded knowledge of fabrication and assembly techniques, tools and equipment, 
materials and shop practices as would normally be obtained from completion of a 2 year trade school or apprenticeship and 4 
years additional machine shop experience.  Incumbents typically possess 8-10 years of related experience. 
 
7475 EXPERIMENTAL MACHINIST 
Under general supervision, performs the most complex and highly varied machining operations in prototype, experimental 
activities.  Analyzes complex blueprints, engineering specifications and general engineering instructions to plan, set-up and 
execute work assignments.  Sets up and operates the complete range of machine tools including lathe, milling machines, drill 
press, grinders, polishing machines, etc.  Machining assignments include the design and construction of tools, dies and fixtures 
required to machine experimental parts.  Assignments are highly varied and require a considerable amount of independent 
judgment and coordination with development engineers.  May provide technical guidance to other personnel. 
Education and Experience:  Requires a minimum of 7 years of experience including a 2 year trade school or an appropriate 
machinist apprenticeship.  Ability to use all machine shop tools and apply machine shop math to a variety of machine problems.  
Knowledge of a variety of precision-inspection tools to check work.  Incumbents typically possess in excess of 12 years of related 
experience. 
 
7479 QA/QC MANAGER 1 
Develops, administers, and maintains quality assurance procedures and activities required to ensure that the company's products 
are in compliance with quality standards as required.  Develops quality control and inspection procedures for receipt of materials, 
in-process and final acceptance activities.  Schedules and controls inspection activities.  May supervise inspectors to accomplish 
inspection activities.  Develops quality standards.  Defines test standards, and specifies test equipment and procedures.  
Participates in design review meetings to contribute quality assurance requirements and considerations.  Works with customer 
QA representatives to coordinate inspection and acceptance activities.  Reviews QA control requirements with customer 
representative assuring compliance with requirements.  Reviews contractually required documentation for accuracy and 
completeness.  Performs special assignments related to product support requiring the gathering and analysis of data.  Establishes 
and maintains calibration procedures for instrumentation to ensure accuracy of measurements. 
Education and Experience:  Knowledge of quality assurance and inspection procedures and techniques.  Working knowledge 
of QA Mil-spec requirements.  Requires 5 years progressively responsible experience within QA/inspection functions. 
 
7481 INPROCESS INSPECTOR 1 
Under close supervision, performs limited and repetitive visual, mechanical, dimensional, functional or electrical inspection of 
product in the production assembly process through final system assembly.  Applies established inspection procedures and uses 
simple inspection tools and instruments of a "go/no-go" nature.  Methods and limits are well documented and require limited 
judgment or interpretation.  Identifies workmanship and material defects.  Guidance from supervisor is readily available. 
Education and Experience:  Normally requires basic understanding of assembly and production process as would be obtained 
from 6 months of production experience.  Ability to perform basic shop mathematics, utilizing repetitive and simple formulas.  
Ability to interpret and use blueprints, mil specs, engineering drawings, material lists and inspection standards.  Entry Level 
inprocess inspector classification.  Normally excludes trainees with no assembly skill or experience. 
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7482 INPROCESS INSPECTOR 2 
Under limited supervision, performs non-routine visual, mechanical, functional dimensional or electrical inspection of a variety 
of products in the production assembly process through final system assembly.  Performs inspection tasks involving the use of 
a wide variety of test instruments and equipment to measure values and record functional operation of components.  Determines 
acceptability, identifies and recommends disposition of defective items in accordance with established procedures.  Typical 
equipment includes micrometers, vernier calipers, height gauges, dial indicators, oscilloscope, multimeter, and component 
testers.   
Education and Experience:  Requires 1 year of mechanical/electrical inspection experience and working knowledge of 
inspection techniques and instruments, specification interpretation and quality control terminology.  Excludes trainees with no 
experience. 
 
7483 INPROCESS INSPECTOR 3 
Under general supervision, performs a wide variety of complex and difficult Electro-mechanical inspections in the 
production/assembly process through final system assembly.  Follows general inspection guidelines to conduct critical non-
routine visual, dimensional, mechanical, electrical test and functional inspections on a wide variety of components, assemblies, 
equipment, systems, supplies and materials.  Performs complex and critical inspection procedures, requiring special set-ups of 
new or unique equipment and interpretation of test data from a variety of sources.  May conduct first article inspection of parts, 
assemblies, equipment and tooling.  May provide work leadership to other inspectors. 
Education and Experience:  Requires knowledge of a wide variety of inspection methods and equipment and ability to perform 
complex shop mathematics.  Requires 3 years of increasingly difficult inspection experience involving the application and working 
knowledge of sophisticated measuring equipment techniques.  This is the fully qualified working level.  Excludes those with full 
supervisory responsibilities. 
 
7496 PRODUCTION/MANUFACTURING/ASSEMBLY SUPERVISOR 1 
Responsible for first-line direction of non-exempt employees involved in production, assembly subassembly or fabrication 
operations.  Reviews production schedules, material and manpower resources.  Assigns employees to maximize production 
objectives, maintain quality and attain output requirements.  Informs assigned employees of production and material problems 
and coordinates with support groups to resolve problems affecting schedules.  Participates in establishing and modifying 
operational methods and processes by recommending changes in materials, equipment and procedures.  Maintains a variety of 
reports, records and production documentation to reflect schedules, performance, and methods.  Typically manages the day-
to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Requires several years of Production/Manufacturing/Assembly experience including 2 years of 
production leadership experience or equivalent academic preparation with emphasis in production technology, scheduling 
activities, MRP techniques and related tasks. 
 
7497 PRODUCTION/MANUFACTURING/ASSEMBLY SUPERVISOR 2 
Responsible for direction of nonexempt employees involved in production, assembly, subassembly or fabrication operations.  
Reviews production schedules, material, and manpower resources.  Assigns employees to maximize production objectives, 
maintain quality and attain output requirements.  Informs assigned employees of production and material problems and 
coordinates with support groups to resolve problems affecting schedules.  Participates in establishing and modifying operational 
methods and processes by recommending changes in materials, equipment, and procedures.  Maintains a variety of reports, 
records, and production documentation to reflect schedules, performance, and methods.  Typically manages the day-to-day 
workflow of subordinate nonexempt workers.  Generally assigned to more complex production operations with greater 
independent authority and broader spans of control in terms of functions directed, operational difficulties encountered, or 
number of employees directly and indirectly supervised. 
Education and Experience:  Well-rounded knowledge of production activities as would normally be obtained by 2 years of 
production supervisory experience. 
 
7498 PRODUCTION/MANUFACTURING/ASSEMBLY MANAGER 1 
Responsible for the management of an assigned production unit, department, function or group.  Normally directs activities 
through subordinate supervisors to attain production goals consistent with cost, quality, and delivery requirements.  Reviews 
and establishes material, equipment, and manpower resources requirements.  Recommends departmental standards and 
practices.  Coordinates production activities with other functions such as material, marketing, new product development, 
customer service, manufacturing engineering, and inspection.  Excludes those with other major non-production activities such 
as material planning/control, manufacturing engineering, facility maintenance, etc.  This is typically the first level of management 
in this job family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through 
supervisors/leads. 
Education and Experience:  Requires experienced knowledge of production activities as would normally be obtained by 5 or 
more years of supervisory/ management experience.  
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7499 PRODUCTION/MANUFACTURING/ASSEMBLY MANAGER 2 
Responsible for the management of assigned multi-functional production unit, department, or group.  Directs activities through 
subordinate managers or supervisors to attain production goals consistent with cost, quality, and delivery requirements.  Reviews 
and establishes material, equipment, and manpower resource requirements.  Develops and establishes departmental standards 
and practices.  Coordinates production activities with other functions such as material, marketing, new product development, 
customer service, manufacturing engineering, and inspection.  Generally assigned to the more complex production operations 
with greater independent authority and broader spans of control in terms of functions directed, value of resources controlled, 
operational difficulties encountered or total number of employees managed.  Overall responsibilities MAY include production-
related activities such as material planning/control, manufacturing, engineering, facilities maintenance, etc.  This is the second 
level of management.  Manages through lower level managers and supervisors 
Education and Experience:  Requires advanced experience and knowledge of production operations and activities as would 
normally be obtained by 7 or more years of progressively responsible and complex production management experience. 
 
7511 FACILITIES MAINTENANCE TECHNICIAN 1 
Under direct supervision, performs simple repairs, modifications and preventative maintenance on building and facilities, 
equipment, fixtures and systems.  May include overseeing manufacturing systems such as wastewater handling, chip handling, 
processing, recycling and/or materials disposal systems.  Duties may include handling hazardous materials.  This is a generalist 
job, so duties may be in any of the following areas:  electrical, plumbing, welding, sheet metal, carpentry, painting and general 
mechanics.  Troubleshoots, repairs and maintains standard facility systems.  May install minor modifications.  Performs routine 
preventive maintenance operations such as lubrication, cleaning, and filter changes.  Utilizes standard hand and portable power 
tools.  Assists in the movement of furniture, materials and equipment as required.  Excludes trainees with no previous experience. 
Education and Experience:  Basic reading, writing and arithmetical ability.  High school graduate with 6 months related 
experience required. 
 
7512 FACILITIES MAINTENANCE TECHNICIAN 2 
Under general supervision, proficiently performs repairs, modifications and preventative maintenance on building and facilities, 
equipment, fixtures and systems.  May include overseeing manufacturing systems such as wastewater handling, chip handling, 
processing, recycling and/or materials disposal systems.  Duties may include handling hazardous materials.  Duties may be 
electrical, plumbing/pipe fitting, welding, sheet metal, carpentry, painting or mechanical.  Troubleshoots, repairs and maintains 
facility plumbing, mechanical and electrical systems.  May install minor modifications.  Conducts preventive maintenance 
inspections and performs required preventive maintenance actions such as lubrication, cleaning, and filter changes.  Utilizes a 
wide variety of hand and portable power tools.  Assists in the movement of furniture, materials and equipment as required. 
Education and Experience:  Basic reading, writing and arithmetical ability.  High school graduate and 1-3 years of practical 
experience equivalent to 1-2 years of trade school training.  Incumbents typically possess 4-6 years of related experience. 
 
7513 FACILITIES MAINTENANCE TECHNICIAN 3 
Under minimal supervision, performs highly complex repairs, modifications and preventative maintenance on building and 
facilities, equipment, fixtures and systems.  May include overseeing manufacturing systems such as wastewater handling, chip 
handling, processing, recycling and/or materials disposal systems.  Duties may include handling hazardous materials.  Duties 
may be electrical, plumbing/pipe fitting, welding, sheet metal, carpentry, painting or mechanical.  Installs, troubleshoots, repairs 
and maintains a wide variety of facility plumbing, mechanical and electrical systems.  Reviews service requests for repairs and 
maintenance, determines nature of problem and recommends appropriate solution.  Conducts preventive maintenance 
inspections and performs required preventive maintenance actions such as lubrication, cleaning, and filter changes.  Works from 
blueprints, schematic sketches, oral and written instructions.  Capable of planning and completing any job assigned.  Coordinates 
work of outside contractors.  May provide work leadership for lower level maintenance mechanics through assignment of work, 
coordination of effort, providing technical guidance and review of assignment progress. 
Education and Experience:  Basic reading, writing and arithmetical ability.  Requires a minimum of 5 years of directly related 
experience, or 3 years with Journey level license.  Incumbents typically possess over 10 years of related experience. 
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7514 FACILITIES MAINTENANCE TECHNICIAN 4 
Under general management direction, performs highly complex repairs, modifications and preventative maintenance on building 
and facilities, equipment, fixtures and systems.  Installs, troubleshoots, repairs and maintains a wide variety of facility plumbing, 
mechanical and electrical systems, which may include critical systems and equipment such as Diesel Generators, Uninterruptible 
Power Supply (UPS) systems, Battery Backup systems, Variable Speed Drive equipment, Power Distribution Unit (PDU) systems, 
Static Transfer Switches (STS), Chillers, Boilers, Fire Systems, Security Systems, Chemical Water Treatment programs, recycling 
and/or materials disposal systems, and various other mechanical and electrical systems.  Works from schematics, diagrams, 
written/verbal instructions, layouts, or defined plans.  May use computer-based information resources in analytical problem 
solving and to support recommendations for system optimization.  Duties may include handling hazardous materials.  Plans and 
completing any job assigned.  Coordinates work of outside contractors.  May provide work leadership for lower level employees 
through assignment of work, coordination of effort, providing technical guidance and review of assignment progress.  Excludes 
those with full supervisory responsibilities. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience, or an equivalent combination of related training and experience.  Incumbents typically possess 10-20 years of 
related experience. 
 
7531 ELECTRO-MECHANICAL MAINTENANCE TECHNICIAN 1 
Under the close direction of an engineer or repair supervisor, repair and maintain specialized machinery and equipment that is 
used in processing, assembly, and delivery processes.  Interprets electrical and mechanical diagrams to understand operation 
of various sophisticated equipment.  Using a variety of test equipment, troubleshoots and repairs problems and documents 
repairs.  May perform periodic inspections of such equipment and may requisition materials and supplies for equipment.  These 
technicians repair equipment which have integrated electrical and mechanical components.  Excludes auto/truck mechanics or 
other general building repair personnel who specialize in general building repair, such as electricians, heating and air-conditioning 
mechanics. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and 1 year of related experience; or 
requires an equivalent combination of related training and experience.  Incumbents typically possess 0-3 years of related 
experience. 
 
7532 ELECTRO-MECHANICAL MAINTENANCE TECHNICIAN 2 
Under the routine direction of an engineer or repair supervisor, repairs and maintains specialized machinery and equipment that 
is used in processing, assembly, and delivery processes.  Interprets electrical and mechanical diagrams to understand operation 
of various sophisticated equipment.  Using a variety of test equipment, troubleshoots and repairs problems and documents 
repairs.  May perform periodic inspections of such equipment and may requisition materials and supplies for equipment.  These 
technicians repair equipment which have integrated electrical and mechanical components.  Excludes auto/truck mechanics or 
other general building repair personnel who specialize in general building repair, such as electricians, heating and air-conditioning 
mechanics. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-8 
years of related experience. 
 
7533 ELECTRO-MECHANICAL MAINTENANCE TECHNICIAN 3 
Under the general direction of an engineer or repair supervisor, repairs and maintains specialized machinery and equipment 
that is used in processing, assembly, and delivery processes.  Interprets electrical and mechanical diagrams to understand 
operation of various sophisticated equipment.  Using a variety of test equipment, troubleshoots and repairs problems and 
documents repairs.  May perform periodic inspections of such equipment and may requisition materials and supplies for 
equipment.  These technicians repair equipment which have integrated electrical and mechanical components.  Excludes 
auto/truck mechanics or other general building repair personnel who specialize in general building repair, such as electricians, 
heating and air-conditioning mechanics. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 5-13 
years of related experience. 
 
  



  
 

113 

COMPBASE® USA 
Winter 2023 

7534 ELECTRO-MECHANICAL MAINTENANCE TECHNICIAN 4 
Under the liberal direction of an engineer or repair supervisor, repair and maintain specialized machinery and equipment, which 
is used in processing, assembly, and delivery processes.  Interprets electrical and mechanical diagrams to understand operation 
of various sophisticated equipment.  Using a variety of test equipment, troubleshoots and repairs problems and documents 
repairs.  May perform periodic inspections of such equipment and may requisition materials and supplies for equipment.  These 
technicians repair equipment which have integrated electrical and mechanical components.  Excludes auto/truck mechanics or 
other general building repair personnel who specialize in general building repair, such as electricians, heating and air-conditioning 
mechanics. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 8-20 
years of related experience. 
 
7545 MAINTENANCE MECHANIC 
Under general supervision, performs a wide variety of skilled mechanic duties to install, troubleshoot, repair and modify 
mechanical equipment and facilities.  Follows blueprints, drawings and general instructions to plan and layout assignment.  
Assembles and installs mechanical and Electro-mechanical equipment and systems such as production machinery/tools, conveyor 
systems, storage racks and tanks, and facility equipment.  Uses a wide variety of hand, power, and machine tools to perform 
assignments.  Troubleshoots and repairs mechanical equipment and systems requiring the isolation of the malfunction, 
disassembly of equipment and repair/replacement of bearings, gears, and structural components.  Performs preventive 
maintenance on equipment and mechanical systems.  May perform non-certified welding and simple machining operations 
incidental to repair and maintenance tasks.  May provide work leadership to other personnel. 
Education and Experience:  Requires a well-rounded knowledge of the practices, tools, equipment and materials used within 
the mechanic's trade.  Ability to read and interpret blueprints and assembly drawings.  Excludes those with full supervisory 
responsibilities.  Include only those who perform specialized maintenance mechanic assignments as the major component of 
the job. 
 
7551 MANUFACTURING EQUIPMENT TECHNICIAN 1 
Provides machinery and equipment maintenance support for a variety of manufacturing processes and disciplines.  Provides 
repair and preventative maintenance on a wide variety of Electro-mechanical equipment using standard test procedures.  
Schedules preventative maintenance on machinery and equipment.  Records and maintains historical documentation and failure 
analysis data.  Develops simple process devices, fixtures and aids.  Provides training for daily operator maintenance. 
Education and Experience:  Associate’s Degree in Computer of Electronic Technology or equivalent combination of education 
and experience plus 1 year of related experience.  Incumbents typically possess the ability to use a wide variety of standard test 
equipment and measurement devices.  Excludes trainees with no academic preparation or experience. 
 
7552 MANUFACTURING EQUIPMENT TECHNICIAN 2 
Provides multi-discipline capability in the repair, maintenance, installation and enhancement of a select group of machinery and 
equipment.  Troubleshoots and repairs failures in equipment and machinery.  Performs alignments, adjustments and tests 
associated with the installation, relocation and/or refurbishment of select group of machinery and equipment.  Implements 
preventative maintenance programs.  Records and analyzes preventative maintenance and unscheduled maintenance logs.  
Recommends and may implement improvements to enhance performance and availability of machinery/equipment.  May include 
parts fabrication as necessary.  Participates in review of proposed machinery/equipment purchases. 
Education and Experience:  Associate’s Degree in a technical discipline (e.g. Electronics Technology) or the equivalent 
combination of education and experience, and 2 or more years of related experience.  Incumbents typically have an in-depth 
knowledge of one technology PLUS working knowledge of several technologies (e.g. electronics, mechanics, hydraulics, 
computer control, gas delivery systems, vacuum and pneumatics) and are skilled in the repair and operation of a select group 
of conventional and automatic machinery and equipment. 
 
7553 MANUFACTURING EQUIPMENT TECHNICIAN 3 
Provides single source multi-discipline capability in the repair, maintenance, installation and enhancement of machinery and 
equipment representing high complexity with respect to interrelated systems.  Works closely with Engineering to assist in the 
design of parts and equipment.  Work may include equipment and part fabrication.  Evaluates data to determine equipment 
performance.  Develops equipment documentation to meet state and federal regulatory requirements and process and 
maintenance specification.  Troubleshoots and repairs all failures in any equipment or system using in-depth knowledge of 
multiple technologies.  Performs precision alignments, assemblies and other tests associated with installation, qualification 
and/or refurbishment on all machinery and equipment.  Designs, develops, and implements preventative maintenance programs 
on machinery and equipment.  Analyzes associated data and logs. 
Education and Experience:  Associate’s Degree in Electronic Technology, and 4 years of experience or equivalent combination 
of related education and experience.  
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7563 MAINTENANCE ELECTRICIAN 
Under general supervision, performs a wide variety of skilled duties to install, maintain and repair facility electrical equipment 
and systems.  Installs electrical equipment and fixtures including circuit breakers, controllers, switches, motors, meters, conduit, 
relays, and transmission systems.  Reads and interprets blueprints, construction drawings, wiring diagrams, schematics and 
follows verbal instructions to plan and layout conduit, install transmission equipment and ensure proper operation of installed 
electrical equipment and systems.  Troubleshoots electrical malfunctions to isolate and repair electrical problems.  Uses a variety 
of test equipment to determine electrical transmission and operation problems.  Uses a variety of hand and power tools to install 
and repair electrical equipment, fixtures and transmission systems.  May provide work leadership to other maintenance 
personnel. 
Education and Experience:  Requires a well-rounded knowledge of the practices, tools, equipment and materials used in the 
electricians trade as would normally be obtained through technical or trade school and experience equivalent to a journey level 
electrician.  Ability to read, understand and interpret blueprints, construction drawings and wiring diagrams.  Knowledge and 
understanding of pertinent local and national electrical codes.  Excludes those with bona fide supervisory responsibilities.  Include 
only those who specialize in electrician tasks as the major component of the job. 
 
7573 MAINTENANCE PLUMBER 
Under general supervision, performs a wide variety of skilled plumbing duties in the construction, maintenance, repair and 
alteration of facilities.  Follows blueprints, construction drawings and general verbal instructions to plan and layout plumbing 
assignments including water, waste, gas, vacuum, pneumatic, sprinkler, chemical, cryogenic and other specialized systems.  
Selects materials and estimates time and material costs for assigned projects.  Sets-up and operates power tools including 
threaders and lead pots; uses a variety of hand tools associated with plumbing trade.  Tests and troubleshoots systems to 
determine proper operation.  Performs preventive maintenance on assigned systems.  Coordinates work of outside contractors.  
May provide work leadership to other maintenance personnel.  Excludes those with full supervisory responsibilities.  Include only 
those who specialize in plumbing tasks as a major component of the job. 
Education and Experience:  Requires a well-rounded knowledge of the practices, tools, equipment, methods and materials 
used in the plumbing trade as would normally be obtained through apprenticeship or technical schooling and job experience 
equivalent to journey level.  Ability to read, understand and interpret blueprints, construction drawings and plumbing diagrams; 
knowledge and understanding of pertinent local and national plumbing codes.  Excludes those with bona fide supervisory 
responsibilities. 
 
7593 AIR CONDITIONING/REFRIGERATION MECHANIC 
Under general supervision, performs a wide variety of skilled duties to install, maintain, and modify air conditioning, refrigeration 
and ventilation equipment and systems in various facility applications.  Follows blueprints, drawings, schematics, and general 
instructions to perform assignments.  Conducts general checkouts to ensure proper systems operation.  Modifies systems and 
equipment to respond to space and operational changes.  Troubleshoots and repairs equipment and system malfunctions.  
Performs pipefitting, brazing, soldering, and sheet metal work incidental to the installation, repair, modification and maintenance 
of equipment and systems.  Performs a variety of preventive maintenance tasks including system charging, filter charges, and 
lubrication.  Applies skills to a wide variety of air conditioning, heating and ventilating systems such as boilers, heat pumps, 
compressors, evaporators, control systems, heaters, and A/C units.  May provide technical direction to others.  Excludes those 
with full supervisory responsibilities.  Includes only those who specialize in air conditioning/refrigeration assignments as the 
major component of the job. 
Education and Experience:  Requires a well-rounded knowledge of the operating principles of air conditioning/refrigeration 
as would normally be obtained through technical schooling and several years of directly applicable experience considered 
equivalent to a journey level.  Ability to read and interpret blueprints, drawings and system diagrams. 
 
7603 MAINTENANCE CARPENTER 
Under general supervision, performs a wide variety of skilled carpentry duties in the construction, maintenance, repair and 
alteration of facilities.  Follows blueprints, construction drawings and general verbal instructions to plan and layout carpentry 
assignments.  Constructs and erects partitions, shelving, stairs, doors, walls and other structural elements.  Estimates and 
selects materials to complete jobs.  Sets-up and operates power tools including saws, drills, planers, shapers and uses a variety 
of hand and finish tools associated with the carpentry trade.  May perform finishing assignments including wood staining, surface 
preparation, minor incidental painting, trim installation and related tasks.  Installs and repairs fixtures and may construct and 
repair cabinetry.  May provide work leadership to other personnel. 
Education and Experience:  Requires a well-rounded knowledge of practices, tools, equipment, methods and materials used 
in the carpentry trade as would normally be acquired through technical training and several years of practical experience 
equivalent to a journey level carpenter.  Excludes those with full supervisory responsibilities.  Includes only those who specialize 
in carpentry as a major component of the job. 
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7608  CONSTRUCTION PROJECT MANAGER 1 
Manages large and complex building or facility construction and/or repair/alteration projects from design to completion.  Uses 
professional concepts and practical experience to resolve issues in creative and effective ways.  Works on complex issues where 
analysis of situations or data requires an in-depth evaluation of variable factors.  Exercises judgment in selecting methods, 
techniques and evaluation criteria for obtaining results.  Networks with key contacts outside own area of expertise. 
Education and Experience:  Bachelor’s Degree in Construction Management, or a related field or equivalent experience.  
Advanced Degree preferred.  A minimum of 15 years of experience in the construction field, with broad and deep knowledge of 
architectural and engineering principles.  Demonstrated technical, organizational, and communication skills. 
 
7621 SECURITY GUARD 
Under limited supervision, guards and patrols company property, facilities to protect property and personnel against fire, theft, 
vandalism, illegal entry and other hazards.  Controls entrance points.  May receive and direct visitors to desired areas.  
Periodically tours premises, examines doors, windows, and gates to determine they are secure.  Observes departing persons to 
guard against theft of company property.  Maintains security reports and records.  Reports irregularities and coordinates activities 
with local law enforcement agencies as required. 
Education and Experience:  Basic reading, writing and communications skills.  Requires tact and judgment in exercising 
duties. 
 
7642 JANITOR/CUSTODIAN 
Under limited supervision, performs maintenance and custodial duties in office, manufacturing and rest areas, maintaining 
premises in a clean and orderly manner.  Operates commonly used types of power cleaning and polishing equipment.  Performs 
custodial tasks such as sweeping, mopping and waxing floors; dusting and polishing woodwork, fixtures and equipment; washing 
windows, walls and lavatory facilities.  May perform minor preventative maintenance tasks on equipment, machinery equipment 
and systems such as lubrication, cleaning, and filter changes.  Assists in the movement and relocation of furniture, equipment 
and machinery as required.  May provide work leadership to lower level custodians. 
Education and Experience:  At least 1 year previous work experience is normally required. 
 
7688 SECURITY MANAGER 1 
Plans, organizes, directs, and controls the activities and staff involved in developing and administering the company security 
policies, procedures and programs.  Provides security controls of company facilities, equipment, and materials.  Recommends 
procedures and systems for visitor control, employee identification, security clearance administration, and the safeguard of 
company facilities, equipment, material, and employee property.  Provides security control through direction of a guard force or 
through retention of contract services.  Investigates security and related problems and maintains liaison with appropriate law 
enforcement agencies.  May work with governmental agencies to establish procedures ensuring compliance with government 
security clearance requirements.  This is typically the first level of management in this job family.  Directly manages exempt 
level employees.  May manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Requires a well-rounded knowledge of industrial security practices and government security 
requirements as would normally be obtained through 4 or more years of related experience including the direction of others. 
 
7692 FACILITIES PLANNER/SCHEDULER 2 
Under limited supervision, with freedom for independent actions, works on assignments of moderate complexity to insure 
efficient utilization and accountability for space and facilities within assigned plant area.  Coordinates space/facility requirements 
for modifications and new construction with users.  Reviews and analyzes rental/lease agreements, renewals and extensions.  
Analyzes space utilization requests and requirements and recommends appropriate alternatives.  Plans, coordinates and 
implements furniture/office/factory moves.  Develops new or unusual solutions based on advanced principles within the facilities 
and construction trades as guided by the plan, schedule and budget as assigned.  Defines requirements and selects approaches.  
Has wide interface with all levels of management, and with outside contractors and vendors.  May utilize computerized programs 
for the analysis of requirements and tracking of project. 
Education and Experience:  Technical Bachelor’s Degree or equivalent experience in related functions.  Knowledge of cost 
estimating, planning and scheduling techniques and workload organization. 
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7693 FACILITIES PLANNER/SCHEDULER 3 
Under general supervision, and as guided by basic plan, schedule and budget determinations, performs complex facility planning 
and scheduling tasks.  Has the primary responsibility for the definition of requirements and selection of approaches to the 
solution.  Develops new or unusual solutions based on advanced principles within the facilities and construction trades.  Works 
with extensive freedom for independent action.  Estimates, plans, schedules, prepares layouts, coordinates, provides follow-up 
and reports on major facility and maintenance projects, new construction and modifications.  Prepares facilities estimates and 
site proposals for management review as to cost and feasibility.  Plans and schedules approved projects for completion by in-
house personnel and outside contractors.  Coordinates all phases between user, plant resources, outside vendors and contractors 
to accomplish desired results in an economic and timely manner.  Conducts follow-up on cost, budgets, job control, material, 
tools and related items that pertains to projects.  Compiles and presents reports regarding schedule progress, cost analysis and 
forecast. 
Education and Experience:  Technical Bachelor’s Degree or equivalent experience and 2 years of facilities planning and 
scheduling experience.  Thorough knowledge of building construction, electrical, mechanical, plumbing and related trades.  
Extensive background in facility cost estimating, planning and scheduling techniques. 
 
7697 FACILITIES SUPERVISOR 
First level supervisor responsible for a wide variety of maintenance operations including equipment installation, facilities 
equipment repair and preventive maintenance.  Maintenance functions include buildings, grounds, electrical, air-conditioning 
and mechanical systems.  Coordinates with outside contractors for service contracts.  Typically manages the day-to-day workflow 
of subordinate nonexempt workers. 
Education and Experience:  Requires broad knowledge of electrical and mechanical maintenance activities.  Experience may 
include specialized work experience, e.g., electrical, plumbing, etc.  Requires 4 years of maintenance experience and skilled 
trade apprenticeship equivalency. 
 
7698 FACILITIES MANAGER 1 
Plans, organizes, directs, and controls the activities and staff involved in the design, construction, coordination, modification, 
maintenance, and administration of company facilities and equipment.  Develops plans and programs responsive to present and 
anticipated space and facility requirements.  Formulates and monitors company facility standards.  Participates in site 
identification, selection and acquisition activities to ensure the most economical application and utilization of company facility 
resources.  Evaluates proposals and bids for various design, contracting, and follow-on services as required.  Recommends bid 
acceptance.  Reviews preliminary and final working drawings for adherence to specifications, design considerations and cost 
criteria.  Coordinates construction activities to ensure attainment of budget and schedule objectives.  Evaluates the qualifications, 
professional capabilities and reputation of architects, general contractors, sub-contractors and service contractors available for 
bid consideration.  Directs and works with architects, staff consultants, and contractors in the design and development of new 
facilities.  Provides design and space criteria and coordinates final approval of facility designs.  Investigates and evaluates new 
materials, systems, equipment which may benefit the company in its facilities programs.  Responsible for the employment, 
employee motivation, counseling, discipline, and changes in status of employees supervised. 
Education and Experience:  Requires a well-rounded knowledge of facilities design, construction, administration and 
maintenance as would normally be acquired by a Bachelor’s Degree in Civil Engineering or a related technical discipline and 7 
years of progressively responsible facilities development/ construction activities, including the supervision of related staff. 
 
7701 REAL ESTATE/PROPERTY MANAGER 1 
Manages properties and facilities, including management of revenues, expenses, customer relationships, and contract 
administration, either directly or through subordinate management and/or non-management employees.  Responsible for 
maintaining tenant relations with local tenants.  Negotiates and interprets lease agreements, contracts, renewals, permits, 
and/or various property rights or other rights of use including recommendation of negotiating positions.  Resolves a variety of 
customer/tenant issues and takes lead in tenant interfaces.  Conducts a variety of special or unique projects related to leased 
properties and concessions.  Prepares and manages operating budgets.  May have responsibility for subordinate employees, 
generally in non-exempt positions. 
Education and Experience:  Bachelor’s Degree in Business Administration, related field, or equivalent combination of 
education and experience is required.  Minimum of 2 years of experience in commercial real estate administration and/or 
property management.  Retail, food industry concessions, or customer service experience desirable.  Real Estate license or 
equivalent training is desirable. 
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7702 REAL ESTATE/PROPERTY MANAGER 2 
Manages properties and facilities, including management of revenues, expenses, customer relationships, and contract 
administration, either directly or through subordinate management and/or non-management employees.  Analyzes lease terms 
and conditions, customer requirements for space, tenant requests and negotiating positions, pricing and valuations.  Negotiates 
and interprets lease agreements, contracts, renewals, permits, and/or various property rights or other rights of use, including 
determination of best negotiating positions.  May recommend substantive changes in procedures in department work or other 
work groups.  Resolves a variety of customer/tenant issues and takes lead in tenant interfaces.  Plans and conducts a variety of 
special or unique projects related to leased properties and concessions that may involve hiring of outside consultants.  Manages 
administrative functions including contracting for services and capital and operating budget preparation and monitoring. 
Education and Experience:  Bachelor’s Degree in Business Administration, related field, or equivalent combination of 
education and experience is required.  Minimum 5 years of experience in commercial real estate and/or property management.  
Real Estate license or equivalent training is desirable. 
 
7703 REAL ESTATE/PROPERTY MANAGER 3 
Manages properties and facilities, including management of revenues, expenses, customer relationships, and contract 
administration, either directly or through subordinate management and/or non-management employees.  Analyzes and 
interprets complex trends and factors to develop and maximize use of facilities, customer service and revenues, real estate 
holdings and retail concessions programs.  Analyzes and interprets business proposals, layout design, customer trends and 
needs, tenant/vendor compatibility, project phasing, capital and operating expenses and revenue projections.  Negotiates and 
interprets lease agreements, including determination of the best negotiating positions.  May manage land acquisition programs 
including coordination of outside resources and assuring that acquisitions are accomplished in accordance with all state and 
federal requirements.  May develop policies and guidelines on standards for quality and customer service to be followed by 
concessionaires.  Resolves tenant operating and lease issues at corporate level. 
Education and Experience:  Bachelor’s Degree in Business Administration, related field, or equivalent combination of 
education and experience required.  Minimum 8 years of experience in commercial real estate and/or property management.  
Master’s Degree in Business Administration or/ related field is desirable. 
 
8001 DOCUMENT CONTROL CLERK 1 
Under limited supervision, performs a variety of semi-routine tasks to maintain engineering drawing files and coordinate the 
processing of Engineering Change Orders (ECO).  Works within established systems with minimal latitude for variation.  Guidance 
from superiors is generally available.  Maintains company master files for original engineering drawings.  Files drawings according 
to prescribed system.  Maintains records and logs regarding the location and disposition of drawings removed from files.  
Prepares drawing and document copies on xerographic, microfilm or blueprint equipment.  Distributes prints to requesters.  
Provides periodic and general operating maintenance on copying equipment, cleans machines, clears paper jams and maintains 
supply level of ECO's.  Annotates drawings where ECO's are pending.  Prepares copies of ECO documentation and distributes 
by prescribed procedures.  Maintains company technical and vendor catalog file.  Inserts changes and pulls obsolete data from 
file. 
Education and Experience:  Basic reading, writing and arithmetic ability, and 1 year of general clerical experience.  Excludes 
trainees. 
 
8002 DOCUMENT CONTROL CLERK 2 
Under general supervision, performs a wide variety of non-routine and difficult tasks to maintain engineering drawing files and 
coordinate the processing of Engineering Change Orders (ECO).  Complexity of work assignments requires the exercise of 
moderate judgment, resolution of non-routine problems and preparation of recommended courses of action for non-standard 
situations.  Maintains company master files for original engineering drawings.  Files drawings according to prescribed systems.  
Maintains records and logs regarding the location and disposition of drawings removed from files.  Prepares drawing and 
document copies on xerographic, microfilm or blueprint equipment.  Provides periodic and general operating maintenance on 
copying equipment.  Refers malfunctions to service representatives.  Maintains records and logs regarding the processing of 
ECO's.  Annotates drawings where ECO's are pending.  Prepares copies of ECO documentation and distributes by prescribed 
procedures.  Maintains company technical and vendor catalog file.  May provide work leadership and assist in training lower 
level staff members. 
Education and Experience:  Reading, writing and arithmetical skills equivalent to those obtained from completion of high 
school or commensurate experience, and 3 years of experience in document control or the equivalent.  Excludes those with full 
supervisory responsibilities. 
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8051 TECHNICAL WRITER 1 
As directed, researches, writes, edits, indexes or revises user online help or print documentation of limited scope and technical 
complexity.  Obtains data from review of documentation, drawings, schematics and reports, consultation with technical staff 
members and by using the product.  Generally assists more senior level Technical Writers or works as a member of a project 
team.  May have limited exposure to company products.  Requires excellent oral and written communication skills, and limited 
experience with PC word-processing applications and publication tools.  Assignments cover standard applications where ample 
guidance is available and formats are usually well defined. 
Education and Experience:  Bachelor’s Degree in English, Computer Science or related field and a minimum of up to 2 years 
of experience or equivalent.  Entry level position to the professional technical writer job family.  Excludes trainees without 
commensurate combination of academic preparation and experience.  Normally considered an exempt position. 
 
8052 TECHNICAL WRITER 2 
Under general supervision, researches, writes, edits, indexes or revises user documentation of large scope and technical 
complexity.  Writes documentation by using design specifications, consultation with technical staff and by using the product.  
Interacts with engineering and product management during design phase to gain understanding of product.  Analyzes 
requirements of project to determine types of publications needed.  Writes and tests programs and demos.  Ensures accuracy 
and completeness of technical documentation.  Requires excellent oral and written communication skills, as well as solid 
knowledge of company products or equivalent technologies and an understanding of programming concepts, operating systems 
and/or networking.  Generally works as a member of a documentation or product team, and may lead projects of limited scope.  
May provide guidance to entry-level Technical Writers. 
Education and Experience:  Bachelor’s Degree in English, Computer Science Business or related field and a minimum of 2-5 
years of technical writing and editing experience or equivalent.  Typical incumbents may possess in excess of 6 years of actual 
related experience. 
 
8053 TECHNICAL WRITER 3 
Researches, writes, indexes, edits or revises highly diverse user documentation of great scope and advanced technical 
complexity.  Proactively participates on project teams to contribute to overall product development.  Develops source material, 
consults engineering and technical staff and coordinates the preparation of required illustrative materials.  Writes and tests 
complex programs and demos.  Suggests new procedures to improve the operations of the department.  May test, recommend 
and buy hardware and software for the department.  Requires in-depth knowledge of company products or equivalent 
technologies and a solid understanding of programming concepts, operating systems and/or networking.  Leads multiple complex 
projects and serves as a resource / mentor to other Technical Writers or publications staff. 
Education and Experience:  Bachelor’s Degree in English, Computer Science, Business or related discipline and 5-10 years of 
technical writing and editing experience or equivalent.  Typical incumbents may possess in excess of 12 years of actual related 
experience. 
 
8054 TECHNICAL WRITER 4 
Determines the need for and designs all aspects of documentation projects of the broadest scope and highest technical 
complexity.  Routinely works on projects involving cutting-edge technology, and represents projects and product areas to senior 
management.  Routinely leads process improvement teams and suggests and implements process improvements with possible 
company-wide impact.  Recognizes design dependencies with related product documentation and products and proposes design 
changes or new designs.  Requires superior project management and technical skills, as well as in-depth knowledge of company 
products in multiple project areas and a broad knowledge of industry trends.  Influences the direction of technical writing and 
drives documentation standards across the company.  Recognized as leader and mentor and may interpret new technologies 
for other Technical Writing staff. 
Education and Experience:  Bachelor’s Degree in English, Computer Science, Business or related discipline and 10 or more 
years of technical writing and editing experience or equivalent.  Typical incumbents may possess in excess of 14 years of actual 
related experience.  Excludes those with full supervisory responsibilities or equivalent. 
 
8078 TECHNICAL PUBLICATIONS MANAGER 1 
Manages, assigns, reviews, and directs the activities of technical writers engaged in gathering technical materials required to 
develop a variety of manuals and technical data items.  Works with functional groups to ensure the timely development of data 
for inclusion in manuals.  Assists technical writers as required to write and ensure the timely production of manuals.  Reviews 
completed work to assure consistency with company standards.  Recommends new formats responsive to technical and customer 
requirements.  This is typically the first level of management in this job family.  Directly manages exempt level employees.  May 
manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Knowledge of engineering and/or scientific terminology and concepts.  Requires equivalent to a 
Bachelor’s Degree and 5 years of progressively more responsible experience within technical writing field. 
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8111 CAD DRAFTER/OPERATOR 1 
Under close supervision, following detailed instructions and procedures, performs detailing, redrawing, lettering and tracing of 
elementary mechanical and electrical engineering drawings on components, assemblies, and engineering change orders from 
given data such as previous drawings, layouts, detailed sketches, notes, verbal instructions and standard references where work 
is checked frequently.  Performs drafting duties by operating Computer Aided Design equipment such as digitizers, plotters, 
CRT's and associated peripheral equipment and software.  Excludes trainees with no academic preparation or experience.  Entry 
Level position. 
Education and Experience:  Equivalent of 2 years of mechanical drawing at high school level or equivalent experience. 
 
8112 CAD DRAFTER/OPERATOR 2 
Under limited supervision, prepares working plans, detailed drawings and complete mechanical or electrical drawings and layouts 
of components and assemblies such as schematics, interconnect lists, parts breakdown, printed circuit board tape ups, wire lists, 
etc., from notes, verbal instructions and rough or detailed sketches for engineering or manufacturing purposes.  May take 
measurements or make observations of shop and field installations; makes routine engineering computations, prepares 
specifications, and makes adjustments in drawings or specifications; prepares material lists and engineering orders, change 
requests, etc.  Work involves independent judgment to a limited extent with references generally available.  Performs drafting 
duties by operating Computer Aided Design equipment such as digitizers, plotters, CRT's and associated peripheral equipment 
and software. 
Education and Experience:  Equivalent of 2 years of mechanical drawing at the high school level.  Minimum of 2 years of 
drafting experience.  Incumbents typically possess over 5-7 years of related experience. 
 
8113 CAD DRAFTER/OPERATOR 3 
Under general supervision, following general instructions and with discretion as to work details, develops complete major layout 
and engineering drawings of complicated components and assemblies such as schematics, interconnect lists, parts breakdown, 
printed circuit board layouts, wire lists, etc. from notes, rough sketches or general instructions of engineers and designers; 
makes mathematical calculations as required; determines scaling, inserts necessary reference planes, centering and dimension 
lines, hidden line interpolations and sectioning; may use special techniques in schematic drawing, isometric, orthographic, 
perspective projection or other techniques of technical illustration; contributes design modifications to improve quality of product 
or facilitate manufacturing operation.  Working knowledge of tolerances, materials, finishes, etc.  Performs drafting duties by 
operating Computer Aided Design equipment such as digitizers, plotters, CRT's and associated peripheral equipment and 
software.  May provide work leadership to lower level drafters. 
Education and Experience:  Advanced drafting training, equivalent to 2 years of technical school.  Minimum of 4 years of 
drafting experience.  Incumbents typically possess over 8-10 years of related experience. 
 
8121 DESIGNER 1 
Under limited supervision, following general instructions and with some discretion as to work details, performs design preparation 
tasks such as PC board path layout and component configuration, internal and external packaging, panel/control layouts, 
functional configuration and chassis/frame design types of projects.  Complexity involves tasks such as complex PC boards, 
dense 2-sided PC boards, multi-layer boards and digital and analog boards.  Conducts part searches, utilizing engineering and 
vendor data.  May conduct design assignments with the aid of CAE/CAD systems and equipment. 
Education and Experience:  Completion of drafting/design related training equivalent to 2 year college technical curriculum 
or commensurate experience.  Minimum of 6 years of drafting and design experience, including 1 year experience with design 
concepts and elements.  Incumbents typically possess over 8-10 years of related experience. 
 
8122 DESIGNER 2 
Under general supervision and with considerable latitude for independent contribution, works from rough engineering notes, 
drawings, sketches and verbal instructions to create complex electronic and/or mechanical designs and layouts.  Designs or 
modifies existing designs to develop or improve products or facilitate manufacturing operations.  Determines design 
characteristics such as PC board path layout and component configuration, internal and external packaging, panel/control 
layouts, functional configuration and chassis/frame design.  Investigates pertinent design factors such as ease of manufacture, 
availability of materials, tooling and equipment, interchangeability, replace ability, and serviceability.  Coordinates with other 
organizations affected by design development.  Makes layouts of complex assemblies and detail parts of devices, mechanisms, 
circuits, etc.  Directs the efforts of lower level drafters; may check completed layouts and drawings to clarify, completeness, 
conformity to standards, procedures, specifications and accuracy of calculations and dimensions.  Gathers and analyzes 
information, makes studies and performs research regarding materials or parts needed for design by use of applicable handbook 
data and good working knowledge of available and standard purchasable parts/components. 
Education and Experience:  Associate’s Degree or equivalent with emphasis in drafting techniques and/or electronics or 
mechanics.  Requires 8 years of related drafting and design experience including a minimum of 2 years of design work.  
Incumbents typically possess over 10 years of related experience.  
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8123 DESIGNER 3 
Designs and executes layouts of complex products and equipment of an electrical or mechanical or Electro-mechanical nature.  
Complexity of assignments requires the exercise of considerable initiative, latitude, independent judgment and the ability to 
design independently with only general technical direction.  Performs original design work after receiving the design goal or 
problem, general method of processing and engineering advice on related theoretical aspects to be taken into account in the 
design.  Design work requires individual creativeness, application of advanced drafting techniques and thorough knowledge of 
practical fabrication techniques.  May require the solution of routine engineering problems including simple stress analysis, heat 
transfer, vibration, acoustic isolation, strength/weight efficiency, availability of materials, ease of fabrication, interchangeability 
and problems of related complexity.  Prepares cost estimates for entire project or piece of equipment.  May direct lower level 
designers and drafters; coordinating, and assigning and checking their work. 
Education and Experience:  Associate’s Degree in drafting, a related field or equivalent experience.  Requires 10 years of 
progressively complex experience including 5 years of advanced design concepts and applications.  Incumbents typically possess 
over 15 years of related experience. 
 
8132 CAD DESIGNER 2 
Under close supervision, performs routine design tasks requiring the operation and application of Computer Aided Design 
software and equipment such as digitizers, plotters, CRT's and associated peripheral equipment.  Following well-documented 
and established specifications and design rules, prepares design tapes for pattern generation, determines scales, and performs 
routine calculations.  This is the normal Entry Level position to the CAD Designer job family.  Excludes those who only perform 
CAD Equipment Operator tasks. 
Education and Experience:  Technical training equivalent to 2 years of technical trade school in drafting technology, military 
technical trade school or equivalent experience. 
 
8133 CAD DESIGNER 3 
Under limited supervision, performs non-routine and moderately complex design tasks requiring the operations and application 
of Computer Aided Design software and equipment such as digitizers, plotters, CRT's and associated peripheral equipment.  
Utilizes standard digitizing and CAD design techniques, skills, design rules and specifications to prepare design tapes for pattern 
generation, determine scales, perform mathematical calculations and prepare layouts, renditions, variations and similar 
applications.  This is the qualified working level with the CAD Design job family.  Excludes those who only perform CAD Equipment 
Operators tasks. 
Education and Experience:  Technical training equivalent to 2 years of technical trade school in drafting technology, military 
technical trade school or equivalent, and 2-3 years of directly related CAD design experience. 
 
8134 CAD DESIGNER 4 
Under general supervision, performs complex and difficult design tasks requiring the operation and application of Computer 
Aided Design software and equipment such as digitizers, plotters, CRT's and associated peripheral equipment.  Performs the 
complex and difficult CAD design tasks requiring extensive skill and knowledge of equipment capabilities, application techniques 
and design limitations.  Maintains technical coordination with Engineering and design staff members.  Work assignments are 
typified by their complexity and non-routine nature where established techniques and procedures may not exist.  This is a senior 
level position with advanced knowledge of Computer Aided Design techniques.  May provide work leadership to lower level CAD 
designers; may review work for quality and accuracy.  Excludes those who only perform CAD Equipment Operator tasks. 
Education and Experience:  Technical training equivalent to 2 years of technical trade school in drafting technology, military 
technical trade school or equivalent, and 5 years of CAD design experience. 
 
8157 DRAFTING/DESIGN SUPERVISOR 
Responsible for supervision of employees who formalize designs, sketches, specifications, and engineering data into detailed 
drawings and working plans and who check the accuracy of such renderings.  May also include the revision of existing drawings, 
PCB layouts, IC designs and plans to conform to engineering changes.  Ensures that work meets company standards and 
schedules.  Typically manages the day-to-day workflow of subordinate nonexempt workers. 
Education and Experience:  Requires 8 years of drafting/design experience including one year of lead or supervisory 
responsibilities. 
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NOTE:  Jobs 8201 through 8204 represent the GENERIC family for technicians.  Companies who maintain job families that are 
defined on a functional basis should report their jobs in the appropriate survey functional job family (e.g. Electronics Technician).  
Where your job is a combination of tasks or you utilize a team approach, you may report to the 8201/8204 series.  If there is 
no functional Survey Job (e.g. Q.C. Technician) report those jobs to the GENERIC family. 
 
8201 GENERAL TECHNICIAN 1 
Under close supervision, assists technical specialists, scientists, engineers or more senior technicians by performing tasks that 
are usually routine in nature where very few nonstandard situations occur.  Typical duties include routine set-up, assembly, 
and/or installation of components of portions of equipment; may conduct minor troubleshooting and make simple repairs as 
directed.  Since prior practical experience is very minimal, limited judgment is required to perform most tasks.  Usually receives 
detailed instructions on most work.  Exercises only a minimal level of independent action.  This is normally considered the Entry 
Level to a technician job family. 
Education and Experience:  Requires an Associate’s Degree, or 2 years of formal technical training and 1 year of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess 1-2 years 
of related experience. 
 
8202 GENERAL TECHNICIAN 2 
Under routine supervision, assists technical specialists, scientists, engineers or more senior technicians by performing tasks that 
are moderately complex in nature.  Typical duties include moderately complex set-up, assembly, installation, and building of 
components or equipment; may conduct complex testing and troubleshooting and make repairs.  At this level incumbents are 
typically required to have developed detailed technical knowledge of one or two major tasks (or general knowledge of many 
major tasks) that are a normal part of the specialty.  A considerable amount of judgment is needed at this level to perform the 
job since instructions are mostly general, and incumbents require the ability to recognize and handle nonstandard occurrences 
and problems on a frequent basis.  Exercises a significant amount of independent action, seeking advice from more senior 
technicians or engineers where deviations from the norm occur and where more creativity may be required. 
Education and Experience:  Requires an Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years 
of related experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess 
3-5 years of related experience. 
 
8203 GENERAL TECHNICIAN 3 
Under general supervision from technical specialists, scientists or engineers, works on tasks that are mostly complex in nature.  
At this level incumbents are typically required to have developed detailed technical knowledge of several tasks that are a normal 
part of the specialty.  A considerable amount of judgment is needed to perform the job at this level since instructions are always 
general, and incumbents require the ability to recognize and handle nonstandard occurrences and problems on a frequent basis.  
Duties could include building, modifying, testing, troubleshooting, or repairing equipment/apparatus or systems of considerable 
complexity.  Exercises a significant amount of independent action, seeking advice from other technical specialists or engineers 
only where deviations from the norm occur and where advanced levels of creativity are needed.  May provide work leadership 
to lower level technicians and/or may be considered a lead employee. 
Education and Experience:  Requires an Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 
years of related experience; or requires an equivalent combination of related training and experience.  Incumbents typically 
possess 8-10 years of related experience. 
 
8204 GENERAL TECHNICIAN 4 
Under liberal supervision from technical specialists, scientists or engineers, works on tasks that are only advanced in nature.  An 
advanced level of creativity is needed for most tasks.  Incumbents at this level are typically required to have developed detailed 
technical knowledge of the majority of tasks that are a normal part of the specialty.  Duties could include designing, building, 
modifying, testing, troubleshooting, or repairing equipment/apparatus or other advanced systems of considerable complexity.  
Qualitative and quantitative analysis of test data and reporting of findings is very critical at this level as incumbents' opinions 
are normally highly valued in making major decisions.  Much more involvement in, and often the only tasks at this level are 
conducting advanced technical research.  A high amount of judgment is needed to perform the job at this level since instructions 
are much broader, and incumbents must possess the ability to recognize and handle nonstandard occurrences and problems 
with most of their work.  Exercises a significant amount of independent action, seeking occasional advice primarily from senior 
engineers.  May be a designated leader on certain types of projects.  This job is typically equal in scope and complexity to a 
second or third level degree engineer.  May give guidance to lower level technicians and/or may be considered a lead employee.  
Individuals are recognized as being top technical experts. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 12 
years of related experience.  
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8211 ELECTRONICS DEVELOPMENT TECHNICIAN 1 
Under close supervision, performs routine technical functions related to the support of development engineering activities such 
as design, test, checkout, fabrication, modification, and assembly of electronics and Electro-mechanical systems, experimental 
design circuitry, prototype models or specialized test equipment.  Applications may include analog, digital and/or video type 
circuits and logic systems.  Guidance is readily available from superiors.  Works from schematics, diagrams, written and verbal 
descriptions, layouts or defined plans to perform routine testing, checkout, troubleshooting, prototype building, environmental 
testing, and simple developmental engineering tasks.  Performs routine operational tests and fault isolation on development 
systems and equipment to ensure conformance with design specifications.  Diagnoses and isolates malfunctions down to 
component level.  Conducts defined engineering tests and collects data as assigned.  Utilizes routine development or diagnostic 
equipment including oscilloscope, VOM, DVM, signal generators and similar test apparatus.  Normally assigned in area such as 
development, engineering, test equipment design, or the like.  Excludes those assigned to production test activities.  Entry Level.  
Excludes trainees with no academic preparation or experience. 
Education and Experience:  Electronics training equivalent to 2 years of technical trade school or military technical school. 
 
8212 ELECTRONICS DEVELOPMENT TECHNICIAN 2 
Under limited supervision, performs moderately complex electronic technical function related to the support of development 
engineering activities such as test, checkout, fabrication, modification and assembly of electronics and Electro mechanical 
systems, experimental design circuitry, prototype models or specialized test equipment.  Works from limited documentation, 
schematics, diagrams, notes, prints and layouts.  Applications may include analog, digital and/or video type circuits and logic 
systems.  Guidance is usually available from superiors.  Conducts engineering/development tests and detailed experimental 
testing to collect design data or otherwise assist in general research work.  Assists in prototype fabrication and assembly, layout 
and construction of temporary breadboard circuitry for special evaluations or design tests.  Performs layout, construction, 
troubleshooting and repair of standard laboratory and test equipment and apparatus.  Utilizes normal and specialized 
developmental tests or diagnostic equipment including oscilloscope, VOM, DVM, signal generators and similar test apparatus.  
Normally assigned in areas such as development, engineering, test equipment design, or the like.  Excludes those assigned to 
production test activities. 
Education and Experience:  Electronics training equivalent to 2 years of technical trade school or military technical school 
and 2 years of directly applicable work experience in technical development.  Incumbents typically possess 3-5 years of related 
experience. 
 
8213 ELECTRONICS DEVELOPMENT TECHNICIAN 3 
Under general supervision, performs a variety of complex electronic technical functions related to the support of development 
engineering activities or test, checkout, calibration, alignment, fabrication, modification, and assembly of electronic and Electro-
mechanic al systems, experimental design circuitry, prototype models and specialized test equipment.  Works from limited 
documentation, written or verbal instructions, schematics, rough sketches, diagrams, layouts, and plans often requiring 
interpretation and logic systems.  Performs operational tests and fault isolation on systems and equipment to ensure 
conformance with design specifications.  Conducts malfunction or design problems.  Prepares advanced breadboard circuits in 
support of engineering product development efforts.  Provides design details where lacking, and recommends modifications to 
engineering designs as necessary.  Performs complex engineering tests and development support tasks.  Selects and sets up 
laboratory test apparatus or devices/test equipment to test and evaluate the performance and reliability of lab models, 
prototypes and systems designs.  Prepares diagnostic tests and may assist in the design, construction, test and checkout of 
complex test equipment.  Utilizes a wide variety of developmental test or diagnostic equipment to check out, test and 
troubleshoot complex or complete systems.  Normally assigned in areas such as development, engineering, test equipment, 
systems checkout, and fabrication.  May provide work leadership and technical assistance to lower level technicians.  Excludes 
those assigned to production test activities.  
Education and Experience:  Electronics training equivalent to 2 years of technical trade school or military technical school 
and 5 years of directly applicable work experience in technical development.  Incumbents typically possess 8-10 years of related 
experience. 
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8214 ELECTRONICS DEVELOPMENT TECHNICIAN 4 
Working with design engineers, assists in the design, development, construction and laboratory testing of development 
equipment, products and assemblies.  Works with very limited guidance taking general concepts and rudimentary design 
parameters and develops/designs equipment, tests, assemblies, etc., to meet engineering requirements.  Using basic 
engineering principles, develop or directs the set-up of test equipment and the conduct of appropriate tests on new, prototype 
or experimental units and analyzes and summarizes results.  Makes studies and performs research regarding materials or parts 
needed for design by use of applicable handbook data and good working knowledge of available catalog and standard 
purchasable parts/components.  This is the highest level position in the technical job family, and work assignments are typified 
by their non-repetitive R&D nature; this position may also exist in Manufacturing and QA functions. 
Education and Experience:  Associate’s Degree, or equivalent theoretical understanding of electronic, electronic, Electro- 
mechanical or mechanical disciplines.  Requires 10 years of directly related experience in the technical development.  Incumbents 
typically possess over 15 years of related experience. 
8221 MECHANICAL TECHNICIAN 1 
Under close supervision, assists mechanical engineers in applying mechanical engineering technology to develop and test 
mechanical/Electro-mechanical product assemblies or components.  Drafts detailed drawings/sketches for part fabrication.  
Devises, fabricates, and assembles new or modified mechanical components or assemblies.  Sets up and tests complete 
prototype units and subassemblies under operational conditions.  Analyses data and recommends modifications to components 
or test procedure to meet desired specifications.  Entry Level. 
Education and Experience:  Associate’s Degree or 2 years of formal technical training or equivalent.  Typical experience may 
range from 0-2 years or more. 
 
8222 MECHANICAL TECHNICIAN 2 
Under routine supervision, assists mechanical engineers in applying mechanical engineering technology to develop and test 
mechanical/Electro-mechanical product assemblies or components.  Drafts detailed drawings/sketches for part fabrication.  
Devises, fabricates, and assembles new or modified mechanical components or assemblies.  Sets up and tests complete 
prototype units and subassemblies under operational conditions.  Analyses data and recommends modifications to components 
or test procedure to meet desired specifications. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-6 
years of related experience. 
 
8223 MECHANICAL TECHNICIAN 3 
Under general supervision, assists mechanical engineers in applying mechanical engineering technology to develop and test 
mechanical/Electro-mechanical product assemblies or components.  Drafts detailed drawings/sketches for part fabrication.  
Devises, fabricates, and assembles new or modified mechanical components or assemblies.  Sets up and tests complete 
prototype units and subassemblies under operational conditions.  Analyses data and recommends modifications to components 
or test procedure to meet desired specifications. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 7-10 
years of related experience. 
 
8224 MECHANICAL TECHNICIAN 4 
Under liberal supervision, assists mechanical engineers in applying mechanical engineering technology to develop and test 
mechanical/Electro-mechanical product assemblies or components.  Drafts detailed drawings/sketches for part fabrication.  
Devises, fabricates, and assembles new or modified mechanical components or assemblies.  Sets up and tests complete 
prototype units and subassemblies under operational conditions.  Analyses data and recommends modifications to components 
or test procedure to meet desired specifications. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 10-15 
years of related experience. 
 
8251 LABORATORY ASSISTANT 1 
Under close supervision, performs routine laboratory support tasks such as collecting and cleaning glassware and lab equipment, 
maintaining bench stocks of consumable supplies, simple preparation of samples, and other similar duties where instructions 
are well documented and allow little or no deviation.  This position is normally found in process operations, chemical research, 
biological laboratory or pharmaceutical facility. 
Education and Experience:  Reading, writing and math skills equivalent to those obtained from completion of high school or 
commensurate experience.  Entry Level position.  No previous experience required.  
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8252 LABORATORY ASSISTANT 2 
Under limited supervision, performs semi-routine laboratory support tasks such as collecting and cleaning glassware and lab 
equipment, maintaining bench stocks of consumable supplies, preparation of samples, assisting in the setup of routine 
experiments and tests, collection of simple test data, maintenance of routine logs and laboratory notes, monitoring for 
radioactive contamination, proper disposal of radioactive waste products in accord with defined procedures, conducting defined 
experimental procedures and similar duties requiring familiarity with laboratory routines and practices.  This position is normally 
found in process operations, chemical research, biological laboratory or pharmaceutical facility. 
Education and Experience:  Reading, writing and math skills equivalent to those obtained from completion from high school 
or commensurate experience, and 1 year of related research laboratory experience.  Excludes trainees. 
 
8253 LABORATORY ASSISTANT 3 
Under general supervision, performs moderately complex tasks to relieve professional staff members of laboratory support 
duties.  Provides for the maintenance of adequate supplies of clean glassware, laboratory supplies and equipment.  Assists 
professional staff in the set-up and use of laboratory equipment and instruments.  Prepares samples for analysis.  Conducts 
literature searches as directed.  Records, plots and reports raw test data.  Assists in the conduct of experiments and the operation 
of pilot line equipment.  May provide work leadership for lower level staff.  This position is normally found in a chemical research, 
biological laboratory, or pharmaceutical laboratory. 
Education and Experience:  Technical training equivalent to one year at the junior college level or commensurate experience, 
and 3 years of related research laboratory experience.  Excludes those with full supervisory responsibilities. 
 
8261 RESEARCH LABORATORY TECHNICIAN 1 
Under close supervision, sets up and performs routine and well defined analytical tests and experiments in support of the 
development of new products, materials and/or processing methods.  Reads and records raw data; prepares graphs and charts 
of results; performs prescribed mathematical calculations.  Prepares samples, materials, cultures, chemicals and other items for 
analysis.  Maintains technical notebooks and associated laboratory and experimental records.  This position is normally found in 
a biological or physical research facility. 
Education and Experience:  Requires 2 years of college level physical/biological science or equivalent experience.  Entry level 
to the laboratory technician job family.  Excludes trainees with no academic preparation or experience. 
 
8262 RESEARCH LABORATORY TECHNICIAN 2 
Under limited supervision, sets up, performs and evaluates non-repetitive chemical, biological and/or physical tests and 
experiments under the guidance and direction of professional staff members.  Conducts qualitative and quantitative analysis of 
materials in support of the development of new products, materials and/or processing methods.  Operates a variety of laboratory 
test equipment and apparatus including prototype systems and pilot line equipment.  Analyzes test data and prepares test 
reports.  Prepares technical documentation of testing methods and procedures.  Maintains technical notebooks and associated 
laboratory and experimental records.  Conducts literature searches on similar applications.  This position is normally found in a 
biological or physical research facility. 
Education and Experience:  Requires 2 years of college level physical/biological science or equivalent experience, and 2 years 
of related research laboratory experience. 
 
8263 RESEARCH LABORATORY TECHNICIAN 3 
Under general supervision, sets up, performs and evaluates complex chemical, biological and/or physical tests and experiments 
under the guidance and direction of professional staff members.  Conducts non-routine qualitative and quantitative analysis of 
materials in support of the development of new products, materials and/or processing methods.  Operates a wide variety of 
laboratory test equipment and apparatus including prototype systems and pilot line equipment.  Prepares and processes 
experimental operations involving complex formulations, precise calibration, difficult sampling, advanced experimental 
techniques and advanced concepts.  May design test procedures and prepare test reports.  Conducts complex test data analysis 
using advanced techniques and equipment.  May provide work leadership for lower staff.  This position is normally found in a 
biological or physical research facility. 
Education and Experience:  Requires 2 years of college level physical/biological science or equivalent experience, and 5 years 
of related research laboratory experience.  Excludes those with full supervisory responsibilities. 
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8264 RESEARCH LABORATORY TECHNICIAN 4 
Working with professional staff members, assists in the design and development of laboratory tests and procedures of a complex 
nature.  With very limited guidance, takes general concepts and rudimentary parameters and develops tests and equipment to 
meet project specifications.  Using basic scientific principles develops or directs the set-up of test apparatus and the conduct of 
appropriate tests on prototype or experimental units.  Analyzes and summarizes results which may require elementary drawing 
of conclusions.  This is the highest level nonexempt position in the laboratory technician job family.  Assignments are typified 
by their non-repetitive R&D nature.  Provides technical guidance to lower staff members. 
Education and Experience:  Associate’s Degree or equivalent theoretical understanding of biological and physical science 
principles and disciplines.  Normally requires 10 years of increasingly complex duties as a technician.  Excludes those with full 
supervisory responsibilities. 
 
8281 CHEMISTRY TECHNICIAN 1 
Under close supervision, conducts chemical and physical laboratory tests and performs detailed analyses on solid materials, 
liquids, and gasses for purposes, such as research, development of new products and materials, new processing methods, 
quality control, maintenance of health and safety standards, and others involving theoretical and practical application of chemical 
and related sciences.  Uses all types of chemical laboratory apparatus and techniques to test for strength, purity, stability, 
chemical content, etc.  Entry Level position. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training or equivalent. 
 
8282 CHEMISTRY TECHNICIAN 2 
Under routine supervision, conducts chemical and physical laboratory tests and performs detailed analyses on solid materials, 
liquids, and gasses for purposes, such as research, development of new products and materials, new processing methods, 
quality control, maintenance of health and safety standards, and others involving theoretical and practical application of chemical 
and related sciences.  Uses all types of chemical laboratory apparatus and techniques to test for strength, purity, stability, 
chemical content, etc. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-6 
years of related experience. 
 
8283 CHEMISTRY TECHNICIAN 3 
Under general supervision, conducts chemical and physical laboratory tests and performs detailed analyses on solid materials, 
liquids, and gasses for purposes, such as research, development of new products and materials, new processing methods, 
quality control, maintenance of health and safety standards, and others involving theoretical and practical application of chemical 
and related sciences.  Uses all types of chemical laboratory apparatus and techniques to test for strength, purity, stability, 
chemical content, etc. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 7-10 
years of related experience. 
 
8284 CHEMISTRY TECHNICIAN 4 
Under liberal supervision, conducts chemical and physical laboratory tests and performs detailed analyses on solid materials, 
liquids, and gasses for purposes, such as research, development of new products and materials, new processing methods, 
quality control, maintenance of health and safety standards, and others involving theoretical and practical application of chemical 
and related sciences.  Uses all types of chemical laboratory apparatus and techniques to test for strength, purity, stability, 
chemical content, etc. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 10-15 
years of related experience. 
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8301 TEST TECHNICIAN 1 
Under close supervision, performs routine test technician functions related to the support of production test, checkout, and 
assembly of electronic and Electro-mechanical systems.  May work on analog, digital, and/or video type circuits and logic 
systems.  Guidance is readily available from superiors.  Works from schematics, diagrams, written and verbal descriptions, 
layouts or defined plans to perform routine testing, checkout, and trouble-shooting functions of a simple nature.  Performs 
routine operational test and fault isolation on systems and equipment to ensure conformance with final product specifications.  
Diagnoses and isolates malfunctions down to the component level.  Conducts defined tests and collects data as assigned.  Utilizes 
routine manufacturing test or diagnostic equipment including oscilloscopes, VOM, DVM, signal generators, and specialized test 
apparatus.  May perform limited design activities in support of test equipment/procedures development.  Normally assigned to 
activities such as production, test, system checkouts, and quality control. 
Education and Experience:  Electronics training equivalent to 2 years of technical trade school or military technical school.  
Entry Level in the test technician job family.  No prior experience required.  Excludes trainees with no academic preparation or 
experience. 
 
8302 TEST TECHNICIAN 2 
Under limited supervision, performs moderately complex electronic technical functions related to production test, checkout, 
fabrication, modification, and assembly of electronic and Electro-mechanical systems.  Applications may include analog, digital, 
and/or video type circuits and logic systems.  Guidance is usually available from superiors.  Works from limited documentation, 
schematics, diagrams, notes, production prints and layouts.  Performs operational/functional tests, troubleshoots and debugs 
assemblies, subassemblies, and systems to isolate faults and determine remedies for malfunctions.  Sets up specialized test 
equipment for checkout of non-routine assemblies and systems.  Utilizes normal and specialized manufacturing test or diagnostic 
equipment including oscilloscopes, VOM, DVM, signal generators and similar test apparatus.  Prepares diagnostic tests and 
assists in the design, construction, test and checkout of complex test equipment and test procedure development.  Utilizes a 
wide variety of developmental/manufacturing test or diagnostic equipment to check out, test, and troubleshoot complex or 
complete systems.  Normally assigned to areas such as fabrication, production test, system checkout, quality control, or the 
like. 
Education and Experience:  Electronics training equivalent to 2 year of technical trade school or military technical school and 
2 years of directly applicable work experience. 
 
8303 TEST TECHNICIAN 3 
Under general supervision, performs a variety of complex electronic technical functions related to production test, checkout, 
calibration, alignment, fabrication, modification, and assembly of electronic and Electro-mechanical systems.  Works from limited 
documentation, written or verbal instruction, schematics, rough sketches, diagrams, layouts, and plans often requiring 
interpretation and application of comprehensive knowledge and practical understanding of electronic theory and principles.  May 
work on analog, digital and/or video type circuitry and logic systems.  Performs operational tests and fault isolation on systems 
and equipment to ensure conformance with final product specification.  Conducts complex product testing requiring 
improvisation of procedures, components, parts or apparatus and determines methods or actions to rectify malfunctions.  May 
provide design details where lacking and recommend modifications to engineering design as necessary.  May perform a variety 
of test engineering support activities.  Selects and sets up test apparatus or devices/test equipment to test and evaluate the 
performance and reliability of product.  Sets up specialized test equipment for checkout of non-routine assemblies and systems.  
May provide work leadership and technical assistance to lower level technicians. 
Education and Experience:  Electronics training equivalent to 2 years technical trade school or military technical school and 
5 years of directly applicable work experience. 
 
8304 TEST TECHNICIAN 4 
Following general guidance, performs a wide variety of complex electronic technical functions related to production test, system 
checkout, calibration, alignment, fabrication, modification and assembly of electronic and Electro-mechanical systems of a 
diverse nature.  Often works from little or no documentation, instruction or guidance; requires analytical and interpretative 
capabilities which apply a comprehensive knowledge and practical understanding of electronic test procedures, applications and 
equipment.  May work on analog, digital and/or video type circuits and logic systems.  Performs complex test and check-outs 
where fault isolation requires detailed knowledge and understanding of system interfaces, test procedures, specifications and 
other pertinent parameters.  Applies non-standard test techniques where normal procedures do not fulfill testing needs.  
Performs calibration of equipment as required.  Selects and sets-up specialized test equipment and apparatus of a wide diversity.  
May provide technical or work leadership to lower level technicians.  This is the highest level nonexempt position in the 
nonexempt technician job family and work assignments are typified by their nonrepetitive nature. 
Education and Experience:  Academic training equivalent to completion of technical courses required for an Associate’s 
Degree which provide a theoretical understanding of electronic, Electro-mechanical or mechanical disciplines, and 8 years of 
working experience is normally required to achieve the level of competency and depth of understanding necessary to perform 
at this level.  
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8311 QUALITY CONTROL TECHNICIAN 1 
Under close supervision, assists engineers in testing and inspecting products at various stages of the production process and 
compiles and evaluates statistical data to determine and maintain quality and reliability of products.  Selects products for testing 
at specified stages in production and tests such parameters as dimensions, performance, mechanical, chemical, or electrical 
characteristics.  Sets up and performs destructive and nondestructive tests (under various lighting, temperature, etc., conditions) 
on materials, parts, or products to measure performance, life, or material characteristics.  Technicians may work in any of the 
following areas of quality control:  incoming material, process control, product evaluation, inventory control, product reliability, 
or research and development.  Entry Level position. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training or equivalent. 
 
8312 QUALITY CONTROL TECHNICIAN 2 
Under routine supervision, assists engineers in testing and inspecting products at various stages of the production process and 
compiles and evaluates statistical data to determine and maintain quality and reliability of products.  Selects products for testing 
at specified stages in production and tests such parameters as dimensions, performance, mechanical, chemical, or electrical 
characteristics.  Sets up and performs destructive and nondestructive tests (under various lighting, temperature, etc., conditions) 
on materials, parts, or products to measure performance, life, or material characteristics.  Technicians may work in any of the 
following areas of quality control: incoming material, process control, product evaluation, inventory control, product reliability, 
or research and development. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-6 
years of related experience. 
 
8313 QUALITY CONTROL TECHNICIAN 3 
Under general supervision, assists engineers in testing and inspecting products at various stages of the production process and 
compiles and evaluates statistical data to determine and maintain quality and reliability of products.  Selects products for testing 
at specified stages in production and tests such parameters as dimensions, performance, mechanical, chemical, or electrical 
characteristics.  Sets up and performs destructive and nondestructive tests (under various lighting, temperature, etc., conditions) 
on materials, parts, or products to measure performance, life, or material characteristics.  Technicians may work in any of the 
following areas of quality control: incoming material, process control, product evaluation, inventory control, product reliability, 
or research and development. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 7-10 
years of related experience. 
 
8314 QUALITY CONTROL TECHNICIAN 4 
Under liberal supervision, assists engineers in testing and inspecting products at various stages of the production process and 
compiles and evaluates statistical data to determine and maintain quality and reliability of products.  Selects products for testing 
at specified stages in production and tests such parameters as dimensions, performance, mechanical, chemical, or electrical 
characteristics.  Sets up and performs destructive and nondestructive tests (under various lighting, temperature, etc., conditions) 
on materials, parts, or products to measure performance, life, or material characteristics.  Technicians may work in any of the 
following areas of quality control: incoming material, process control, product evaluation, inventory control, product reliability, 
or research and development. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 10-15 
years of related experience. 
 
8331 INSTRUMENTATION/CALIBRATION TECHNICIAN 1 
Under close supervision, instrumentation/calibration technicians set up, test, calibrate, and repair all types of controls or 
instruments which adjust, measure, or indicate certain scientific variables or quantities such as heat, light, sound, speed, 
chemical content, voltage, amperage, etc.  Entry Level position. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training or equivalent. 
 
8332 INSTRUMENTATION/CALIBRATION TECHNICIAN 2 
Under routine supervision, instrumentation/calibration technicians set up, test, calibrate, and repair all types of controls or 
instruments which adjust, measure, or indicate certain scientific variables or quantities such as heat, light, sound, speed, 
chemical content, voltage, amperage, etc. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-6 
years of related experience.  
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8333 INSTRUMENTATION/CALIBRATION TECHNICIAN 3 
Under general supervision, instrumentation/calibration technicians set up, test, calibrate, and repair all types of controls or 
instruments which adjust, measure, or indicate certain scientific variables or quantities such as heat, light, sound, speed, 
chemical content, voltage, amperage, etc. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 7-10 
years of related experience. 
 
8334 INSTRUMENTATION/CALIBRATION TECHNICIAN 4 
Under liberal supervision, instrumentation/calibration technicians set up, test, calibrate, and repair all types of controls or 
instruments which adjust, measure, or indicate certain scientific variables or quantities such as heat, light, sound, speed, 
chemical content, voltage, amperage, etc.  May provide work leadership to lower level technicians. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 10-15 
years of related experience. 
 
8341 ANIMAL CARETAKER 1 
Under close supervision, performs routine duties related to the care and maintenance of experimental animals.  Cleans cages 
and feeds animals.  Observes animals and the animal room environment and reports any abnormal findings to the attending 
veterinarian.  Maintains daily inventory and animal identification records.  Adheres to standards set by regulatory agencies.  
Entry Level position. 
Education and Experience:  High School diploma or equivalency or 2 years of experience at an accredited animal facility. 
 
8342 ANIMAL CARETAKER 2 
Under limited supervision, performs duties related to the care and maintenance of experimental animals.  Feeds and cares for 
animals, cleans cages and holds animals for treatment by laboratory technicians.  Assists researchers or technicians in 
experimental and/or surgical procedures.  May euthanize experimental animals.  Observes animals and the animal room 
environment and reports any abnormal findings to the attending veterinarian.  Maintains daily inventory and animal identification 
records.  Ensures adherence to regulatory standards. 
Education and Experience:  High School diploma or equivalent, and 2 years of experience at an accredited animal facility.  
Associate’s Degree in animal science is desirable. 
 
8361 PRODUCTION TECHNICIAN 1 
Under the close direction of professional engineers, responsible for a variety of complex operations and duties in a production 
environment.  Monitors equipment performance and makes minor adjustments such as set-ups, calibrations, and alignments.  
Must know when to call other specialists when more serious malfunctions occur.  Measures and records various data associated 
with operating equipment.  Reports any inconsistencies to appropriate engineers.  Utilizes standard repair procedures.  
Responsibilities/duties are typically more focused and routine at this level. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training or equivalent.  Entry Level position. 
 
8362 PRODUCTION TECHNICIAN 2 
Production technicians, under the routine direction of professional engineers, are responsible for a variety of complex operations 
and duties in a production environment.  Monitors equipment performance and makes minor adjustments such as set-ups, 
calibrations, and alignments.  Must know when to call other specialists when more serious malfunctions occur.  Measures and 
records various data associated with operating equipment.  Reports any inconsistencies to appropriate engineers.  Utilizes 
standard repair procedures.  Responsibilities /duties are typically focused and routine at this level. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-6 
years of related experience. 
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8363 PRODUCTION TECHNICIAN 3 
Production technicians, under the general direction of professional engineers, are responsible for a variety of complex operations 
and duties in a production environment.  Monitors equipment performance and makes minor adjustments such as set-ups, 
calibrations, and alignments.  Must know when to call other specialists when more serious malfunctions occur.  Measures and 
records various data associated with operating equipment.  Reports any inconsistencies to appropriate engineers.  Utilizes 
standard repair procedures.  Responsibilities/duties at this level typically involve non-routine problems and solutions requiring a 
greater depth and breadth of technical knowledge. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 7-10 
years of related experience. 
 
8364 PRODUCTION TECHNICIAN 4 
Production technicians, under the liberal direction of professional engineers, are responsible for a variety of complex operations 
and duties in a production environment.  Monitors equipment performance and makes minor adjustments such as set-ups, 
calibrations, and alignments.  Must know when to call other specialists when more serious malfunctions occur.  Measures and 
records various data associated with operating equipment.  Reports any inconsistencies to appropriate engineers.  Performs 
failure analysis on equipment and products Utilizes standard repair procedures.  Responsibilities/duties at this level typically 
involve non-routine problems and solutions requiring a greater depth and breadth of technical knowledge. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 10-15 
years of related experience. 
 
8391 ENVIRONMENTAL TECHNICIAN 1 
Under close supervision, assists environmental engineers in applying environmental engineering technology to conduct research 
or perform investigation for the purpose of identifying, abating, or eliminating sources of pollutants or hazards that affect either 
the environment or the health of the population.  Assists the engineer in collecting and synthesizing data derived from 
measurements or observations of air, food, soil, water, and other sources.  Entry Level. 
Education and Experience:  Associate’s Degree or 2 years of formal technical training or equivalent.  Typical experience may 
range from 0-2 years or more. 
 
8392 ENVIRONMENTAL TECHNICIAN 2 
Under routine supervision, assists environmental engineers in applying environmental engineering technology to conduct 
research or perform investigation for the purpose of identifying, abating, or eliminating sources of pollutants or hazards that 
affect either the environment or the health of the population.  Assists the engineer in collecting and synthesizing data derived 
from measurements or observations of air, food, soil, water, and other sources. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training and a minimum of 2 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 2-6 
years of related experience. 
 
8393 ENVIRONMENTAL TECHNICIAN 3 
Under general supervision, assists environmental engineers in applying environmental engineering technology to conduct 
research or perform investigation for the purpose of identifying, abating, or eliminating sources of pollutants or hazards that 
affect either the environment or the health of the population.  Assists the engineer in collecting and synthesizing data derived 
from measurements or observations of air, food, soil, water, and other sources.  Analyses data and recommends modifications 
to test procedures to meet desired specifications. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 5 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 7-10 
years of related experience. 
 
8394 ENVIRONMENTAL TECHNICIAN 4 
Under liberal supervision, assists environmental engineers in applying environmental engineering technology to conduct research 
or perform investigation for the purpose of identifying, abating, or eliminating sources of pollutants or hazards that affect either 
the environment or the health of the population.  Assists the engineer in collecting and synthesizing data derived from 
measurements or observations of air, food, soil, water, and other sources.  Analyses data and recommends modifications to test 
procedures to meet desired specifications. 
Education and Experience:  Associate’s Degree, or 2 years of formal technical training, and a minimum of 8 years of related 
experience; or requires an equivalent combination of related training and experience.  Incumbents typically possess over 10-15 
years of related experience. 
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8501 FIELD SERVICE TECHNICIAN 1 
Under close supervision, performs field activities associated with installing, maintaining and servicing computer-related products, 
instruments or electronics at customer sites.  May include PC & laptop computers, disc drives, instruments, computer or 
telecommunications systems and networks, security systems, audio/visual systems and other media.  May provide 
operation/maintenance instruction to customers.  Sets up and utilizes specialized test and diagnostic equipment to isolate 
malfunctions.  Replaces defective units/components as appropriate.  May work with customer via phone to identify 
operation/technical problems.  Assists in the conduct of equipment/system acceptance testing following established procedures.  
Performs preventive maintenance.  Usually handles basic, non-complex products and/or problems, referring more complex 
problems to higher-level technicians. 
Education and Experience:  Electronics training equivalent to 2 years of technical trade school or military school and 1 year 
of field service or technical activity.  Usually considered nonexempt.  Excludes field service trainees. 
 
8502 FIELD SERVICE TECHNICIAN 2 
Under limited supervision, performs field activities associated with installing, maintaining and servicing computer-related 
products, instruments or electronics at customer sites.  May include PC & laptop computers, disc drives, instruments, computer 
or telecommunications systems and networks, security systems, audio/visual systems and other media.  May provide 
operation/maintenance instruction to customers.  Sets up and utilizes specialized test and diagnostic equipment to isolate 
malfunctions.  Replaces defective units/components as appropriate.  May work with customer via phone to identify 
operation/technical problems.  Assists in the conduct of equipment/system acceptance testing following established procedures.  
Performs preventive maintenance.  Typically handles routine, less complex products and/or problems, receiving direction from 
higher-level technicians on more complex problems. 
Education and Experience:  Training equivalent to 2 years of technical trade school or military school and 2 years of field 
service or technical activity.  Incumbents typically possess over 2-5 years of related experience. 
 
8503 FIELD SERVICE TECHNICIAN 3 
Under general supervision and usually acting independently, performs a wide variety of activities associated with installing, 
maintaining, and servicing computer-related products, instruments or electronics at customer sites and providing technical 
support to customer in solving  technical problems incurred in the installation or operation of company products.  May include 
PC & laptop computers, disc drives, instruments, computer or telecommunications systems and networks, security systems, 
audio/visual systems and other media.  Conducts orientation and training of customers in the technical operation and 
maintenance of equipment.  Conducts start-up, cutover and checkout activities on newly installed systems.  Troubleshoots and 
diagnoses system/equipment interface problems during installations.  May assist engineering in determining and solving 
equipment design problems by setting up special diagnostic test equipment to conduct controlled field experiments and gather 
engineering data.  Prepares operating and malfunction reports and associated documentation.  May perform preventive 
maintenance.  Performs modifications and field changes to installed equipment.  Typically handles moderately complex products 
and/or problems, and may provide technical guidance to lower level technicians. 
Education and Experience:  Training equivalent to 2 years of technical trade school or military technical school and 4 years 
of field service activity, 2 of which would normally have been within a directly applicable industry.  Incumbents typically possess 
over 6-8 years of related experience. 
 
8504 FIELD SERVICE TECHNICIAN 4 
Under liberal supervision, provides technical support in field to aid customers and resolve complex technical problems incurred 
in the installation or operation of company computer-related products, instruments or electronics.  May include PC & laptop 
computers, disc drives, instruments, computer or telecommunications systems and networks, security systems, audio/visual 
systems and other media.  Activities are generally conducted with a high degree of independence and are virtually self-
supervising.  Consults with customer regarding pre- and post-installation problems.  Conducts and coordinates start-up, cutover 
and checkout activities on newly installed systems.  May review customer equipment interface requirements.  Works closely with 
design engineering in evaluating product performance and conducting field trials.  Provides support in the conduct and 
performance of equipment/system acceptance testing following installation.  May conduct technical seminars and training for 
customer or company personnel, as well as informal on-the-job training for other field service staff members and customers.  
Handles complex products and problems.  May provide work leadership to lower level field service staff.  Excludes those with 
full supervisory responsibilities. 
Education and Experience:  Training equivalent to 2 years of technical trade school or military technical school and 6 years 
of field service activity, 4 of which should normally have been within a directly applicable industry.  Incumbents typically possess 
over 10-15 years of related experience. 
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8507 FIELD SERVICE SUPERVISOR 
Assigns and monitors work of field personnel.  Provides guidance, coordination, and direction to department employees and 
checks work for quality and proficiency.  Sets priorities and monitors progress according to established field requirements.  
Trains, instructs, and orients employees in proper procedures, operations and methods.  Provides technical leadership and 
guidance as required.  May assist Manager in monitoring of employee performance and providing input regarding personnel 
actions.  Performs relief, peak load or normal service duties as assigned.  Typically manages the day-to-day workflow of 
subordinate nonexempt workers. 
Education and Experience:  Technical training equivalent to 2 years of technical trade school or military technical training 
and 3 years of directly applicable experience.  Ability to supervise employees in performing field service activities. 
 
8508 FIELD SERVICE MANAGER 1 
Manages and directs the activities of field service technicians and support personnel to provide technical support required for 
the installation, servicing, and modification of company computer-related products.  Provides technical liaison with customers 
to install, service, and modify company products.  Ensures the proper training of field service staff and customers in the 
installation, service, use and maintenance of equipment.  Distributes field modification notes and other service related 
information to staff and customers.  Maintains records and statistical analyses of failure rates and spare parts utilization.  
Coordinates the invoicing of spare parts orders and service charges.  Maintains continuing liaison with engineering personnel to 
analyze and resolve customer equipment problems.  Coordinates the shipment of loan and exchange equipment for support of 
warranty, demonstration or replacement of customer equipment.  Generates technical marketing aids such as recommended 
spare parts kits and spares modules.  May establish spare parts prices.  This is typically the first level of management in this job 
family.  Directly manages exempt level employees.  May manage nonexempt employees directly or through supervisors/leads. 
Education and Experience:  Bachelor’s Degree in a technical field or equivalent experience, and 5 years of field service 
experience.  Well rounded knowledge of company products. 
 
10001 GENERAL ENGINEER 1 
Performs professional engineering and scientific assignments of a basic degree of complexity under limited direction and 
supervision.  Work involves the application of basic engineering/scientific principles to assigned problems.  Applies knowledge 
of engineering or scientific principles to accomplish a wide variety of technical assignments within company technical staff 
activities.  Normally receives assignments from engineering supervisors who outline the task or the problem and provide 
suggestions as to methods of approach and procedures to be followed.  Conducts investigations or tests of a routine degree of 
complexity pertaining to the development of new designs, methods, materials, or processes and investigates possible application 
of results, applying training and experience in one or several specialized branches of science and engineering.  Obtains, 
correlates, and analyzes technical information needed to accomplish assigned tasks.  Prepares reports, charts, graphs, and other 
documents and makes recommendations to senior staff.  Originates and develops the design of a variety of products, processes, 
components or equipment requiring analyses of a lower to moderately complex level.  May assign work to drafters and 
technicians. 
Education and Experience:  Bachelor’s Degree in Engineering, a physical science or equivalent experience, and up to 2 years 
of applicable experience in engineering/scientific work.  This is the entry level to the professional engineering family.  Excludes 
those without equivalent of required academic preparation. 
 
10002 GENERAL ENGINEER 2 
Performs professional engineering or scientific assignments of considerable complexity under general direction with considerable 
discretion as to work details.  Work performed requires complicated scientific analysis, planning, and execution.  Responsible 
for independent research and development tasks of considerable importance and complexity relating to the more complicated 
phases of an over-all scientific or engineering project.  Conducts engineering tests and/or scientific experiments exercising 
independent judgment within the limits of delegation, utilizing established engineering and research techniques.  Compiles and 
evaluates essential design and test data, prepares technical specifications, analyzes technical data to determine appropriate 
limits and variables for recommended product, process or material specifications.  Analyzes, develops, and recommends design 
approaches required to meet proposed production requirements for new or improved products and processes.  Reviews and 
approves related inputs such as drawings and specifications prepared by technical support personnel.  Coordinates with 
engineering support to arrange for the production of experimental runs or for the construction of experimental models and 
special test equipment.  May assign work to and direct draftsmen and engineering technicians as required. 
Education and Experience:  Bachelor’s Degree in engineering, the physical sciences or equivalent experience, and 2-5 years 
of applicable experience in engineering/scientific work, or up to 2 years of applicable experience with a Master’s Degree. 
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10003 GENERAL ENGINEER 3 
Performs complicated and difficult engineering/scientific work of major complexity under general supervision requiring a high 
degree of technical competence.  Duties include full technical responsibility for planning, organizing, and conducting technical 
reports.  Conceives and plans projects involving exploration of product and/or process problems, definition and selection of most 
pertinent of new concepts and approaches to the design or development of new and improved products and processes.  Conducts 
independent investigation involving the original application of the principles of engineering, electronics, chemistry, physics, etc. 
in the origination or modification of material, component, or process specifications and requirements.  Consolidates results of 
component elements of a major project performed by others or self into an integrated total assignment.  Prepares design 
specifications, analyses, and recommendations for presentation and approval.  Provides technical guidance over projects 
assigned to lower level engineers to effect adequate exploratory research and the application of sound scientific and engineering 
evaluation, analysis, and principles.  May assign work to and direct drafters and engineering technicians as required.  Initiates, 
coordinates, and oversees the implementation of test runs and the development of experimental models.  Analyzes and evaluates 
test data, prepares recommendations and participates in discussions to evaluate and determine adequacy of design or 
specifications, feasibility of manufacture, and other pertinent technical considerations faced in making decisions to produce a 
new product. 
Education and Experience:  Bachelor’s Degree in engineering, the physical sciences or equivalent experience, and 5 years of 
applicable experience in engineering/scientific work, or 2-5 years of applicable experience with a Master’s Degree, or up to 2 
years of applicable experience with a Doctoral Degree. 
 
10004 GENERAL ENGINEER 4 
Develops and applies advanced scientific and/or engineering theories, methods, and research techniques in the investigation 
and solution of complex technical problems.  Plans and directs projects or phases of projects within an assigned 
engineering/scientific functional area and provides technical direction to and coordinates the efforts of engineers/scientists and 
technicians in the performance of assigned projects.  Analyzes, evaluates, and plans method of approach and organizes means 
to achieve the solution of problems.  Establishes and defines the theoretical bases and principles which should apply, the 
empirical test procedures to be used, and the estimated time, money and manpower for completion.  Conducts investigations 
or tests of considerable complexity pertaining to the development of new designs, methods, materials, or processes and 
investigates possible applications of results.  Designs or develops test equipment. Interprets and evaluates test data and results 
of investigations and develops appropriate recommendations.  Investigates literature, patents, and current practices relevant to 
the solution of assigned problems.  Provides technical direction to and coordinates activities of engineers, technicians, and 
support personnel assigned to projects.  Reviews progress and evaluates results.  Recommends necessary corrections in 
technical analyses and design to ensure successful project completion.  Specifies equipment, materials and suppliers required 
for completion and implementation of technical projects.  Evaluates vendor capabilities to provide or build required services, 
supplies or equipment.  Selects vendors most qualified to meet technical project requirements and purchases required supplies, 
equipment or services.  May provide technical consultation to technical staff and production organizations concerning technical 
problems in area of specialty.  May provide principal technical guidance and leadership in the completion of assigned projects. 
Education and Experience:  Master of Science Degree in engineering, a scientific field, or the equivalent experience, and 8-
10 years of experience with emphasis in advanced engineering or scientific research and development or project management. 
 
10005 GENERAL ENGINEER 5 
Develops and applies advanced theories and research techniques in the investigation and solution of complex and advanced 
technical problems on the forefront of new technologies.  Plans, conducts, and technically directs projects or major phases of 
significant projects, coordinating the efforts of technical support staff in the performance of assigned projects.  Analyzes, 
evaluates, and plans methods of approach and organizes means to achieve solution of complex technical problems.  Establishes 
and defines the theoretical basis and principles which should apply, the empirical test procedures to be used and the estimated 
time, expenses, and manpower for completion.  Conducts investigations and tests of considerable complexity.  Reviews 
literature, patents and current practices relevant to the solution of assigned projects.  Reviews projects progress and evaluate 
results.  Recommends corrections in technical applications and analysis.  Specifies materials, equipment and supplies required 
for completion and implementation of technical projects.  Evaluates vendor capabilities to provide required products or services.  
Provides technical consultation to technical staff or other organizations.  NOTE:  This is the highest individual contributor level 
within the organization.  Incumbents are normally widely recognized for their achievements, technical expertise and meritorious 
standing within their professional field.  Work at this level is normally on the forefront of new technologies. 
Education and Experience:  Normally requires a Master’s Degree in Engineering, Mathematics, Physics, a scientific field or 
equivalent experience, and 10 or more years of progressively complex technical experience involving the latest state-of-the-art 
applications and techniques. 
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10009 GENERAL ENGINEERING MANAGER 1 
Plans, organizes, directs and controls the work activities and staff of a research, engineering or technical function.  Normally 
manages through subordinate supervisory/managerial levels in order to ensure the effective pursuit and completion of technical 
programs within budgetary guidelines while upholding high standards of engineering/scientific excellence.  Manages the 
operation of functional engineering or research/development to provide timely technical development, support or service.  
Manages and conducts research and development and technical programs which lead to improved products, increased output 
and/or reduced costs.  Determines and establishes goals, scope, approach, schedules and manpower requirements to accomplish 
overall objectives and/or program results.  Generates, prepares, presents and reviews departmental or program budgets and 
monitors performance by subordinate units.  Maintains surveillance over individual programs under direction to ensure progress 
according to schedule and plans with respect to budgetary guidelines and work objectives.  Evaluates technical progress of 
projects to ensure sound application of scientific and engineering principles and adequate exploratory research to support the 
highest possible performance of the end product.  Coordinates with other departments to obtain services or pertinent information 
relative to functional needs.  Provides technical and administrative guidance and direction for the accomplishment of department 
research and development projects.  Re-directs and/or recommends changes in work efforts if problems or possible obstacles 
appear.  Keeps superior levels and managers in affected organizations apprised of technical project programs.  Evaluates final 
results of development projects to ensure accomplishment of technical objectives.  Prepares and presents reports outlining the 
progress and outcome of technical projects and makes pertinent recommendations to implement desired results.  This is the 
second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or equivalent combination of education and experience in assigned technical 
discipline.  Technical knowledge equivalent to that obtained from 10 or more years of increasingly complex technical assignments 
and applications.  Would normally include 4 or more years of technical supervision responsibilities.  Demonstrated ability to 
effectively manage, motivate and direct technical personnel at senior levels. 
 
10041 ENVIRONMENTAL ENGINEER 1 
Performs routine professional Environmental Engineering assignments under close direction and supervision.  Work involves the 
application of entry level engineering principles with regards to environmental impact and quality, natural resource recycle and 
recovery, and/or public health.  Assists in developing environmental systems, applications, and procedures.  Assists in conducting 
routine investigations and prepares remediation work plans and reports.  Conducts analyses or tests of a routine degree of 
complexity.  Assists with performing basic experiments and reports findings on environmental consequences of equipment, tools, 
and procedures.  Ensures the organization's conformance to federal, state, and local environmental legislation. 
Education and Experience:  Bachelor’s Degree in Environmental Engineering or equivalent experience.  ENTRY LEVEL 
position. 
 
10042 ENVIRONMENTAL ENGINEER 2 
Performs basic professional Environmental Engineering assignments under limited direction and supervision.  Work involves the 
application of basic engineering principles with regards to environmental impact and quality, natural resource recycle and 
recovery, and/or public health.  Develops basic environmental systems, applications, and procedures.  Conducts standard 
investigations and prepares remediation work plans and reports.  Conducts standard analyses and tests.  Performs basic 
experiments and reports findings on environmental consequences of equipment, tools, and procedures.  Ensures the 
organization's conformance to federal, state, and local environmental legislation. 
Education and Experience:  Bachelor’s Degree in Environmental Engineering or equivalent experience, and 2 years of 
applicable Environmental Engineering experience. 
 
10043 ENVIRONMENTAL ENGINEER 3 
Performs professional Environmental Engineering assignments of a moderate degree of complexity under general direction and 
supervision.  Work involves the application of engineering principles with regards to environmental impact and quality, natural 
resource recycle and recovery, and/or public health.  Develops moderately complex environmental systems, applications, and 
procedures.  Conducts investigations and prepares remediation work plans and reports.  Conducts analyses or tests of moderate 
complexity.  Performs experiments and reports findings on environmental consequences of equipment, tools, and procedures.  
Ensures the organization's conformance to federal, state, and local environmental legislation.  May make recommendations for 
improvements in procedures and methods. 
Education and Experience:  Bachelor’s Degree, Master’s preferred, in Environmental Engineering or equivalent experience, 
and 5 years of applicable Environmental Engineering experience. 
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10044 ENVIRONMENTAL ENGINEER 4 
Performs complex professional Environmental Engineering assignments.  Work involves the application of complex engineering 
principles with regards to environmental impact and quality, natural resource recycle and recovery, and/or public health.  
Develops complex environmental systems, applications, and procedures.  Conducts investigations and prepares remediation 
work plans and reports for complex projects.  Conducts analyses or tests required for complex technical problems.  Performs 
experiments and reports findings on environmental consequences of equipment, tools, and procedures.  Ensures the 
organization's conformance to federal, state, and local environmental legislation.  May make recommendations for improvements 
in procedures and methods.  May plan and direct projects or major phases of projects.  May provide technical consultation to 
technical staff or other organizations.  May provide work leadership for lower level employees.  Excludes those with full 
supervisory responsibilities. 
Education and Experience:  Master’s Degree in Environmental Engineering or equivalent experience, and 8 or more years of 
applicable progressively complex Environmental Engineering experience. 
 
10045 ENVIRONMENTAL ENGINEER 5 
Performs professional Environmental Engineering assignments of an advanced degree of complexity.  Work involves the 
application of advanced engineering principles with regards to environmental impact and quality, natural resource recycle and 
recovery, and/or public health.  Develops highly complex environmental systems, applications, and procedures.  Conducts 
investigations and prepares remediation work plans and reports for highly complex projects.  Conducts analyses or tests required 
for highly complex technical problems.  Performs experiments and reports findings on environmental consequences of 
equipment, tools, and procedures that require advanced engineering skills and experience.  Ensures the organization's 
conformance to federal, state, and local environmental legislation.  Makes recommendations for improvements in procedures 
and methods.  Implements those recommendations.  May plan and direct projects or major phases of projects.  May provide 
technical consultation to technical staff, other organizations and management.  Reviews project progress and evaluates results.  
Recommends corrections in technical applications and analysis.  Specifies materials, equipment and supplies required for 
completion of technical projects.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Master’s Degree in Environmental Engineering or equivalent experience, and 10 or more years 
of applicable progressively complex Environmental Engineering experience. 
 
10046 ENVIRONMENTAL ENGINEER 6 
Develops and applies advanced Environmental Engineering theories and research techniques in the investigation and solution 
of highly complex and advanced technical problems on the forefront of new technologies.  Work involves the application of 
advanced engineering principles with regards to environmental impact and quality, natural resource recycle and recovery, and/or 
public health.  Develops highly complex environmental systems, applications, and procedures.  Conducts investigations and 
prepares remediation work plans and reports for highly complex projects.  Conducts analyses or tests required for highly complex 
technical problems.  Performs experiments and reports findings on environmental consequences of equipment, tools, and 
procedures that require advanced engineering skills and experience.  Ensures the organization's conformance to federal, state, 
and local environmental legislation.  Makes recommendations for improvements in procedures and methods.  Implements those 
recommendations.  Plans and directs projects or major phases of projects.  Provides technical consultation to technical staff, 
other organizations and management.  Reviews projects progress and evaluates results.  Recommends corrections in technical 
applications and analysis.  Specifies materials, equipment and supplies required for completion of technical projects.  NOTE:  
This is the highest individual contributor level within the organization.  Incumbents are widely recognized for their achievements, 
technical expertise and meritorious standing within their professional field.  Work at this level is normally on the forefront of 
new technologies.  May provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Master’s Degree in Environmental Engineering or equivalent experience, and 12 or more years 
of applicable progressively complex Environmental Engineering experience. 
 
10048 ENVIRONMENTAL ENGINEERING MANAGER 1 
Responsible for the direct management of the Environmental Engineering staff.  Organizes project and task workloads and 
selects individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress 
according to technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under 
direction.  Responsible for the employment, training, motivation and discipline of assigned employees.  This is typically the first 
level of management in this job family.  Must directly manage exempt level employees.  May manage nonexempt employees 
directly or through supervisors/leads.  Excludes Working Leads.  Title may be Supervisor or Manager depending on size of 
company and department. 
Education and Experience:  Bachelor’s Degree in Environmental Engineering or equivalent experience.  A minimum of 5 years 
of applicable Environmental Engineering experience, including supervision/management experience. 
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10101 ELECTRONICS/HARDWARE ENGINEER 1 
Performs professional Electronic Engineering assignments of a basic degree of complexity under direction and supervision with 
limited latitude for independent action and decision.  Assignments include the routine design, fabrication, modification and 
evaluation of electronic apparatus, components or circuitry for use in electronic and Electro- mechanical equipment and devices.  
May prepare plans, specifications and cost estimates for assignments of moderate difficulty where technical supervision provides 
an outline of tasks to be performed and suggestions as to methods of approach and procedures to be followed.  Conducts 
analyses or tests of a routine degree of complexity pertaining to the development of new designs, methods, materials or 
processes and provides recommendations accordingly.  May assign work to drafters and technicians. 
Education and Experience:  Normally requires a Bachelor’s Degree or equivalent experience, and up to 2 years of applicable 
experience.  This is the entry level to the professional engineering family. 
 
10102 ELECTRONICS/HARDWARE ENGINEER 2 
Performs professional Electronic Engineering assignments of wide complexity under general direction with considerable 
discretion as to work details.  Designs, fabricates, modifies, and evaluates complex electronic circuitry of electronic devices or 
systems.  Performs developmental and/or test work which requires a comprehensive knowledge of electronic theory and design.  
Compiles and evaluates design and test data, prepares technical specifications, analyzes technical data to determine appropriate 
limits and variables for product, process or materials specifications.  Analyzes, develops, and recommends design approaches 
required to meet production requirements for new or improved products and/or processes.  Reviews and approves related inputs 
such as drawings and specifications prepared by technical support personnel.  Coordinates with technical support personnel to 
conduct prototype or experimental runs for products or processes.  May assign work to and direct drafters, technical writers and 
engineering technicians as required. 
Education and Experience:  Normally requires a Bachelor’s Degree or equivalent experience, and 2-5 years of applicable 
engineering experience, or up to 2 years of applicable experience with a Master’s Degree. 
 
10103 ELECTRONICS/HARDWARE ENGINEER 3 
Performs complicated and difficult Electronic Engineering work of major complexity under general supervision requiring a high 
degree of technical competence.  Duties include full technical responsibility for planning, organizing and conducting technical 
projects within the design, fabrication, modification, and evaluation of electronic apparatus, components or circuitry for use in 
electronic and Electro- mechanical equipment and devices.  Conceives and plans projects involving exploration of product and/or 
process problems, definition and selection of new concepts and approaches to the design or development of new or improved 
products and processes.  Conducts independent technical investigations involving the application of the principles of electronics 
in the origination or modification of material, component or process specifications and requirements.  Consolidates results of 
electronic design elements of a major project(s).  Prepares design specifications, analyses and recommendations for presentation 
and approval.  May provide technical guidance to lower level engineers, drafters, and technicians. 
Education and Experience:  Normally requires a Bachelor’s Degree or equivalent experience, and 5 years of applicable 
experience, or 2-5 years of applicable experience with a Master’s Degree, or up to 2 years of applicable experience with a 
Doctoral Degree. 
 
10104 ELECTRONICS/HARDWARE ENGINEER 4 
Develops and applies advanced Electronics Engineering theories, methods and research techniques in the investigation and 
solution of complex and advanced technical problems.  May plan and direct projects or major phases of projects within electronic 
design and provide technical direction to and coordinate the efforts of engineers and technical support staff in the performance 
of assigned projects.  Analyzes, evaluates and plans methods of approach and organizes means to achieve the solution of 
complex technical problems.  Establishes and defines the theoretical bases and principles which should apply, the empirical test 
procedures to be used and the estimated time, expenses and manpower for completion.  Conducts investigations or tests of 
considerable complexity pertaining to the development of new designs, methods, materials or processes and investigates 
possible applications of results.  Investigates literature, patents and current practices relevant to the solution of assigned 
projects.  Reviews projects progress and evaluate results.  Recommends corrections in technical analyses and design to ensure 
project completion.  Specifies equipment, materials and supplies required for completion and implementation of technical 
projects.  Evaluates vendor capabilities to provide required products or services.  May provide technical consultation to technical 
staff or production and marketing organizations concerning technical problems within electronics engineering. 
Education and Experience:  Normally requires a Master’s Degree or equivalent experience, and 8-10 years of experience 
with emphasis in advanced electronics engineering or project management. 
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10105 ELECTRONICS/HARDWARE ENGINEER 5 
Develops and applies advanced Electronics theories and research techniques in the investigation and solution of complex and 
advanced technical problems on the forefront of new technologies.  Plans, conducts, and technically directs projects or major 
phases of significant projects, coordinating the efforts of technical support staff in the performance of assigned projects.  
Analyzes, evaluates and plans method of approach and organizes means to achieve solution of complex technical problems.  
Establishes and defines the theoretical basis and principles which should apply, the empirical test procedures to be used, and 
the estimated time, expenses, and manpower for completion.  Reviews literature, patents, and current practices relevant to the 
solution of assigned projects.  Reviews projects progress and evaluate results.  Recommends corrections in technical applications 
and analysis.  Specifies materials, equipment and supplies required for completion and implementation of technical projects.  
Evaluates vendor capabilities to provide required products or services.  Provides technical consultation to technical staff or other 
organizations.  NOTE:  This is the highest individual contributor level within the organization.  Incumbents are normally widely 
recognized for their achievements, technical expertise and meritorious standing within their professional field.  Work at this level 
is normally on the forefront of new technologies. 
Education and Experience:  Normally requires a Master’s Degree in Electronics Engineering, or equivalent experience, and 
10 or more years of progressively complex technical experience involving the latest state-of-the-art applications and techniques. 
 
10109 ELECTRONICS/HARDWARE ENGINEERING MANAGER 1 
Responsible for the management of the Electronics Engineering function.  Organizes project and task workloads and selects 
individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress according to 
technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under direction.  This is 
the second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Electrical Engineering or equivalent experience.  A 
minimum of 8 years of applicable electronics engineering experience, including supervision/management experience. 
 
10301 MECHANICAL ENGINEER 1 
Performs routine design, fabrication, modification and evaluation of mechanical and Electro-mechanical components, sub-
systems and systems.  Conducts routine analyses and/or tests pertaining to the development of new designs, methods, materials 
or processes, completes required documentation and may provide recommendations. 
Education and Experience:  Bachelor’s Degree in Mechanical Engineering or equivalent experience.  ENTRY LEVEL position. 
 
10302 MECHANICAL ENGINEER 2 
Designs, fabricates, modifies and evaluates complex mechanical and Electro-mechanical components, sub-systems and systems.  
Writes test procedures, compiles and evaluates design and test data and prepares technical specifications.  Recommends design 
approaches to meet production requirements for new or improved products or processes.  Coordinates with technical support 
personnel to conduct prototype or experimental runs for products or processes.  May coordinate the efforts of drafters, technical 
writers, engineering technicians and machine shop personnel as required. 
Education and Experience:  Bachelor’s Degree in Mechanical Engineering or equivalent experience, and 2 years of applicable 
mechanical engineering experience. 
 
10303 MECHANICAL ENGINEER 3 
Designs, fabricates, modifies and evaluates complicated and difficult mechanical and Electro-mechanical components, sub-
systems and systems.  Prepares design specifications, analyses and recommendations for presentation and approval.  Has 
technical responsibility for planning, organizing and conducting technical projects or phases of projects involving design and 
development of new or improved product and/or processes.  Investigates solutions to product and/or process problems.  
Consolidates results of mechanical design elements for assigned projects.  Coordinates the efforts of drafters/designers, 
engineering technicians, and machine shop personnel as required by assigned projects.  Conducts independent technical 
investigations involving the origination or modification of material, component or process specifications and requirements.  May 
provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Mechanical Engineering or equivalent 
experience, and 5 years of applicable mechanical engineering experience. 
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10304 MECHANICAL ENGINEER 4 
Develops and applies advanced mechanical engineering design methods, theories and research techniques in the investigation 
and solution of complex and advanced technical problems.  Plans, conducts and technically directs projects or major phases of 
significant projects, coordinating the efforts of engineers and technical support staff.  Analyzes, evaluates and plans methods 
and organizes means to achieve solution of complex technical problems.  Conducts investigations or tests of considerable 
complexity pertaining to the development of new designs, methods, materials or processes and investigates possible applications 
of results.  Reviews literature, patents and current practices relevant to the solution of assigned projects.  Recommends 
corrections in technical analysis and design.  Evaluates vendor capabilities to provide required products or services.  May provide 
technical consultation to other organizations and work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Master’s Degree in Mechanical Engineering or equivalent experience, and 8 or more years of 
applicable progressively complex Mechanical Engineering experience. 
 
10305 MECHANICAL ENGINEER 5 
Develops and applies advanced mechanical engineering design methods, theories and research techniques in the investigation 
and solution of complex and advanced technical problems.  Plans, conducts, technically directs and evaluates projects or major 
phases of significant projects, coordinating the efforts of engineers and technical support staff.  Analyzes, evaluates and plans 
method of approach and organizes means to achieve solution of complex technical problems.  Conducts investigations and tests 
of considerable complexity.  Reviews literature, patents and current practices relevant to the solution of assigned projects.  
Recommends corrections in technical applications and analyses.  Evaluates vendor capabilities to provide required products or 
services.  Provides technical consultation to other organizations.  May provide work leadership for lower level employees.  
Excludes those with full supervisory responsibilities. 
Education and Experience:  Master’s Degree in Mechanical Engineering or equivalent experience, and 10 or more years of 
applicable progressively complex Mechanical Engineering experience. 
 
10306 MECHANICAL ENGINEER 6 
Develops and applies mechanical engineering design methods, theories and research techniques in the investigation and solution 
of complex and advanced technical problems requiring the expert application of advanced knowledge.  Plans, conducts, 
technically directs and evaluates projects or major phases of significant projects, coordinating the efforts of engineers and 
technical support staff.  Analyzes, evaluates and plans method of approach and organizes means to achieve solution of highly 
complex technical problems.  Conducts investigations and tests of considerable complexity.  Reviews literature, patents and 
current practices relevant to the solution of assigned projects.  Recommends corrections in technical applications and analyses.  
Evaluates vendor capabilities to provide required products or services.  Provides technical consultation to other organizations.  
May provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities.  NOTE:  This is 
often the highest level of individual contributor within the organization.  Incumbents are normally widely recognized for their 
achievements, technical expertise and meritorious standing in their professional field.  Work is normally on the forefront of new 
technologies. 
Education and Experience:  Master’s Degree in Mechanical Engineering or equivalent experience, and 12 or more years of 
applicable progressively complex Mechanical Engineering experience, or 8–10 years of experience with a Doctoral Degree. 
 
10309 MECHANICAL ENGINEERING MANAGER 1 
Responsible for the management of the Mechanical Design Engineering function.  Organizes project and task workloads and 
selects individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress 
according to technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under 
direction.  This is the second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Mechanical Engineering or equivalent experience.  A 
minimum of 8 years of applicable mechanical design engineering experience, including supervision/management experience. 
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10341 MANUFACTURING ENGINEER 1 
Performs professional Manufacturing Engineering assignments of a basic degree of complexity under direction and supervision 
with a limited latitude for independent action and decision.  Work involves the application of basic engineering principles to 
perform routine design, fabrication, modification and evaluation in support of manufacturing operations such as machining, 
metal forming, plastics processing, welding and brazing, assembly and material handling.  May prepare plans, process 
specifications and procedures, production aids and assembly fixtures, MRP support studies, factory cost work standards and 
assignments of similar complexity and magnitude where technical supervision provides an outline of tasks to be performed and 
suggestions as to methods of approach and procedures to be followed.  Conducts analyses or tests of a routine degree of 
complexity pertaining to the development of new methods, materials, processes or standards and provides recommendations 
accordingly.  May assign work to drafters and technicians. 
Education and Experience:  Bachelor’s Degree in Manufacturing Engineering or equivalent experience.  ENTRY LEVEL 
position. 
 
10342 MANUFACTURING ENGINEER 2 
Performs professional Manufacturing Engineering assignments of wide complexity under general direction with considerable 
discretion as to work details.  Provides direct advisory support in the design, fabrication, modification and evaluation in support 
of manufacturing operations such as machining, metal forming, plastics processing, welding and brazing, assembly and material 
handling.  Prepares plans, process specifications and procedures, production aids and assembly fixtures, conducts MRP support 
studies, factory cost work standard development and assignments of similar complexity and magnitude requiring a 
comprehensive knowledge of mechanical and manufacturing theory and design.  Compiles and evaluates test and production 
data, prepares technical analysis, recommends manufacturing methods and processes required to meet design objectives on 
new or improved products and/or processes.  Provides production floor and assembly support in technical matters relating to 
assembly drawing interpretation, Engineering Change Notices, rework, manufacturing difficulties and specifications.  Conducts 
analyses or tests pertaining to the development of new methods, materials, processes or standards and provides 
recommendations accordingly.  Coordinates with other technical support personnel.  May assign work to drafters and technicians, 
technical writers, engineering technicians and machine shop personnel as required. 
Education and Experience:  Bachelor’s Degree in Mechanical Engineering or equivalent experience, and 2 years of applicable 
Manufacturing Engineering experience. 
 
10343 MANUFACTURING ENGINEER 3 
Performs complicated and difficult Manufacturing Engineering assignments of major complexity under general direction, 
requiring a high degree of technical and professional competence.  Duties include full technical responsibility for planning, 
organizing and conducting independent technical projects for the engineering support of manufacturing operations such as 
machining, metal forming, plastics processing, welding and brazing, assembly and material handling.  Provides complex advisory 
support in the design, fabrication, modification and evaluation of manufacturing operations.  Conceives and plans projects 
involving major production activities, exploration of product and/or process problems, definition and selection of new concepts 
and approaches in manufacturing operations.  Conducts independent technical investigations involving the application of 
complex technical principles.  Evaluates test and production data, prepares technical analysis, recommends manufacturing 
methods and processes required to meet design objectives on new or improved products and/or processes.  Coordinates complex 
technical matters relating to assembly drawing interpretation, Engineering Change Notices, rework, manufacturing difficulties 
and specifications.  Coordinates with other technical support personnel.  May assign work to drafters and technicians, technical 
writers, engineering technicians and machine shop personnel as required.  May provide work leadership for lower level 
employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree (Master’s Degree preferred) in Manufacturing Engineering or equivalent 
experience, and 5 years of applicable manufacturing engineering experience. 
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10344 MANUFACTURING ENGINEER 4 
Develops and applies advanced engineering theories, methods and research techniques in the investigation and solution of 
complex technical problems.  May plan and direct projects or major phases of projects within mechanical design and provide 
technical direction to and coordinate the efforts of engineers and technical support staff in the performance of assigned projects 
in areas such as machining, metal forming, plastics processing, welding and brazing, assembly and material handling.  Analyzes, 
evaluates and plans method of approach and organizes means to achieve the solution to complex technical problems.  
Establishes and defines the theoretical bases and principles which should apply, the empirical test procedures to be used and 
estimated time, expenses and manpower for completion.  Conducts investigations or tests of considerable complexity pertaining 
to the development of new manufacturing operations, major production activities, exploration of product and/or process 
problems, definition and selection of new concepts and approaches in manufacturing operations.  Investigates literature patents 
and current practices relevant to the solution of assigned projects.  Reviews projects progress and evaluate results.  
Recommends corrections to ensure project objectives.  Specifies equipment, materials and supplies required for completion and 
implementation of technical projects.  Evaluates vendor capabilities to provide required products or services.  May provide 
technical consultation to technical staff or production and marketing organizations.  May provide work leadership for lower level 
employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Master’s Degree in Manufacturing Engineering or equivalent experience, and 8 or more years of 
applicable progressively complex Manufacturing Engineering experience. 
 
10345 MANUFACTURING ENGINEER 5 
Develops and applies advanced Manufacturing Engineering theories and research techniques in the investigation and solution 
of complex and advanced technical problems on the forefront of new technologies.  Plans, conducts and technically directs 
projects or major phases of significant projects, coordinating the efforts of technical support staff in the performance of assigned 
projects in areas such as machining, metal forming, plastics processing, welding and brazing, assembly and material handling.  
Analyzes, evaluates and plans method of approach and organizes means to achieve solution of complex technical problems.  
Establishes and defines the theoretical basis and principles which should apply, the empirical test procedures to be used and 
the estimated time, expenses and manpower for completion.  Coordinates and conducts investigations and tests of considerable 
complexity.  Reviews literature, patents and current practices relevant to the solution of assigned projects.  Reviews projects 
progress and evaluate results.  Recommends corrections in technical applications and analysis.  Specifies materials, equipment 
and supplies required for completion of technical projects.  Evaluates vendor capabilities to provide required products or services.  
Provides technical consultation to technical staff, other organizations and management.  NOTE:  This is the highest individual 
contributor level within the organization.  Incumbents are widely recognized for their achievements, technical expertise and 
meritorious standing within their professional field.  Work at this level is normally on the forefront of new technologies.  May 
provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Master’s Degree in Manufacturing Engineering or equivalent experience, and 10 or more years 
of applicable progressively complex Manufacturing Engineering experience. 
 
10349 MANUFACTURING ENGINEERING MANAGER 1 
Responsible for the management of the Manufacturing Engineering function.  Organizes project and task workloads and selects 
individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress according to 
technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under direction.  This is 
the second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Manufacturing Engineering or equivalent experience.  A 
minimum of 8 years of applicable manufacturing engineering experience, including supervision/management experience. 
 
10361 PROCESS ENGINEER 1 
Performs professional process engineering assignments of a basic degree of complexity under direction and supervision with a 
limited latitude for independent action and decision.  Assignments include the routine development of new or modified process 
formulations, definition of standard processing and handling equipment requirements and specifications, review of process 
techniques and methods applied in the manufacture, fabrication and evaluation of devices or components.  Reviews product 
processing requirements with design staff to ensure compatibility of design and processing capabilities.  May prepare plans, 
equipment specifications and cost estimates where technical supervision provides an outline of tasks to be performed and 
suggestions as to methods of approach and basic process to be followed.  Conducts analyses, diagnostic testing and checks of 
a routine degree of complexity pertaining to the development of new device/component processes and provides 
recommendations accordingly.  Refers completed process recommendations to technical supervision for review, check and 
verification.  May assign support tasks of a technical nature to drafters, technicians and other technical support staff members. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  Entry level position, incumbent typically has up to 
2 years of work related experience. 
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10362 PROCESS ENGINEER 2 
Performs professional process engineering assignments of wide complexity under general direction with considerable discretion 
as to work details.  Assignments include the development of new or modified process formulations, definition of processing or 
handling equipment requirements and specifications, review of processing techniques and methods used in applied in the 
manufacture, fabrication and evaluation of devices/components.  Performs process developmental and test work which requires 
a comprehensive knowledge of device and component theory and design, materials and equipment.  Reviews product 
requirements with design staff to ensure compatibility of processing methods.  Prepares recommended changes, additions, and 
modifications which will facilitate manufacture.  Compiles and evaluates test data to determine appropriate limits and variables 
for process or material specifications.  Coordinates with technical support personnel to conduct process equipment and method 
evaluations and prototype or experimental runs.  May assign work to and provide technical direction to drafters, technical writers 
and engineering technicians and other technical support staff as required.  
Education and Experience:  Bachelor’s Degree or equivalent experience.  Intermediate level position, incumbent typically 
has 2-5 years of work related experience, or 0-2 years of applicable experience with a Master’s Degree. 
 
10363 PROCESS ENGINEER 3 
Performs complicated and difficult process engineering assignments of major complexity under general supervision requiring a 
high degree of technical competence.  Duties include full technical responsibility for planning, organizing and conducting 
technical projects within process definition fabrication, modification, and evaluation of devices/components.  Conceives and 
plans projects involving definition and selection of new concepts and approaches in process engineering.  Reviews process 
specifications with design staff to ensure that processes are compatible with design objectives.  Recommends possible changes 
or alternate approaches which would optimize performance, facilitate fabrication or improvement reliability.  Conducts 
independent technical investigations involving the application of new process techniques and equipment.  Consolidates results 
of major process evaluation/modification projects.  Prepares process specifications, analyzes recommendations for presentation 
and approval.  Coordinates with technical support staff to conduct evaluations and prototype or experimental runs.  May provide 
technical guidance to lower level engineers and staff.  May provide process consultation expertise to customers, marketing, 
production and line operations. 
Education and Experience:  Bachelor’s Degree or equivalent experience.  Career level position, incumbent typically has 5-8 
years of work related experience, or 2-5 years of applicable experience with a Master’s Degree. 
 
10364 PROCESS ENGINEER 4 
Develops and applies advanced process engineering theory, methods, and research techniques in the investigation and solution 
of complex and advanced device and component process problems.  May plan or direct process projects or major phases of 
process projects and provide technical direction to and coordinate the efforts of engineers and technical support staff in the 
performance of assigned projects.  Analyzes, evaluates, and plans methods of approach and organizes means to achieve the 
solution of complex technical problems.  Establishes and defines the theoretical bases and principles which should apply, the 
empirical test procedures to be used and the estimated time, expenses and manpower required for successful completion.  
Conducts investigations or tests of considerable complexity pertaining to the development of new methods, material or processes 
and investigates possible applications of results.  Reviews literature, patents and current practices relevant to the solution of 
assigned projects. Reviews project progress and evaluates results.  Recommends correction in technical analyses and process 
methodology to ensure project completion.  Specifies equipment, materials, and supplies required for completion and 
implementation of technical projects.  Evaluates vendor and equipment capabilities to provide required products, materials or 
services.  May provide technical consultation to technical staff or production and marketing organizations and customers 
concerning device/component process problems. 
Education and Experience:  Master’s Degree or equivalent experience.  Specialist level position, incumbent typically has 8-
10 years in advanced device/component engineering and project management experience. 
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10365 PROCESS ENGINEER 5 
Develops and applies advanced process engineering theories and research techniques in the investigation and solution of 
complex and advanced technical problems on the forefront of new technologies.  Plans, conducts, and technically directs projects 
or major phases of significant projects, coordinating the efforts of technical support staff in the performance of assigned projects.  
Analyzes, evaluates, and plans method of approach and organizes means to achieve solution of complex technical problems.  
Establishes and defines the theoretical basis and principles which should apply, the empirical test procedures to be used and 
the estimated time, expenses and manpower for completion.  Conducts investigations and tests of considerable complexity.  
Reviews literature, patents and current practices relevant to the solution of assigned projects. Reviews project progress and 
evaluates results.  Recommends corrections in technical applications and analysis.  Specifies materials, equipment, and supplies 
required for completion and implementation of technical projects.  Evaluates vendor capabilities to provide products or services.  
Provides technical consultation to technical staff or other organizations.  This is the highest individual contributor level within 
the organization.  Incumbents are widely recognized for their achievements, technical expertise and meritorious standing within 
their professional field.  Work at this level is on the forefront of new technologies. 
Education and Experience:  Master’s Degree or equivalent experience.  Consultant level position, incumbent typically has 10 
or more years of progressively complex technical experience involving the latest state-of-the-art applications and techniques in 
device/component process engineering and project management experience. 
 
10369 PROCESS ENGINEERING MANAGER 1 
Responsible for the management of the Process Engineering function.  Organizes project and task workloads and selects 
individuals most qualified for assignments on specific projects.  Directs technical organization to ensure progress according to 
technical objectives, within budgetary and schedule guidelines.  Assesses results of technical projects under direction.  This is 
the second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or Master’s Degree in Manufacturing Engineering or equivalent experience.  A 
minimum of 8 years of applicable manufacturing engineering experience, including supervision/management experience. 
 
10611 SCIENTIST 1 
Analyzes problems and applies theoretical techniques to develop solutions.  Analyzes and organizes technical data and reports 
into summaries for management review.  Prepares technical reports, manuals and procedures.  Defines and describes laboratory 
tests to be performed.  Participates in test programs and prepares reports of test results. 
Education and Experience:  Bachelor’s Degree in Biochemistry, Molecular Biology, Chemistry, a related field or equivalent 
experience.  ENTRY LEVEL exempt position. 
 
10612 SCIENTIST 2 
Responsible for analyzing problems and developing experimental or theoretical techniques for formalized engineering or scientific 
studies.  Resolves a variety of technical problems leading to advanced engineering studies designed to increase efficiency or 
reduce costs.  Demonstrates creative ability through patent disclosures or published papers.  Prepares technical manuals, reports 
and procedures reflecting advance knowledge in assigned area of expertise. 
Education and Experience:  Bachelor’s Degree in Biochemistry, Molecular Biology, Chemistry, a related field or equivalent 
experience, and 2 years of related experience involving application of scientific principles. 
 
10613 SCIENTIST 3 
Carries out development and testing of programs on systems, components and materials concurrent with design, fabrication or 
testing to better evaluate and minimize future problems.  Develops alternative solutions to existing problems.  Performs or 
delegates all detail work necessary to determine optimum solution/s.  Evaluates proposals and makes recommendations based 
on sound scientific principles and practical considerations.  Prepares cost and schedule estimates and technical documents on 
proposed projects in assigned area.  Demonstrates creative ability through patent disclosures, problem solving, scientific reports 
or technical papers and articles.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
experience. 
Education and Experience:  Bachelor’s Degree (Master’s preferred) in Biological Science, and 5 years of experience in a 
scientific function, including research. 
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10614 SCIENTIST 4 
Plans and performs scientific duties on new and varied problems where only general objectives are stated.  Coordinates broad 
phases of the project and performs advanced development work to obtain or maintain technical leadership in assigned field.  
Plans scientific effort in coordination with related activities of other projects, departments, etc.  Collaborates with supervisor to 
determine scheduling, budget, manpower, equipment and supplies required for assigned project.  Demonstrates creative ability 
through patent disclosures, problem solving, scientific reports or technical papers and articles.  May provide work leadership for 
lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree (Master’s or Doctoral preferred) in Biological Science, and 8 years of related 
experience in a scientific function, including research. 
 
10615 SCIENTIST 5 
Working primarily under consultative direction toward pre-determined long-range goals, performs all of the duties of a Scientist 
2 in addition to the following: investigates and advises management regarding feasibility of new projects, systems or approaches.  
Provides economic estimates and the basic research or testing concept for such new projects.  Provides technical coordination 
on assigned programs and may assume the lead role in a project or program.  Identifies, defines and recommends solutions to 
significant technical and economic problems based on general input from management.  Through the careful review of reports, 
patents, literature and other data, maintains an up-to-date comprehensive understanding of the latest developments in the 
technical field as it pertains to the scope of responsibility.  Actively participates in committee work of professional societies 
working with people outside the company.  Writes articles and presents papers for professional societies covering the broad 
phases of the assignment.  NOTE:  This is the highest level of individual contributor within the organization.  Incumbents are 
normally widely recognized for their achievements, technical expertise and meritorious standing within their professional field.  
Work at this level is normally on the forefront of new technologies. 
Education and Experience:  Bachelor’s Degree (Master’s or Doctoral preferred) in Biology, Molecular Biology, a related field 
or equivalent experience, and 10 or more years in a scientific function.  Must be recognized beyond the company as an authority 
in the field and have a superior record of creative work including disclosures and patents. 
 
10641 CHEMIST 1 
Performs professional chemist assignments of a basic degree of complexity under direction and supervision with a limited latitude 
for independent action and decision.  Assignments include routine chemical analysis, test and experiments where procedures 
are well established and guidance is readily available.  Uses variety of standard laboratory processes and analytical equipment 
such as a spectrophotometers, gas chromatography and liquid chromatography to conduct routine tests and assays.  Under 
close direction, performs routine syntheses where guidance is readily available and/or process is simple.  Completes laboratory 
note books and writes reports to document findings.  May assign work to laboratory support personnel. 
Education and Experience:  Requires a Bachelor’s Degree in Chemistry, a related field or equivalent experience, and up to 2 
years of applicable experience.  This is the entry level to the professional chemist family. 
 
10642 CHEMIST 2 
Performs professional chemist assignments of wide complexity under general direction with considerable discretion as to work 
details.  Develops new methods or processes that require a comprehensive knowledge of chemistry and laboratory techniques.  
Compiles and evaluates test results.  Prepares reports to document findings and recommendations as to processes, materials 
and projects directions.  Reviews and approves related inputs such as tests and experiments conducted by other laboratory 
personnel.  Coordinates with personnel in other disciplines to integrate findings and recommendations.  May assign work to and 
direct lower level chemists and laboratory technicians as required. 
Education and Experience:  Requires a Bachelor’s Degree in Chemistry, a related field or equivalent experience, and 2-5 
years of applicable experience, or up to 2 years of applicable experience with a Master’s Degree. 
 
10643 CHEMIST 3 
Performs complicated and difficult chemist assignments of major complexity under general direction requiring a high degree of 
technical competence.  Duties include full technical responsibility for planning, organizing and conducting technical projects 
within a broad range of chemical tests, analyses or syntheses.  Conceives and plans projects involving the development of new 
methods to attain objectives.  Conducts independent investigations involving the application of advanced principles of chemistry.  
Consolidates results and prepares new methods to attain objectives.  Produces major reports covering findings and 
recommendations.  Keeps current within area of specialty in support of project assignments.  May provide technical guidance to 
lower level chemists and laboratory support personnel. 
Education and Experience:  Requires a Bachelor’s Degree in Chemistry, a related field and 5 years of applicable experience, 
and 2-5 years of applicable experience with a Master’s Degree, or up to 2 years of applicable experience with a Doctoral Degree. 
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10644 CHEMIST 4 
Develops and applies advanced chemistry methods, theories, and research techniques in the investigation and solution of 
complex technical problems.  May plan, conduct, and technically direct projects or major phases of significant projects, 
coordinating the efforts of technical support staff in the performance of assigned projects.  Analyzes, evaluates, and plans 
methods of approach and organizes means to achieve solution of complex technical problems.  Conducts investigations and 
tests of considerable complexity.  Reviews literature, patents, and current practices relevant to the solution of assigned projects.  
Reviews project progress and evaluates results.  Recommends corrections in technical applications and analysis.  Specifies 
materials, equipment, and supplies required for completion and implementation of technical projects.  Evaluates vendor 
capabilities to provide required products or services.  May provide technical consultation to technical staff or other organizations. 
Education and Experience:  Normally requires a Master’s Degree in Chemistry, a related technical field or equivalent 
experience, and 8 or more years of progressively complex technical experience. 
 
10645 CHEMIST 5 
Develops and applies advanced chemical theories and research techniques in the investigation and solution of complex and 
advanced technical problems on the forefront of new technologies.  Plans, conducts, and technically directs projects or major 
phases of significant projects and coordinates the efforts of technical support staff.  Analyzes, evaluates, and plans methods of 
approach and organizes means to achieve solution of complex technical problems.  Establishes and defines the theoretical basis 
and principles which should apply, the empirical test procedures to be used, and the estimated time, expenses and manpower 
for completion.  Reviews literature, patents and current practices relevant to the solution of assigned projects.  Reviews project 
progress and evaluates results.  Recommends corrections in technical applications and analysis.  Specifies materials, equipment, 
and supplies required for completion and implementation of technical products or services.  Provides technical consultation to 
technical staff or other organizations.  NOTE:  This is the highest individual contributor level within the organization.  Incumbents 
are normally widely recognized for their achievements, technical expertise, and meritorious standing within their professional 
field.  Work at this level is normally on the forefront of new technologies. 
Education and Experience:  Normally requires a Master’s Degree in Chemistry, a related technical field or equivalent 
experience, and 10 or more years of progressively complex technical experience involving the latest state-of-the-art applications 
and techniques. 
 
10761 FIELD SERVICE ENGINEER 1 
Acts as a company engineering representative at base or remote locations including customer or supplier facilities.  Advises 
customer and contractor personnel of company requirements for products and services, support equipment and electronic 
equipment installations.  Assists in directing the efforts of subcontractor and company personnel in the handling and installation 
and utilization of various systems and equipment.  Assists in conducting integrated equipment systems tests.  Conducts on-the-
job training as required in support of the foregoing activities. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  ENTRY LEVEL 
position. 
 
10762 FIELD SERVICE ENGINEER 2 
Acts as a company engineering representative at base or remote locations including customer or supplier facilities.  Advises 
customer and contractor personnel of company requirements for products and services, support equipment and electronic 
equipment installations.  Assists in directing the efforts of subcontractor and company personnel in the handling and installation 
and utilization of various systems and equipment.  Assists in conducting integrated equipment systems tests.  Conducts on-the-
job training as required in support of the foregoing activities. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience, and 2 years of related 
field engineering experience. 
 
10763 FIELD SERVICE ENGINEER 3 
Acts as company engineering representative at critical or highly sensitive base or remote locations, including customer or supplier 
facilities.  Advises customer and contractor personnel of company requirements for products and services, support equipment 
and electronic equipment installations.  Directs, advises or assists in conducting regular, special and integrated system test 
programs.  Prepares and conducts special reports and presentations pertinent to company products and services, field operations 
or other applications.  Plans, prepares and conducts on-the-job training as required in support of the foregoing activities.  May 
provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience, and 5 years of related 
field engineering experience. 
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10764 FIELD SERVICE ENGINEER 4 
Acts as the senior company engineering representative at critical or highly sensitive base or remote locations, including customer 
or supplier facilities.  Acts as company contact in the field with customer and contractor personnel, exercising a high degree of 
tact, diplomacy and mature judgment, conforming to company policy directions with a minimum of supervision.  Directs regular, 
special and integrated system test programs.  Prepares and conducts special reports and presentations pertinent to company 
products and services, field operations or other applications.  Plans, prepares and conducts on-the-job training as required in 
support of the foregoing activities.  May provide work leadership for lower level employees.  Excludes those with full supervisory 
responsibilities. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience, and 8 years of related 
field engineering experience. 
 
10765 FIELD SERVICE ENGINEER 5 
Acts as the senior company engineering representative at critical and highly sensitive base or remote locations, including 
customer or supplier facilities.  Acts as company contact in the field with customer and contractor personnel, exercising a high 
degree of tact, diplomacy and mature judgment, conforming to company policy directions with a minimum of supervision.  
Directs regular, special and integrated system test programs.  Prepares and conducts special reports and presentations pertinent 
to company products and services, field operations or other applications.  Plans, prepares and conducts on-the-job training as 
required in support of the foregoing activities. Incumbent is widely recognized as an expert in his/her field or specialty.  May 
provide work leadership for lower level employees.  Excludes those with full supervisory responsibilities. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience, and 10 years of 
related field engineering experience. 
 
10768 FIELD SERVICE ENGINEERING MANAGER 1 
Responsible for the direct management of the Field Engineering staff at base or remote locations, including customer or supplier 
facilities.  Establishes and maintains company contacts in the field with the customer and contractor personnel, exercising a high 
degree of tact, diplomacy and mature judgment.  Oversees regular, special and integrated system test programs.  Prepares and 
conducts special reports and presentations pertinent to company products and services, field operations or other applications.  
Responsible for the employment, training, motivation and discipline of direct staff.  This is typically the first level of management 
in this job family.  May manage employees directly or through supervisors/leads.  Excludes Working Leads.  Title may be 
Supervisor or Manager depending on size of company and department. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  A minimum of 5 
years of Field Engineering experience, including supervision/management experience. 
 
10769 FIELD SERVICE ENGINEERING MANAGER 2 
Responsible for management of the Field Service Engineering function. Has primary responsibility for supervision and 
development of first level Supervisors/Managers.  Responsible for the employment, training, motivation and discipline of the 
supervisory/management team.  This is the second level of management for the Field Service Engineering function; title may 
be Manager or Director depending on the size of the company and department.  MUST HAVE Supervisors or Managers reporting 
to them. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  A minimum of 8 
years of Field Engineering experience, including supervision/management experience. 
 
10801 CIVIL/CONSTRUCTION ENGINEER 1 
Provides engineering skills and related project functions for the design, modification, maintenance, and/or construction of 
buildings, facilities, systems, and associated company assets.  May assume responsibility for small projects or portions of 
moderately complex engineering projects.  Makes requests of or provides work direction to engineering support personnel 
related to own work, i.e. CAD drafting, etc. 
Education and Experience:  Bachelor’s Degree in civil, electrical, mechanical, related engineering field or equivalent 
combination of education and experience, and 1-3 years of experience in an engineering capacity.  Educated in professional 
engineering fundamentals with limited practical experience in the application of standard engineering methodologies, disciplines, 
and tools. 
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10802 CIVIL/CONSTRUCTION ENGINEER 2 
Provides engineering skills and related project functions for the design, modification, maintenance, and/or construction of 
buildings, facilities, systems, and associated company assets.  Responsible for moderately complex projects or portions of more 
complex projects.  Works with client to develop project plans or participates with project manager/senior project engineer(s) in 
the development of plans for more complex projects.  Makes requests of or provides work direction to engineering support 
personnel. 
Education and Experience:  Bachelor’s Degree in civil, electrical, mechanical, related engineering field or equivalent 
combination of education and experience, and 4-6 years of progressively more responsible experience in an engineering capacity.  
Knowledge of professional engineering with experience in developing and implementing engineering solutions. 
 
10803 CIVIL/CONSTRUCTION ENGINEER 3 
Provides engineering skills and related project functions for the design, modification, maintenance, and/or construction of 
buildings, facilities, systems, and associated company assets.  Responsible for complex projects.  May assume lead responsibility 
for a significant portion of a major project or for leadership of engineers within an engineering discipline, i.e. civil, electrical, or 
mechanical.  Develops comprehensive project plans and other project-related documentation, i.e. designs and/or specifications.  
Presents technical information to peer engineers, project team members, and/or engineering management to provide updates 
and/or influence decisions on technical issues. 
Education and Experience:  Bachelor’s Degree in civil, electrical, mechanical, related engineering field or equivalent 
combination of education and experience, and 6-9 years of progressively more responsible experience in a professional 
engineering capacity.  PE (Professional Engineer) license is required.  Experience as project and/or personnel lead is desirable.  
Advanced Degree is desirable.  In-depth knowledge of engineering principles and practices gained through considerable practical 
experience. 
 
10804 CIVIL/CONSTRUCTION ENGINEER 4 
Provides engineering skills and related project functions for the design, modification, maintenance, and/or construction of 
buildings, facilities, systems, and associated company assets.  Consults with clients, engineering management, peer engineers, 
and/or external resources on the most complex and technically demanding projects/challenges.  May assume responsibility for 
projects requiring significant innovation related to field of expertise or act as a resident expert to project team/project manager 
in engineering area of expertise.  Isolates critical issues from extensive technical and/or operational data for appropriate 
resolution. 
Education and Experience:  Bachelor’s Degree in civil, electrical, mechanical, related engineering field with 10 or more year’s 
progressively more responsible experience, or a Master’s Degree with 7-9 years of professional engineering experience, or 
equivalent combination of education and experience.  PE (Professional Engineer) license is required.  Experience as project 
and/or personnel lead is desirable.  Advanced Degree is desirable.  Expert knowledge in an engineering field with extensive 
experience in applying technically sound, yet creative solutions to unique situations. 
 
10851 STATISTICIAN 1 
Under close supervision, provides statistical methodology support in the delivery of standard and custom studies.  Applies 
statistical design and methodology to meet client information needs, conducts statistical analyses to derive conclusions from the 
study and assists in preparing written summaries of study results.  Assists other statisticians in preparing analysis plans and 
statistical reports and performs validation of statistical analysis.  Works on projects of moderate scope within defined procedures 
and practices. 
Education and Experience:  Typically requires a Master’s Degree in Statistics, Mathematics, or related field with up to 2 years 
of experience in operations research, market research, or applied statistics.  Technical knowledge/skills include: multivariate 
analysis, regression analysis and forecasting, sampling, and basic knowledge of statistical programming languages in both PC 
and mainframe environments. 
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10852 STATISTICIAN 2 
Provides statistical methodology and project management support in the delivery of standard and custom studies.  Applies 
appropriate methodology to studies using longitudinal data.  Defines statistical design and methodology to meet client 
information needs, conducts statistical analyses to derive conclusions from the study, and identifies new opportunities for 
standard reports and for value-added analytics.  Implements tactical study plans in answer to business questions, performs 
quantitative research, and provides written summaries of study results.  Participates in selecting statistical methodology for use 
in the development and launch of new products.  Gathers recommendations from others to develop research plans, identifying 
appropriate data sources, and delivery options in meeting client information and analyses needs.  May have some client contact 
in support of project delivery.  Works on projects where independent judgment is used within generally defined procedures and 
practices. 
Education and Experience:  Typically requires a Master’s Degree in Statistics, Mathematics or related field with 2-5 years of 
experience, or a Bachelor’s Degree and 7 years of experience in operations research, market research, or applied statistics.  
Technical knowledge/skills include: multivariate analysis, regression analysis and forecasting, sampling, and knowledge of 
statistical programming languages in both PC and mainframe environments. 
 
10853 STATISTICIAN 3 
Provides statistical methodology and project management support for commercial deliverables as well as custom studies.  
Develops tactical study plans in answer to business questions, performs quantitative research, and provides written summaries 
of study results.  Gathers recommendations from other departments to develop research plans, identifying appropriate data 
sources, and delivery options in meeting client information and analyses needs.  Defines statistical design and methodology to 
meet client information needs.  May manage statisticians and statistical programmers processing study data.  Conducts statistical 
analyses to derive conclusions from the study, and identifies new opportunities for standard reports and for value-added 
analytics.  Consults with clients on design and methodology and provides input for client proposals.  Works on projects of 
complex scope where independent judgement is used within a broad range of defined procedures and practices.  Develops new 
applications and methodologies for existing or newly aquired data.  Leads design efforts in selecting statistical methodology for 
use in the development and launch of new products. 
Education and Experience:  Typically requires a Master’s Degree in Statistics with 5-10 years of experience, or a Ph.D. with 
2-5 years of experience and proficiency in statistical programming software. 
 
10859 STATISTICS MANAGER 1 
Manages the design, development, and implementation of internal and external client projects.  Considering best practices and 
reference sources available, evaluates new statistical or technological approaches to meet the complex business analyses 
requirements.  Consults with clients on study designs and feasibility contributing to the methodology and technology sections 
of project proposals. Works on projects of complex scope where an in-depth evaluation of multiple factors is required.  May also 
perform research and development for product growth opportunities, or enhancements to existing products.  May carry out or 
oversee studies on effectiveness of product promotions, resource allocations, marketing mix modeling, and data analysis, fitting 
models, interpreting the results and writing the report. 
Education and Experience:  Typically requires a Master’s Degree or Ph.D. in Statistics, Information Technology or Bio-
informatics with 10 or more years of experience in statistical consulting. 
 
10901 QUALITY ENGINEER 1 
Performs professional Quality Engineering assignments of a basic degree of complexity under close supervision with a limited 
latitude for independent action and decision.  Work involves the application of basic engineering principles to develop methods 
and procedures to improve and maintain product quality standards.  Assignments include the design of systems of recording 
and analyzing product quality level; the development of quality control inspection requirements and techniques, and the 
interpretation of product quality trends.  May prepare plans, specifications, and cost estimates for assignments of moderate 
difficulty where technical supervision provides an outline of tasks to be performed and suggestions as to methods of approach 
and procedures to be followed.  Conducts analysis of tests of a routine degree of complexity and provides recommendations 
accordingly.  May assign work to inspectors and technicians. 
Education and Experience:  Bachelor’s Degree in engineering or equivalent experience.  Entry level position, incumbent 
typically has up to 2 years of experience. 
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10902 QUALITY ENGINEER 2 
Performs professional Quality Engineering assignments of considerable complexity under general direction with considerable 
discretion as to work details.  Designs, installs, and continually evaluates complex quality assurance and/or control methods and 
systems.  Designs fixtures and processes to ensure the continuing maintenance of product quality; may conduct vendor visits 
to ensure quality; analyzes reports and returned products to determine quality trends and recommends corrective action.  May 
participate in materials review activities to determine material disposition.  Develops standards and procedures to provide quality 
guidance and methods.  May assign work to inspectors and technicians. 
Education and Experience:  Bachelor’s Degree in engineering or equivalent experience.  Intermediate level position, 
incumbent typically has 2-5 years of experience, or up to 2 years of applicable experience with a Master’s Degree. 
 
10903 QUALITY ENGINEER 3 
Develops and applies advanced Quality Engineering theories, methods, and research techniques in the development, 
establishment and maintenance of quality assurance/control policies, procedures and methods.  Develops sampling plans, quality 
standards and quality control instructions to be utilized by manufacturing, test and inspection in assessing the quality levels of 
products and processes.  Provides recommendations concerning the disposition of defective materials.  Reviews corrective 
actions recommended on audit reports for adequacy and to maintain a continuing awareness of quality problems.  Conducts 
investigations of considerable complexity pertaining to the manufacture of new products, the establishment of new processes 
or the resolution of complex product quality problems.  May provide technical guidance to lower level engineers, technicians 
and inspectors. 
Education and Experience:  Bachelor’s Degree in engineering or equivalent experience.  Career level position, incumbent 
typically has 5-8 years of experience. 
 
10904 QUALITY ENGINEER 4 
Develops and applies advanced Quality Assurance/Control methods, theories and research techniques in the investigation and 
solution of complex technical problems.  May plan, conduct, and technically direct projects or major phases of significant projects, 
coordinating the efforts of technical support staff in the performance of assigned projects.  Analyzes, evaluates, and plans 
method of approach and organizes means to achieve solution of complex technical problems.  Conducts investigations and tests 
of considerable complexity.  Reviews literature, patents, and current practices relevant to the solution of assigned projects.  
Reviews project progress and evaluates results.  Recommends corrections in technical applications and analysis.  Specifies 
materials, equipment and supplies required for completion and implementation of technical projects.  Evaluates vendor 
capabilities to provide required products or services.  May provide technical consultation to technical staff or other organizations. 
Education and Experience:  Master’s Degree in Engineering, a related technical field or equivalent experience.  Specialist 
level position, incumbent typically has 8-10 years of progressively complex technical experience with emphasis in advanced 
quality assurance techniques or project management. 
 
10905 QUALITY ENGINEER 5 
Develops and applies advanced Quality Assurance/Control theories and research techniques in the investigation and solution of 
complex and advanced technical problems on the forefront of new technologies.  Plans, conducts, and technically directs projects 
or major phases of significant projects, coordinating the efforts of technical support staff in the performance of assigned project.  
Analyzes, evaluates and plans methods of approach and organizes means to achieve solution of complex technical problems.  
Establishes and defines the theoretical basis and principles which should apply, the empirical test procedures to be used, and 
the estimated time, expenses and manpower for completion.  Conducts investigations and tests of considerable complexity.  
Reviews literature, patents, and current practices relevant to the solution of assigned projects.  Reviews project progress and 
evaluates results.  Recommends corrections in technical applications and analysis.  Specifies materials, equipment, and supplies 
required for completion and implementation of technical projects.  Evaluates vendor capabilities to provide required products or 
services.  Provides technical consultation to technical staff or other organizations.  This is the highest individual contributor level 
within the organization.  Incumbents are widely recognized for their achievements, technical expertise, and meritorious standing 
within their professional field.  Work at this level is on the forefront of new technologies. 
Education and Experience:  Master’s Degree in Engineering, a related technical field or equivalent experience.  Consultant 
level position, incumbent typically has 10 or more years of progressively complex technical experience involving the latest state-
of-the-art applications and techniques. 
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10909 QUALITY ENGINEERING MANAGER 1 
Plans, organizes, directs and controls the work activities and staff of the Quality Engineering function.  Manages the operation 
of functional engineering or research/development to provide timely technical development, support or service.  Manages and 
conducts research and development and technical programs which lead to improved products, increased output and/or reduced 
costs.  Determines and establishes goals, scope, approach, schedules and manpower requirements to accomplish overall 
objectives and/or program results.  Generates, prepares, presents and reviews departmental or program budgets and monitors 
performance by subordinate units.  Maintains surveillance over individual programs under direction to ensure progress according 
to schedule and plans with respect to budgetary guidelines and work objectives.  Evaluates technical progress of projects to 
ensure sound application of scientific and engineering principles and adequate exploratory research to support the highest 
possible performance of the end product.  Coordinates with other departments to obtain services or pertinent information relative 
to functional needs.  Provides technical and administrative guidance and direction for the accomplishment of department 
research and development projects.  Re-directs and/or recommends changes in work efforts if problems or possible obstacles 
appear.  Keeps superior levels and managers in affected organizations apprised of technical project programs.  Evaluates final 
results of development projects to ensure accomplishment of technical objectives.  Prepares and presents reports outlining the 
progress and outcome of technical projects and makes pertinent recommendations to implement desired results.  This is the 
second level of management.  Manages through lower level managers and supervisors. 
Education and Experience:  Bachelor’s Degree or equivalent combination of education and experience in assigned technical 
discipline.  Technical knowledge equivalent to that obtained from 10 or more years of increasingly complex technical assignments 
and applications.  Would normally include 4 or more years of technical supervision responsibilities.  Demonstrated ability to 
effectively manage, motivate and direct technical personnel at senior levels. 
 
10939 CROSS FUNCTIONAL ENGINEERING MANAGER 2 
Responsible for management across multiple engineering functions e.g.; R&D Engineering, Mechanical Engineering, and 
Electrical/Hardware Engineering.  Has primary responsibility for supervision and development of first level Supervisors/Managers 
within those functions.  Responsible for the employment, training and motivation and discipline of the supervisory/management 
teams.  This is the second level of management across multiple engineering functions; title may be Manager or Director 
depending on the size of the company and department.  MUST HAVE Supervisors or Managers reporting to them. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  A minimum of 8 
years of applicable engineering experience, including supervision/management experience. 
 
10940 CROSS FUNCTIONAL ENGINEERING MANAGER 3A (Less than 50 Headcount) 
Directs the overall management across multiple engineering functions e.g. R&D Engineering, Mechanical Engineering, and 
Electrical/Hardware Engineering through subordinate managers.  This is the top-level manager in this function responsible for 
productivity, expense levels and asset management.  Rarely becomes involved in day-to-day operational problems; is more 
concerned to see that overall budgets, schedules, and performance standards are realistically set and attained.  The <50 
headcount responsibility refers to the full client group/organization that this manager supports, as well as the manager’s own 
direct and indirect reports. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  A minimum of 12 
years of applicable engineering experience, including supervision/management experience. 
 
10941 CROSS FUNCTIONAL ENGINEERING MANAGER 3B (50 to 500 Headcount) 
Directs the overall management across multiple engineering functions e.g. R&D Engineering, Mechanical Engineering, and 
Electrical/Hardware Engineering through subordinate managers.  This is the top-level manager in this function responsible for 
productivity, expense levels and asset management.  Rarely becomes involved in day-to-day operational problems; is more 
concerned to see that overall budgets, schedules, and performance standards are realistically set and attained.  The 50-500 
headcount responsibility refers to the full client group/organization that this manager supports, as well as the manager’s own 
direct and indirect reports. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  A minimum of 12 
years of applicable engineering experience, including supervision/management experience. 
 
10942 CROSS FUNCTIONAL ENGINEERING MANAGER 3C (Greater than 500 Headcount) 
Directs the overall management across multiple engineering functions e.g. R&D Engineering, Mechanical Engineering, and 
Electrical/Hardware Engineering through subordinate managers.  This is the top-level manager in this function responsible for 
productivity, expense levels and asset management.  Rarely becomes involved in day-to-day operational problems; is more 
concerned to see that overall budgets, schedules, and performance standards are realistically set and attained.  The >500 
headcount responsibility refers to the full client group/organization that this manager supports, as well as the manager’s own 
direct and indirect reports. 
Education and Experience:  Bachelor’s Degree in Engineering, a related field or equivalent experience.  A minimum of 12 
years of applicable engineering experience, including supervision/management experience. 
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