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PART III- LIST OF DOCUMENTS, EXHIBITS, AND OTHER ATTACHMENTS
ATTACHMENT J-2 – MINIMUM PERSONNEL QUALIFICATIONS

[bookmark: _Toc379978776][bookmark: _Toc379980492][bookmark: _Toc389206021]
General
[bookmark: _Toc457629892][bookmark: _Toc457630147][bookmark: _Toc457885790][bookmark: _Toc460309603][bookmark: _Toc460309677][bookmark: _Toc461936477][bookmark: _Toc461937229][bookmark: _Toc467477983]
[bookmark: _Toc467656850][bookmark: _Toc467999076][bookmark: _Toc474635898][bookmark: _Toc479135368][bookmark: _Toc479135463][bookmark: _Toc489065424][bookmark: _Toc489752641][bookmark: _Toc489752806][bookmark: _Toc191200148][bookmark: _Toc379978777][bookmark: _Toc379980493][bookmark: _Toc389206022]Labor Category Definitions

Labor categories used in this document have, wherever possible, been extracted from the Service Contract Act Directory of Occupations, which can be found online at http://www.dol.gov/whd/regs/compliance/wage/index.htm.   These labor categories as used within this document must have the meanings set forth in the most current edition of that publication.

[bookmark: _Toc461936478][bookmark: _Toc461937230][bookmark: _Toc467477984][bookmark: _Toc467656851][bookmark: _Toc467999077][bookmark: _Toc474635899][bookmark: _Toc479135369][bookmark: _Toc479135464][bookmark: _Toc489065425][bookmark: _Toc489752642][bookmark: _Toc489752807][bookmark: _Toc191200149][bookmark: _Toc379978778][bookmark: _Toc379980494][bookmark: _Toc389206023]General Requirements – All Labor Categories

Regardless of labor category, all personnel employed in support of this contract must be familiar with the operation of personal computers, standard operating systems equivalent to that used by the Federal Aviation Administration (FAA), and standard application software equivalent to that utilized in their proposed positions.
[bookmark: _Toc379978779][bookmark: _Toc379980495][bookmark: _Toc389206024]
Management/Supervisory Positions

Individuals described in the section are responsible for overseeing and directing the activities of all Contractor personnel providing support under this contract.

[bookmark: _Toc379978782][bookmark: _Toc379979132][bookmark: _Toc379979476][bookmark: _Toc379979819][bookmark: _Toc379980159][bookmark: _Toc379980498][bookmark: _Toc379978783][bookmark: _Toc379979133][bookmark: _Toc379979477][bookmark: _Toc379979820][bookmark: _Toc379980160][bookmark: _Toc379980499][bookmark: _Toc379978786][bookmark: _Toc379979136][bookmark: _Toc379979480][bookmark: _Toc379979823][bookmark: _Toc379980163][bookmark: _Toc379980502][bookmark: _Toc379978789][bookmark: _Toc379979139][bookmark: _Toc379979483][bookmark: _Toc379979826][bookmark: _Toc379980166][bookmark: _Toc379980505][bookmark: _Toc379978790][bookmark: _Toc379979140][bookmark: _Toc379979484][bookmark: _Toc379979827][bookmark: _Toc379980167][bookmark: _Toc379980506][bookmark: _Toc379978793][bookmark: _Toc379979143][bookmark: _Toc379979487][bookmark: _Toc379979830][bookmark: _Toc379980170][bookmark: _Toc379980509][bookmark: _Toc379978796][bookmark: _Toc379979146][bookmark: _Toc379979490][bookmark: _Toc379979833][bookmark: _Toc379980173][bookmark: _Toc379980512][bookmark: _Toc379978797][bookmark: _Toc379979147][bookmark: _Toc379979491][bookmark: _Toc379979834][bookmark: _Toc379980174][bookmark: _Toc379980513][bookmark: _Toc379978798][bookmark: _Toc379980514][bookmark: _Toc389206025][bookmark: _Toc191200154]Remote Pilot Operator (RPO) Supervisor 

The RPO Supervisor is responsible for overseeing and directing the activities of Contractor personnel providing RPO support under this contract.  

Qualifications
Candidates for these supervisor positions must have, as a minimum, qualifications equivalent to those required of a RPO (see Sub-Sections 4.6 and 4.7) and have at least 2 years of experience as a RPO. Likewise, prior supervisory experience is preferred but is not required.

Certification
The RPO Supervisor requires certification equivalent to that required of a RPO. A description of the RPO certification requirements can be found in Attachment J-2, Appendix A, Contractor Certification Requirements, Section 4. 

Synonyms
RPOs are also referred to as Ghost Pilots and Pseudo Pilots.   
[bookmark: _Toc191200155]
[bookmark: _Toc379978799][bookmark: _Toc379980515][bookmark: _Toc389206026]Training Instructional Supervisor

The Training Instructional Supervisor is responsible for overseeing and directing the activities of Contractor personnel providing support within a particular instructional area under this contract.  

Qualifications
The Training Instructional Supervisor must have, as a minimum, qualifications equivalent to those required of an Instructor within the area of expertise they will supervise.  Prior supervisory experience is preferred but is not required.

Certification
[bookmark: _Toc191395927][bookmark: _Toc191396710][bookmark: _Toc191200156]These positions require FAA certification equivalent to whatever certification is required for Instructors in the area of expertise they supervise, as they may be required to perform instructional duties (see J-2, Appendix A, for Instructor certification requirements). Supervisors need not be certified in all courses. Certification is required only for the courses in which a Training Instructional Supervisor may perform instructional duties.
[bookmark: _Toc191200157]
[bookmark: _Toc379978800][bookmark: _Toc379980516][bookmark: _Toc389206027]Contractor Site Supervisor 

The Contractor Site Supervisor (CSS) is responsible for overseeing and directing the activities of Contractor personnel providing support under this contract in the field.
  
Qualifications
The CSS must have all qualifications required for an Instructor I (Field), plus a minimum of five (5) years Certified Professional Controller (CPC) experience in the type(s) of Air Traffic Control (ATC) facility in which he or she will supervise, and a minimum of three (3) years of supervisory or managerial experience.

Certification
See Attachment J-2, Appendix A, Section 1.   
[bookmark: _Toc379978804][bookmark: _Toc379979154][bookmark: _Toc379979497][bookmark: _Toc379979840][bookmark: _Toc379980180][bookmark: _Toc379980519][bookmark: _Toc467656829][bookmark: _Toc467656853][bookmark: _Toc467999079][bookmark: _Toc474635835][bookmark: _Toc474635886][bookmark: _Toc474635901][bookmark: _Toc479135179][bookmark: _Toc479135337][bookmark: _Toc479135351][bookmark: _Toc479135371][bookmark: _Toc479135466][bookmark: _Toc489065379][bookmark: _Toc489065394][bookmark: _Toc489065427][bookmark: _Toc489752644][bookmark: _Toc489752809][bookmark: _Toc191200158][bookmark: _Toc379978805][bookmark: _Toc379980520]

[bookmark: _Toc389206028]Instructor Positions

[bookmark: _Toc457629894][bookmark: _Toc457630149]The position of Instructor is described in the Service Contract Act Directory of Occupations.  These positions, in reference to their purely “instructional” duties, must have the meaning set forth in the most current edition of that publication.  However, under this contract, Instructors may also be required to provide support as subject matter experts in the development, revision, and maintenance of course materials, utilizing all applicable media.  The following Instructor labor categories represent those areas of specialization anticipated as requirements under this contract as of the date of this document.
[bookmark: _Toc457885792][bookmark: _Toc460309605][bookmark: _Toc460309679][bookmark: _Toc461936482][bookmark: _Toc461937234][bookmark: _Toc467477990][bookmark: _Toc467656857][bookmark: _Toc467999083][bookmark: _Toc474635905]
[bookmark: _Toc379978810][bookmark: _Toc379979160][bookmark: _Toc379979503][bookmark: _Toc379979846][bookmark: _Toc379980186][bookmark: _Toc379980525][bookmark: _Toc379978812][bookmark: _Toc379979162][bookmark: _Toc379979505][bookmark: _Toc379979848][bookmark: _Toc379980188][bookmark: _Toc379980527][bookmark: _Toc379978815][bookmark: _Toc379979165][bookmark: _Toc379979508][bookmark: _Toc379979851][bookmark: _Toc379980191][bookmark: _Toc379980530][bookmark: _Toc379978817][bookmark: _Toc379979167][bookmark: _Toc379979510][bookmark: _Toc379979853][bookmark: _Toc379980193][bookmark: _Toc379980532][bookmark: _Toc379978818][bookmark: _Toc379979168][bookmark: _Toc379979511][bookmark: _Toc379979854][bookmark: _Toc379980194][bookmark: _Toc379980533][bookmark: _Toc379978819][bookmark: _Toc379979169][bookmark: _Toc379979512][bookmark: _Toc379979855][bookmark: _Toc379980195][bookmark: _Toc379980534][bookmark: _Toc379978820][bookmark: _Toc379979170][bookmark: _Toc379979513][bookmark: _Toc379979856][bookmark: _Toc379980196][bookmark: _Toc379980535][bookmark: _Toc379978821][bookmark: _Toc379979171][bookmark: _Toc379979514][bookmark: _Toc379979857][bookmark: _Toc379980197][bookmark: _Toc379980536][bookmark: _Toc379978822][bookmark: _Toc379979172][bookmark: _Toc379979515][bookmark: _Toc379979858][bookmark: _Toc379980198][bookmark: _Toc379980537][bookmark: _Toc379978823][bookmark: _Toc379979173][bookmark: _Toc379979516][bookmark: _Toc379979859][bookmark: _Toc379980199][bookmark: _Toc379980538][bookmark: _Toc379978824][bookmark: _Toc379979174][bookmark: _Toc379979517][bookmark: _Toc379979860][bookmark: _Toc379980200][bookmark: _Toc379980539][bookmark: _Toc379978825][bookmark: _Toc379979175][bookmark: _Toc379979518][bookmark: _Toc379979861][bookmark: _Toc379980201][bookmark: _Toc379980540][bookmark: _Toc379978826][bookmark: _Toc379979176][bookmark: _Toc379979519][bookmark: _Toc379979862][bookmark: _Toc379980202][bookmark: _Toc379980541][bookmark: _Toc379978828][bookmark: _Toc379979178][bookmark: _Toc379979521][bookmark: _Toc379979864][bookmark: _Toc379980204][bookmark: _Toc379980543][bookmark: _Toc379978830][bookmark: _Toc379979180][bookmark: _Toc379979523][bookmark: _Toc379979866][bookmark: _Toc379980206][bookmark: _Toc379980545][bookmark: _Toc379978833][bookmark: _Toc379979183][bookmark: _Toc379979526][bookmark: _Toc379979869][bookmark: _Toc379980209][bookmark: _Toc379980548][bookmark: _Toc379978835][bookmark: _Toc379979185][bookmark: _Toc379979528][bookmark: _Toc379979871][bookmark: _Toc379980211][bookmark: _Toc379980550][bookmark: _Toc379978836][bookmark: _Toc379979186][bookmark: _Toc379979529][bookmark: _Toc379979872][bookmark: _Toc379980212][bookmark: _Toc379980551][bookmark: _Toc379978838][bookmark: _Toc379979188][bookmark: _Toc379979531][bookmark: _Toc379979874][bookmark: _Toc379980214][bookmark: _Toc379980553][bookmark: _Toc379978839][bookmark: _Toc379979189][bookmark: _Toc379979532][bookmark: _Toc379979875][bookmark: _Toc379980215][bookmark: _Toc379980554][bookmark: _Toc379978841][bookmark: _Toc379979191][bookmark: _Toc379979534][bookmark: _Toc379979877][bookmark: _Toc379980217][bookmark: _Toc379980556][bookmark: _Toc379978842][bookmark: _Toc379979192][bookmark: _Toc379979535][bookmark: _Toc379979878][bookmark: _Toc379980218][bookmark: _Toc379980557][bookmark: _Toc379978843][bookmark: _Toc379979193][bookmark: _Toc379979536][bookmark: _Toc379979879][bookmark: _Toc379980219][bookmark: _Toc379980558][bookmark: _Toc379978844][bookmark: _Toc379979194][bookmark: _Toc379979537][bookmark: _Toc379979880][bookmark: _Toc379980220][bookmark: _Toc379980559][bookmark: _Toc379978846][bookmark: _Toc379979196][bookmark: _Toc379979539][bookmark: _Toc379979882][bookmark: _Toc379980222][bookmark: _Toc379980561][bookmark: _Toc379978847][bookmark: _Toc379979197][bookmark: _Toc379979540][bookmark: _Toc379979883][bookmark: _Toc379980223][bookmark: _Toc379980562][bookmark: _Toc379978849][bookmark: _Toc379979199][bookmark: _Toc379979542][bookmark: _Toc379979885][bookmark: _Toc379980225][bookmark: _Toc379980564][bookmark: _Toc379978851][bookmark: _Toc379979201][bookmark: _Toc379979544][bookmark: _Toc379979887][bookmark: _Toc379980227][bookmark: _Toc379980566][bookmark: _Toc379978854][bookmark: _Toc379979204][bookmark: _Toc379979547][bookmark: _Toc379979890][bookmark: _Toc379980230][bookmark: _Toc379980569][bookmark: _Toc379978856][bookmark: _Toc379979206][bookmark: _Toc379979549][bookmark: _Toc379979892][bookmark: _Toc379980232][bookmark: _Toc379980571][bookmark: _Toc379978857][bookmark: _Toc379979207][bookmark: _Toc379979550][bookmark: _Toc379979893][bookmark: _Toc379980233][bookmark: _Toc379980572][bookmark: _Toc379978858][bookmark: _Toc379979208][bookmark: _Toc379979551][bookmark: _Toc379979894][bookmark: _Toc379980234][bookmark: _Toc379980573][bookmark: _Toc379978859][bookmark: _Toc379979209][bookmark: _Toc379979552][bookmark: _Toc379979895][bookmark: _Toc379980235][bookmark: _Toc379980574][bookmark: _Toc379978860][bookmark: _Toc379979210][bookmark: _Toc379979553][bookmark: _Toc379979896][bookmark: _Toc379980236][bookmark: _Toc379980575][bookmark: _Toc379978861][bookmark: _Toc379979211][bookmark: _Toc379979554][bookmark: _Toc379979897][bookmark: _Toc379980237][bookmark: _Toc379980576][bookmark: _Toc379978862][bookmark: _Toc379979212][bookmark: _Toc379979555][bookmark: _Toc379979898][bookmark: _Toc379980238][bookmark: _Toc379980577][bookmark: _Toc379978863][bookmark: _Toc379979213][bookmark: _Toc379979556][bookmark: _Toc379979899][bookmark: _Toc379980239][bookmark: _Toc379980578][bookmark: _Toc379978864][bookmark: _Toc379979214][bookmark: _Toc379979557][bookmark: _Toc379979900][bookmark: _Toc379980240][bookmark: _Toc379980579][bookmark: _Toc379978865][bookmark: _Toc379979215][bookmark: _Toc379979558][bookmark: _Toc379979901][bookmark: _Toc379980241][bookmark: _Toc379980580][bookmark: _Toc379978867][bookmark: _Toc379979217][bookmark: _Toc379979560][bookmark: _Toc379979903][bookmark: _Toc379980243][bookmark: _Toc379980582][bookmark: _Toc379978868][bookmark: _Toc379979218][bookmark: _Toc379979561][bookmark: _Toc379979904][bookmark: _Toc379980244][bookmark: _Toc379980583][bookmark: _Toc379978870][bookmark: _Toc379979220][bookmark: _Toc379979563][bookmark: _Toc379979906][bookmark: _Toc379980246][bookmark: _Toc379980585][bookmark: _Toc379978871][bookmark: _Toc379979221][bookmark: _Toc379979564][bookmark: _Toc379979907][bookmark: _Toc379980247][bookmark: _Toc379980586][bookmark: _Toc379978873][bookmark: _Toc379979223][bookmark: _Toc379979566][bookmark: _Toc379979909][bookmark: _Toc379980249][bookmark: _Toc379980588][bookmark: _Toc379978876][bookmark: _Toc379979226][bookmark: _Toc379979569][bookmark: _Toc379979912][bookmark: _Toc379980252][bookmark: _Toc379980591][bookmark: _Toc379978878][bookmark: _Toc379979228][bookmark: _Toc379979571][bookmark: _Toc379979914][bookmark: _Toc379980254][bookmark: _Toc379980593][bookmark: _Toc379978881][bookmark: _Toc379979231][bookmark: _Toc379979574][bookmark: _Toc379979917][bookmark: _Toc379980257][bookmark: _Toc379980596][bookmark: _Toc379978882][bookmark: _Toc379979232][bookmark: _Toc379979575][bookmark: _Toc379979918][bookmark: _Toc379980258][bookmark: _Toc379980597][bookmark: _Toc379978883][bookmark: _Toc379979233][bookmark: _Toc379979576][bookmark: _Toc379979919][bookmark: _Toc379980259][bookmark: _Toc379980598][bookmark: _Toc379978885][bookmark: _Toc379979235][bookmark: _Toc379979578][bookmark: _Toc379979921][bookmark: _Toc379980261][bookmark: _Toc379980600][bookmark: _Toc379978888][bookmark: _Toc379979238][bookmark: _Toc379979581][bookmark: _Toc379979924][bookmark: _Toc379980264][bookmark: _Toc379980603][bookmark: _Toc379978890][bookmark: _Toc379979240][bookmark: _Toc379979583][bookmark: _Toc379979926][bookmark: _Toc379980266][bookmark: _Toc379980605][bookmark: _Toc379978893][bookmark: _Toc379979243][bookmark: _Toc379979586][bookmark: _Toc379979929][bookmark: _Toc379980269][bookmark: _Toc379980608][bookmark: _Toc379978894][bookmark: _Toc379979244][bookmark: _Toc379979587][bookmark: _Toc379979930][bookmark: _Toc379980270][bookmark: _Toc379980609][bookmark: _Toc379978895][bookmark: _Toc379979245][bookmark: _Toc379979588][bookmark: _Toc379979931][bookmark: _Toc379980271][bookmark: _Toc379980610][bookmark: _Toc379978897][bookmark: _Toc379979247][bookmark: _Toc379979590][bookmark: _Toc379979933][bookmark: _Toc379980273][bookmark: _Toc379980612][bookmark: _Toc379978900][bookmark: _Toc379979250][bookmark: _Toc379979593][bookmark: _Toc379979936][bookmark: _Toc379980276][bookmark: _Toc379980615][bookmark: _Toc379978902][bookmark: _Toc379979252][bookmark: _Toc379979595][bookmark: _Toc379979938][bookmark: _Toc379980278][bookmark: _Toc379980617][bookmark: _Toc379978903][bookmark: _Toc379979253][bookmark: _Toc379979596][bookmark: _Toc379979939][bookmark: _Toc379980279][bookmark: _Toc379980618][bookmark: _Toc379978905][bookmark: _Toc379979255][bookmark: _Toc379979598][bookmark: _Toc379979941][bookmark: _Toc379980281][bookmark: _Toc379980620][bookmark: _Toc379978906][bookmark: _Toc379979256][bookmark: _Toc379979599][bookmark: _Toc379979942][bookmark: _Toc379980282][bookmark: _Toc379980621][bookmark: _Toc379978908][bookmark: _Toc379979258][bookmark: _Toc379979601][bookmark: _Toc379979944][bookmark: _Toc379980284][bookmark: _Toc379980623][bookmark: _Toc379978911][bookmark: _Toc379979261][bookmark: _Toc379979604][bookmark: _Toc379979947][bookmark: _Toc379980287][bookmark: _Toc379980626][bookmark: _Toc379978913][bookmark: _Toc379979263][bookmark: _Toc379979606][bookmark: _Toc379979949][bookmark: _Toc379980289][bookmark: _Toc379980628][bookmark: _Toc379978914][bookmark: _Toc379979264][bookmark: _Toc379979607][bookmark: _Toc379979950][bookmark: _Toc379980290][bookmark: _Toc379980629][bookmark: _Toc379978916][bookmark: _Toc379979266][bookmark: _Toc379979609][bookmark: _Toc379979952][bookmark: _Toc379980292][bookmark: _Toc379980631][bookmark: _Toc379978917][bookmark: _Toc379979267][bookmark: _Toc379979610][bookmark: _Toc379979953][bookmark: _Toc379980293][bookmark: _Toc379980632][bookmark: _Toc379978919][bookmark: _Toc379979269][bookmark: _Toc379979612][bookmark: _Toc379979955][bookmark: _Toc379980295][bookmark: _Toc379980634][bookmark: _Toc379978922][bookmark: _Toc379979272][bookmark: _Toc379979615][bookmark: _Toc379979958][bookmark: _Toc379980298][bookmark: _Toc379980637][bookmark: _Toc379978924][bookmark: _Toc379979274][bookmark: _Toc379979617][bookmark: _Toc379979960][bookmark: _Toc379980300][bookmark: _Toc379980639][bookmark: _Toc379978925][bookmark: _Toc379979275][bookmark: _Toc379979618][bookmark: _Toc379979961][bookmark: _Toc379980301][bookmark: _Toc379980640][bookmark: _Toc379978927][bookmark: _Toc379979277][bookmark: _Toc379979620][bookmark: _Toc379979963][bookmark: _Toc379980303][bookmark: _Toc379980642][bookmark: _Toc379978928][bookmark: _Toc379979278][bookmark: _Toc379979621][bookmark: _Toc379979964][bookmark: _Toc379980304][bookmark: _Toc379980643][bookmark: _Toc379978929][bookmark: _Toc379979279][bookmark: _Toc379979622][bookmark: _Toc379979965][bookmark: _Toc379980305][bookmark: _Toc379980644][bookmark: _Toc379978931][bookmark: _Toc379979281][bookmark: _Toc379979624][bookmark: _Toc379979967][bookmark: _Toc379980307][bookmark: _Toc379980646][bookmark: _Toc379978934][bookmark: _Toc379979284][bookmark: _Toc379979627][bookmark: _Toc379979970][bookmark: _Toc379980310][bookmark: _Toc379980649][bookmark: _Toc379978936][bookmark: _Toc379979286][bookmark: _Toc379979629][bookmark: _Toc379979972][bookmark: _Toc379980312][bookmark: _Toc379980651][bookmark: _Toc379978937][bookmark: _Toc379979287][bookmark: _Toc379979630][bookmark: _Toc379979973][bookmark: _Toc379980313][bookmark: _Toc379980652][bookmark: _Toc379978939][bookmark: _Toc379979289][bookmark: _Toc379979632][bookmark: _Toc379979975][bookmark: _Toc379980315][bookmark: _Toc379980654][bookmark: _Toc379978940][bookmark: _Toc379979290][bookmark: _Toc379979633][bookmark: _Toc379979976][bookmark: _Toc379980316][bookmark: _Toc379980655][bookmark: _Toc379978941][bookmark: _Toc379979291][bookmark: _Toc379979634][bookmark: _Toc379979977][bookmark: _Toc379980317][bookmark: _Toc379980656][bookmark: _Toc379978943][bookmark: _Toc379979293][bookmark: _Toc379979636][bookmark: _Toc379979979][bookmark: _Toc379980319][bookmark: _Toc379980658][bookmark: _Toc379978946][bookmark: _Toc379979296][bookmark: _Toc379979639][bookmark: _Toc379979982][bookmark: _Toc379980322][bookmark: _Toc379980661][bookmark: _Toc379978948][bookmark: _Toc379979298][bookmark: _Toc379979641][bookmark: _Toc379979984][bookmark: _Toc379980324][bookmark: _Toc379980663][bookmark: _Toc379978949][bookmark: _Toc379979299][bookmark: _Toc379979642][bookmark: _Toc379979985][bookmark: _Toc379980325][bookmark: _Toc379980664][bookmark: _Toc379978951][bookmark: _Toc379979301][bookmark: _Toc379979644][bookmark: _Toc379979987][bookmark: _Toc379980327][bookmark: _Toc379980666][bookmark: _Toc379978952][bookmark: _Toc379979302][bookmark: _Toc379979645][bookmark: _Toc379979988][bookmark: _Toc379980328][bookmark: _Toc379980667][bookmark: _Toc379978953][bookmark: _Toc379979303][bookmark: _Toc379979646][bookmark: _Toc379979989][bookmark: _Toc379980329][bookmark: _Toc379980668][bookmark: _Toc379978955][bookmark: _Toc379979305][bookmark: _Toc379979648][bookmark: _Toc379979991][bookmark: _Toc379980331][bookmark: _Toc379980670][bookmark: _Toc379978958][bookmark: _Toc379979308][bookmark: _Toc379979651][bookmark: _Toc379979994][bookmark: _Toc379980334][bookmark: _Toc379980673][bookmark: _Toc379978960][bookmark: _Toc379979310][bookmark: _Toc379979653][bookmark: _Toc379979996][bookmark: _Toc379980336][bookmark: _Toc379980675][bookmark: _Toc379978961][bookmark: _Toc379979311][bookmark: _Toc379979654][bookmark: _Toc379979997][bookmark: _Toc379980337][bookmark: _Toc379980676][bookmark: _Toc379978962][bookmark: _Toc379979312][bookmark: _Toc379979655][bookmark: _Toc379979998][bookmark: _Toc379980338][bookmark: _Toc379980677][bookmark: _Toc379978963][bookmark: _Toc379979313][bookmark: _Toc379979656][bookmark: _Toc379979999][bookmark: _Toc379980339][bookmark: _Toc379980678][bookmark: _Toc379978964][bookmark: _Toc379979314][bookmark: _Toc379979657][bookmark: _Toc379980000][bookmark: _Toc379980340][bookmark: _Toc379980679][bookmark: _Toc379978965][bookmark: _Toc379979315][bookmark: _Toc379979658][bookmark: _Toc379980001][bookmark: _Toc379980341][bookmark: _Toc379980680][bookmark: _Toc379978966][bookmark: _Toc379979316][bookmark: _Toc379979659][bookmark: _Toc379980002][bookmark: _Toc379980342][bookmark: _Toc379980681][bookmark: _Toc379978967][bookmark: _Toc379979317][bookmark: _Toc379979660][bookmark: _Toc379980003][bookmark: _Toc379980343][bookmark: _Toc379980682][bookmark: _Toc379978969][bookmark: _Toc379979319][bookmark: _Toc379979662][bookmark: _Toc379980005][bookmark: _Toc379980345][bookmark: _Toc379980684][bookmark: _Toc379978970][bookmark: _Toc379979320][bookmark: _Toc379979663][bookmark: _Toc379980006][bookmark: _Toc379980346][bookmark: _Toc379980685][bookmark: _Toc379978972][bookmark: _Toc379979322][bookmark: _Toc379979665][bookmark: _Toc379980008][bookmark: _Toc379980348][bookmark: _Toc379980687][bookmark: _Toc379978975][bookmark: _Toc379979325][bookmark: _Toc379979668][bookmark: _Toc379980011][bookmark: _Toc379980351][bookmark: _Toc379980690][bookmark: _Toc379978977][bookmark: _Toc379979327][bookmark: _Toc379979670][bookmark: _Toc379980013][bookmark: _Toc379980353][bookmark: _Toc379980692][bookmark: _Toc379978978][bookmark: _Toc379979328][bookmark: _Toc379979671][bookmark: _Toc379980014][bookmark: _Toc379980354][bookmark: _Toc379980693][bookmark: _Toc379978980][bookmark: _Toc379979330][bookmark: _Toc379979673][bookmark: _Toc379980016][bookmark: _Toc379980356][bookmark: _Toc379980695][bookmark: _Toc379978981][bookmark: _Toc379979331][bookmark: _Toc379979674][bookmark: _Toc379980017][bookmark: _Toc379980357][bookmark: _Toc379980696][bookmark: _Toc379978982][bookmark: _Toc379979332][bookmark: _Toc379979675][bookmark: _Toc379980018][bookmark: _Toc379980358][bookmark: _Toc379980697][bookmark: _Toc379978983][bookmark: _Toc379979333][bookmark: _Toc379979676][bookmark: _Toc379980019][bookmark: _Toc379980359][bookmark: _Toc379980698][bookmark: _Toc379978984][bookmark: _Toc379979334][bookmark: _Toc379979677][bookmark: _Toc379980020][bookmark: _Toc379980360][bookmark: _Toc379980699][bookmark: _Toc379978985][bookmark: _Toc379979335][bookmark: _Toc379979678][bookmark: _Toc379980021][bookmark: _Toc379980361][bookmark: _Toc379980700][bookmark: _Toc379978986][bookmark: _Toc379979336][bookmark: _Toc379979679][bookmark: _Toc379980022][bookmark: _Toc379980362][bookmark: _Toc379980701][bookmark: _Toc379978988][bookmark: _Toc379979338][bookmark: _Toc379979681][bookmark: _Toc379980024][bookmark: _Toc379980364][bookmark: _Toc379980703][bookmark: _Toc379978990][bookmark: _Toc379979340][bookmark: _Toc379979683][bookmark: _Toc379980026][bookmark: _Toc379980366][bookmark: _Toc379980705][bookmark: _Toc379978993][bookmark: _Toc379979343][bookmark: _Toc379979686][bookmark: _Toc379980029][bookmark: _Toc379980369][bookmark: _Toc379980708][bookmark: _Toc379978995][bookmark: _Toc379979345][bookmark: _Toc379979688][bookmark: _Toc379980031][bookmark: _Toc379980371][bookmark: _Toc379980710][bookmark: _Toc379978996][bookmark: _Toc379979346][bookmark: _Toc379979689][bookmark: _Toc379980032][bookmark: _Toc379980372][bookmark: _Toc379980711][bookmark: _Toc379978997][bookmark: _Toc379979347][bookmark: _Toc379979690][bookmark: _Toc379980033][bookmark: _Toc379980373][bookmark: _Toc379980712][bookmark: _Toc379978998][bookmark: _Toc379979348][bookmark: _Toc379979691][bookmark: _Toc379980034][bookmark: _Toc379980374][bookmark: _Toc379980713][bookmark: _Toc379978999][bookmark: _Toc379979349][bookmark: _Toc379979692][bookmark: _Toc379980035][bookmark: _Toc379980375][bookmark: _Toc379980714][bookmark: _Toc379979000][bookmark: _Toc379979350][bookmark: _Toc379979693][bookmark: _Toc379980036][bookmark: _Toc379980376][bookmark: _Toc379980715][bookmark: _Toc379979002][bookmark: _Toc379979352][bookmark: _Toc379979695][bookmark: _Toc379980038][bookmark: _Toc379980378][bookmark: _Toc379980717][bookmark: _Toc379979005][bookmark: _Toc379979355][bookmark: _Toc379979698][bookmark: _Toc379980041][bookmark: _Toc379980381][bookmark: _Toc379980720][bookmark: _Toc379979007][bookmark: _Toc379979357][bookmark: _Toc379979700][bookmark: _Toc379980043][bookmark: _Toc379980383][bookmark: _Toc379980722][bookmark: _Toc379979008][bookmark: _Toc379979358][bookmark: _Toc379979701][bookmark: _Toc379980044][bookmark: _Toc379980384][bookmark: _Toc379980723][bookmark: _Toc379979010][bookmark: _Toc379979360][bookmark: _Toc379979703][bookmark: _Toc379980046][bookmark: _Toc379980386][bookmark: _Toc379980725][bookmark: _Toc379979011][bookmark: _Toc379979361][bookmark: _Toc379979704][bookmark: _Toc379980047][bookmark: _Toc379980387][bookmark: _Toc379980726][bookmark: _Toc379979013][bookmark: _Toc379979363][bookmark: _Toc379979706][bookmark: _Toc379980049][bookmark: _Toc379980389][bookmark: _Toc379980728][bookmark: _Toc379979016][bookmark: _Toc379979366][bookmark: _Toc379979709][bookmark: _Toc379980052][bookmark: _Toc379980392][bookmark: _Toc379980731][bookmark: _Toc379979018][bookmark: _Toc379979368][bookmark: _Toc379979711][bookmark: _Toc379980054][bookmark: _Toc379980394][bookmark: _Toc379980733][bookmark: _Toc379979019][bookmark: _Toc379979369][bookmark: _Toc379979712][bookmark: _Toc379980055][bookmark: _Toc379980395][bookmark: _Toc379980734][bookmark: _Toc379979021][bookmark: _Toc379979371][bookmark: _Toc379979714][bookmark: _Toc379980057][bookmark: _Toc379980397][bookmark: _Toc379980736][bookmark: _Toc379979022][bookmark: _Toc379979372][bookmark: _Toc379979715][bookmark: _Toc379980058][bookmark: _Toc379980398][bookmark: _Toc379980737][bookmark: _Toc379979023][bookmark: _Toc379979373][bookmark: _Toc379979716][bookmark: _Toc379980059][bookmark: _Toc379980399][bookmark: _Toc379980738][bookmark: _Toc191200179][bookmark: _Toc379979024][bookmark: _Toc379980739][bookmark: _Toc389206029]Instructor (Academy) 

The Instructor (Academy) will conduct and administer various classroom courses to be conducted at FAA’s Academy site, to include courses that are exclusively offered at the Academy. 

[bookmark: _Toc388529477]Qualifications
In support of CTC, the Instructor (Academy) will be required to conduct courses that are specific to the FAA Academy (see Attachment J-3, Academy Course Descriptions).  Academy Instructors teaching these courses require specific qualifications based on the course content. Descriptions of the different types of Academy Instructors and the associated required qualifications are included in Attachment J-2, Appendix B, Academy Instructor Descriptions, Qualifications and Certifications. 

Certification
[bookmark: _Toc379979025][bookmark: _Toc379979375][bookmark: _Toc379979718][bookmark: _Toc379980061][bookmark: _Toc379980401][bookmark: _Toc379980740][bookmark: _Toc379979026][bookmark: _Toc379980741][bookmark: _Toc191200180]Academy Instructors teaching Academy specific courses require specific certifications based on the course content. Certification requirement descriptions are included in Attachment J-2, Appendix B.

[bookmark: _Toc389206030]Instructor I (Field)

The Instructor I (Field) will conduct and administer various classroom courses to be conducted at FAA’s Field sites. The Instructor I (Field) may be qualified to teach multiple courses and may also be involved in Instructional System Design (ISD). 

[bookmark: _Toc388529480]Qualifications
The Instructor I (Field) must have a minimum of five (5) years recent CPC experience controlling live traffic, or recent experience as a contract Instructor at an FAA facility. Recent experience is defined as having performed ATC operations or instructing FAA personnel within the last five (5) years.   The recent experience must have been in the ATC facility (e.g. Air Route Traffic Control Center (ARTCC), Airport Traffic Control Tower (ATCT), Terminal Radar Approach Control (TRACON)), requesting training support. Terminal experience must have been at a like-type and like-level facility. 

Certification
[bookmark: _Toc388529481]See Attachment J-2, Appendix A, Section 2.   

[bookmark: _Toc389206031]Instructor II (Field)

The Instructor II (Field) will assist in the conduct and administration of various classroom and simulation courses to be conducted at FAA’s Field sites. Instructor II’s may also be involved in ISD projects. In addition to meeting all qualifications and having all certifications required of an Instructor I (Field), the Instructor II (Field) must have the Simulation Laboratory Certification described in Appendix A. 

Certification
See Attachment J-2, Appendix A, Section 3.   

[bookmark: _Toc389206032]Subject Matter Expert (SME)

The SME will assist in the development, revision and maintenance of ATC-option and/or ATC-specialized training courses and with various ISD projects. The SME may also be assigned instructional duties in one or more training courses.

Qualifications
Required qualifications for the SME will vary depending on the SME’s area of expertise. Specific requirements are listed below. 

Candidates for the Tower, Terminal Radar, or En Route Instructor SME positions must have a minimum of three (3) years of CPC/Full Performance Level (FPL) Air Traffic Control Specialist (ATCS) experience in a civilian ATC facility for which the subject matter expertise is required.  In addition, candidates for these positions must have held the position of CPC/FPL ATCS or first-level supervisory ATCS within the five (5) years prior to appointment under this contract. Specifically:

· Tower: ATCT, TRACON or other equivalent civilian facility (this experience must have been at a facility equal to or exceeding either an FAA Level III Terminal ATC facility or a FAA ATC-7 facility).
· Terminal Radar: TRACON or other equivalent civilian facility (this experience must have been at a facility equal to or exceeding either an FAA Level III Terminal ATC facility or an FAA ATC-8 facility).
· En Route: ARTCC or other equivalent civilian facility (this experience must have been at a facility equal to or exceeding either an FAA Level II En Route ATC facility or an FAA ATC-10 facility).

Candidates for the Basic, Meteorology, or Flight Service Station (FSS) Instructor SME positions must meet the minimum experience/qualifications listed below.  In addition, candidates for these positions must have held the position within the five (5) years prior to proposed appointment under this contract.  Specifically:

· Basic Aviation: Minimum of three (3) years of experience as an Instructor in an equivalent position and either: 
· Three (3) years of experience as a Chief Flying Instructor (CFI) or instrument-rated pilot; or
· A minimum of three (3) years of experience as a facility certified ATCS in either a civilian or military ATC facility.
· Meteorology: Baccalaureate degree in Meteorology.  A minimum of three (3) years of experience as a journeyman-level meteorologist in a National Weather Service (NWS) office or equivalent civilian weather-rated facility.
· Flight Service Station (FSS): Three (3) years Flight Plan FPL ATCS Automated Flight Service Station (AFSS) or other equivalent civilian facility.

Candidates for the Specialized Instructor SME positions must have a minimum of three (3) years of CPC/FPL ATCS experience in a civilian ATC facility for which the subject matter expertise is required. In addition, candidates for these positions must have held the position of CPC/FPL ATCS or first-level supervisory ATCS within the 5 years prior to proposed appointment under this contract. Specifically:

· Specialized Instruction: A minimum of one (1) year of experience in the identified subject matter i.e., Obstruction Evaluation, Airspace and Procedures, Automated Radar Terminal System (ARTS) II/III, Traffic Management, Traffic Management System Administration, Facility Training Administration, Management/Supervision, or Quality Assurance.
· Specialized Instruction (other): 
· A minimum of one (1) year of experience in the identified subject matter i.e., using the ATCoach software and the development/revision of ATCoach scenarios; or
· A minimum of one (1) year of experience with Create 2000, SIGNAL software and scenario generation.

Candidates for the International Instructor SME positions must have a minimum of three (3) years of CPC/FPL ATCS experience in a civilian ATC facility for which the Subject Matter Expertise is required.  In addition, candidates for these positions must have held the position of CPC/FPL ATCS or first-level supervisory ATCS within the ten (10) years prior to proposed appointment under this contract.  To a reasonable extent, the Contractor should attempt to provide candidates who have a minimum of three (3) years of experience using International Civil Aviation Organization (ICAO) procedures. 

Certification
Personnel who will be assigned instructional duties at any time require FAA certification equivalent to that required for the applicable Instructor specialty (see Attachment J-2, Appendix A).  

[bookmark: _Toc389206033]Offsite SME 

The Offsite SME will be required to perform services required of the SME at the Contractor’s facility.

The Offsite SME must meet all qualifications and have all certifications required of the SME.


[bookmark: _Toc191200182][bookmark: _Toc379979028][bookmark: _Toc379980743][bookmark: _Toc389206034]
Other Positions
[bookmark: _Toc467999111][bookmark: _Toc474635935][bookmark: _Toc479135402][bookmark: _Toc479135497][bookmark: _Toc489065459][bookmark: _Toc489752757][bookmark: _Toc489752841][bookmark: _Toc191200184][bookmark: _Toc457629927][bookmark: _Toc457630182][bookmark: _Toc457885840][bookmark: _Toc460309624][bookmark: _Toc460309698][bookmark: _Toc461936503][bookmark: _Toc461937255][bookmark: _Toc467478012][bookmark: _Toc467656881][bookmark: _Toc467999107][bookmark: _Toc474635931][bookmark: _Toc457629923][bookmark: _Toc457630178][bookmark: _Toc457885834][bookmark: _Toc460309619][bookmark: _Toc460309693][bookmark: _Toc467656830][bookmark: _Toc467656874][bookmark: _Toc467999100][bookmark: _Toc474635836][bookmark: _Toc474635887][bookmark: _Toc474635924][bookmark: _Toc479135180][bookmark: _Toc479135338][bookmark: _Toc479135352][bookmark: _Toc479135394][bookmark: _Toc479135489][bookmark: _Toc489065380][bookmark: _Toc489065395][bookmark: _Toc489065450][bookmark: _Toc489752727][bookmark: _Toc489752832][bookmark: _Toc457629925][bookmark: _Toc457630180][bookmark: _Toc457885837][bookmark: _Toc460309623][bookmark: _Toc460309697][bookmark: _Toc461936502][bookmark: _Toc461937254][bookmark: _Toc467478011]
[bookmark: _Toc379979029][bookmark: _Toc379980744][bookmark: _Toc389206035]System Specialist (Instructional)
[bookmark: _Toc457629937][bookmark: _Toc457630192][bookmark: _Toc457885855][bookmark: _Toc460309629][bookmark: _Toc460309703][bookmark: _Toc461936508][bookmark: _Toc461937260][bookmark: _Toc467478017][bookmark: _Toc467656886][bookmark: _Toc467999114][bookmark: _Toc474635938]
The System Specialist (Instructional) is responsible for designing instructional materials utilizing conventional and/or computerized delivery systems as required, and coordinating all phases of instructional material development in support of the FAA's training program.  Duties may include, but need not be limited to:

· Developing training proposals
· Conducting job task and/or needs analyses
· Preparing course control documentation
· Developing instructional objectives
· Reviewing tests and other measurement instruments
· Developing consultation and facilitation instructional curricula and technology in coordination with FAA personnel
· Conducting instructional analysis and evaluation of various types of course materials
· Reviewing submissions for the International Journal of Applied Aviation Studies on an as-needed, rotational basis

[bookmark: _Toc457629926][bookmark: _Toc457630181][bookmark: _Toc457885838][bookmark: _Toc489752786]Qualifications
Candidates for this position must have, as a minimum, a baccalaureate degree in instructional systems design or an equivalent degree field, from an accredited college or university, and three (3) years of experience in instructional systems designs.  College curricula must include work in the areas of instructional systems design, learning theory, instructional methods, statistics, research methodology, tests and measurement, cognitive or educational psychology, and educational evaluation.

[bookmark: _Toc457885839][bookmark: _Toc489752787]Certification
Personnel in these positions, with the exception of those with specific instructional duties, do not require FAA certification.  Personnel who will be assigned instructional duties will require FAA certification equivalent to that required for Instructors (see Attachment J-2, Appendix A). 
[bookmark: _Toc191200187]
[bookmark: _Toc379979030][bookmark: _Toc379980745][bookmark: _Toc389206036]Distance Learning Program (DLP) Programmer

The DLP Programmer is responsible for designing, programming, testing, implementing, and documenting computer programs for inclusion in the FAA's DLP. Duties include, but are not limited to:

· Evaluating logic and design requirements for computer programs ranging from simple linear tutorial lessons to complex real-time simulations
· Overseeing the coding of computer programs utilizing FAA-approved programming languages
· Applying current technologies and researching new technologies to solve problems, improve productivity and enhance instructional delivery
· Ensuring the thoroughness and accuracy of program documentation for all work completed and/or in progress
· Incorporating appropriate enhancements to improve the DLP product
· Developing new DLP lessons
· Updating and revising current DLP lessons
· Converting existing DLP lessons from older formats to the current DLP format

Qualifications
The DLP Programmer must have a minimum of five (5) years of experience in ISD via computer delivery, effective use of graphics, windowing, animation, feedback, and branching, planning, designs; a minimum of five (5) years of experience with various hardware and software used to input data efficiently and to program and restructure Computer Managed Instructional Programs; and a minimum five (5) years of experience verifying, testing and validating computer based courseware.

Certification
This position does not require FAA certification.

[bookmark: _Toc379979031][bookmark: _Toc379980746][bookmark: _Toc389206037]DLP Administrator

The DLP Administrator is responsible for overseeing and directing the activities of contract personnel providing support within a particular DLP and Application Development under this contract.  The DLP Administrator shall supervise all DLP Programmers within each facility.  

Qualifications
The DLP Administrator must meet the following qualifications (at a minimum): 

· Four (4) years operating Windows and associated Microsoft Office applications, including:  MS Word, Excel, PowerPoint, Access, etc.;
· The capability to enter and extract information from designated Government database programs as required by the authorized Contracting Officer’s Representative (COR)
· The ability to format and produce high quality and error free documents in response to program requirements.
· Strong interpersonal skills and the ability to work independently.

Certification
This position does not require FAA certification.
[bookmark: _Toc479135405][bookmark: _Toc479135500][bookmark: _Toc489065462][bookmark: _Toc489752769][bookmark: _Toc489752844][bookmark: _Toc191200189]
[bookmark: _Toc389206038][bookmark: _Toc379979032][bookmark: _Toc379980747]Technical Writer

The Technical Writer contributes to and serves as an advisor for the writing and development of instructional lessons and other related material developed for the FAA's training program.  Duties may include, but need not be limited to:

· Assisting in determinations of appropriate presentation methods
· Evaluating text content
· Writing various training materials
· Editing material for style, layout, design, grammar, clarity, readability, and conformity to standards.

Duties may also include writing, reviewing, and revising training materials using word processing and/or desktop publishing software; advising and assisting technical specialists in their development of training material.

[bookmark: _Toc457629930][bookmark: _Toc457630185][bookmark: _Toc457885844][bookmark: _Toc489752794]Qualifications
Candidates for these positions must have, as a minimum, a baccalaureate degree in education, journalism, English, or equivalent degree field, from an accredited college or university, and at least one (1) year of experience either in technical writing or in instructional systems design (experience in writing of technical training materials preferred).  College curricula must include a minimum of six (6) semester hours, or the equivalent, of English composition or grammar.  Candidates must also demonstrate grammatical and spelling skills, proficiency with the word processing software to be used in ISD activities under this contract, and an ability to accurately describe technical information in simple, clear language.

[bookmark: _Toc457885845][bookmark: _Toc489752795]Certification
[bookmark: _Toc241381989][bookmark: _Toc379979104]This position does not require FAA certification.

[bookmark: _Toc389206039]Desktop Publishing Technician

The Desktop Publishing Technician provides non-technical graphics development assistance in the preparation of instructional lessons and performs non-technical clerical and typing duties associated with the preparation of instructional lessons and other related instructional material developed for the FAA's training program.  Duties may include, but need not be limited to, typing the following, frequently involving extensive use of macros and embedded graphics:

· Memoranda and letters
· Scripts
· Lesson plans
· Reports
· Various types of training materials and publications

Duties may also include the following:

· Developing computer graphics designed by other specialists
· Conceptualizing computer graphics and creating designs with minimal instruction
· Incorporating graphics into documents utilizing desktop publishing concepts and methods
· Maintaining a graphics library of completed designs
· Inputting, modifying, and exporting graphics
· Transferring, merging, and adjusting designs as needed

[bookmark: _Toc457629938][bookmark: _Toc457630193][bookmark: _Toc457885856][bookmark: _Toc489752770]Qualifications
Candidates for these positions must have a high school diploma or equivalent and twelve (12) semester hours of college-level work or their equivalent in graphic art, graphic design, computer-aided design (CAD), or a related subject.  Candidates must also have at least one (1) year of experience in a comparable position using at least one graphics software package or CAD system.  Candidates must also demonstrate minimum keyboard speed of sixty (60) words per minute (wpm) at ninety (90) percent accuracy, proficiency with word processing software equivalent to that used in ISD activities under this contract, and an ability to develop computer graphics and merge the developed artwork into word processing documents utilizing desktop publishing concepts and methods.
[bookmark: _Toc489752771]
Certification
[bookmark: _Toc241381987][bookmark: _Toc379979033]This position does not require FAA certification.
[bookmark: _Toc379979035][bookmark: _Toc379979385][bookmark: _Toc379979728][bookmark: _Toc379980070][bookmark: _Toc379980410][bookmark: _Toc379980749][bookmark: _Toc379979037][bookmark: _Toc379979387][bookmark: _Toc379979730][bookmark: _Toc379980072][bookmark: _Toc379980412][bookmark: _Toc379980751][bookmark: _Toc379979040][bookmark: _Toc379979390][bookmark: _Toc379979733][bookmark: _Toc379980075][bookmark: _Toc379980415][bookmark: _Toc379980754][bookmark: _Toc379979043][bookmark: _Toc379979393][bookmark: _Toc379979736][bookmark: _Toc379980078][bookmark: _Toc379980418][bookmark: _Toc379980757][bookmark: _Toc379979044][bookmark: _Toc379979394][bookmark: _Toc379979737][bookmark: _Toc379980079][bookmark: _Toc379980419][bookmark: _Toc379980758][bookmark: _Toc379979045][bookmark: _Toc379980759][bookmark: _Toc479135182][bookmark: _Toc479135409][bookmark: _Toc479135504][bookmark: _Toc489065466][bookmark: _Toc489752785][bookmark: _Toc489752848][bookmark: _Toc191200191]
[bookmark: _Toc389206040] Remote Pilot Operator (RPO)

The RPO operates a combination of Cathode Ray Tube (CRT)/keyboard/Voice Communication System (VCS) to simulate the actions and communication of pilots and remote ATC facilities during medium and high-fidelity training exercises.  RPOs receive voice commands from students, input proper entries into the automated system to simulate pilot actions, translate displayed information into appropriate ATC terminology, and respond to the student via the VCS utilizing proper phraseology.

Qualifications
Candidates for these positions must have a high school diploma or equivalent and at least one (1) year of experience in a comparable position.  Candidates must also demonstrate minimum keyboard speed of forty (40) wpm with ninety (90) percent accuracy, possess an ability to read and interpret materials such as diagrams and manuals, and have the ability to speak clearly and be understood.

Certification
See Attachment J-2, Appendix A, Section 4.   
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The Training Materials Coordinator performs the duties of a Materials Coordinator, as defined in the Directory of Occupations, as they apply to the processes involved in developing, publishing and distributing training materials related to training courses supported by this contract.  Duties may include, but need not be limited to:

· Maintaining an inventory of training support materials and supplies
· Preparing initial requests for printing and/or audiovisual production
· Serving as a focal point for training materials publication and distributions
· Performing non-technical clerical duties (filing, duplicating equipment operation, etc.)
· Distributing training materials as required (this may involve distribution to FAA field facilities).

[bookmark: _Toc489752802][bookmark: _Toc457885865][bookmark: _Toc457630199][bookmark: _Toc457629944]Qualifications
Candidates for this position must have a high school diploma or equivalent and at least three (3) years of experience in a comparable position.  Candidates must also demonstrate a minimum keyboard speed of forty (40) wpm with ninety (90) percent accuracy, an ability to read and interpret materials such as diagrams and manuals, an ability to communicate orally and in writing, and the ability to accurately perform basic mathematical operations and keep accurate records.  Additionally, candidates should be capable of performing physically demanding tasks such as heavy lifting (up to fifty pounds), bending, and stooping.
[bookmark: _Toc489752803][bookmark: _Toc457885866]
Certification
[bookmark: _Toc379979106][bookmark: _Toc241381990]This position does not require FAA certification.

[bookmark: _Toc389206042]Lab Coordinator (Field)

The Lab Coordinator (Field) is responsible for system administration and/or coordination of field en route laboratories.  Duties may include, but need not be limited to:

· Maintaining the operation of the en route lab at the facility
· Configuring/changing the lab to meet specific training requirements
· Managing lab training files 
· Maintaining a lab schedule and being the focal point for lab scheduling changes

Qualifications
Candidates for these positions must have completed, as a minimum, twelve (12) credit hours/ three (3) courses from an accredited college or university in computer science or computer programming, or a comparable degree field (experience in a UNIX based environment is preferred).  Documented work experience managing files in a UNIX based environment may be substituted for the college classes.

Certification
[bookmark: _Toc241381991][bookmark: _Toc379979114]This position does not require FAA certification.

[bookmark: _Toc379979115][bookmark: _Toc379980826][bookmark: _Toc389206043]Terminal Lab Lead  

The Terminal Lab Lead is responsible for overseeing and directing the activities of Contractor personnel providing support under this contract in the field.  Duties may include, but are not limited to:

· Planning, coordinating, scheduling and directing operations and resources for terminal training simulation labs 
· Developing, operating and maintaining terminal simulation scenario library
· Configuring and updating simulator capabilities to meet training requirements as defined in the Annual Work Plan
· Maintaining simulation training documentation
· Maintaining training lab schedule and focal for simulator scheduling changes 

Qualifications
The Terminal Lab Lead must have a minimum of five (5) years of experience within the last eight (8) years working as a CPC in a Terminal airport traffic control facility, with a minimum of two (2) years of supervisory experience.  Experience must have been at a like-type and like-level facility, and must have also been in a facility that uses the type of training labs for which these individuals are applying.  

Classroom Certification
See Attachment J-2, Appendix A, Section 5.   

[bookmark: _Toc389206044][bookmark: _Toc379979116][bookmark: _Toc379980827]Lab Manager 

The Lab Manager assists in the overall administration of simulation exercises/scenarios using specific software and hardware in the radar and non-radar venues.  The Lab Manager will coordinate with the appropriate course manager or lead Instructor(s).  The Lab Manager will be responsible for ensuring lab equipment is ready to be used according to a schedule.  The schedule includes start and stop times for scenarios and inputting specific data for initiating simulation exercises.  The Lab Manager will monitor training positions for proper operation of equipment and will notify the appropriate office of any equipment malfunctions.

Qualifications
Candidates for this position must have a minimum of a high school diploma (or equivalent) plus twelve (12) semester hours of college-level work, or the equivalent, in a computer related technical training field.

Certification
See Attachment J-2, Appendix A, Section 6.  

[bookmark: _Toc379979117][bookmark: _Toc379980828][bookmark: _Toc389206045]Administrative Assistant I

The Administrative Assistant I is described in the Directory of Occupations and must have the meaning set forth in the most current edition of that publication.  These individuals are responsible for performing and coordinating an office’s administrative activities and storing, retrieving, and integrating information for dissemination to staff and clients.  The Administrative Assistant I is responsible for a variety of administrative and clerical duties necessary to run an organization.  These individuals are aided in their tasks by a variety of office equipment, such as fax machines, photocopiers, scanners, and videoconferencing and telephone systems.  They often use computers to do their tasks to create spreadsheets; compose correspondence, manage databases; and create reports and documents.  The Administrative Assistant I may negotiate with vendors to purchase supplies, manage areas such as stockrooms and retrieve data from various sources.  Additional duties may include, but need not be limited to:

· Serving as information and communication managers for an office
· Planning and scheduling meetings and appointments
· Organizing and maintaining paper and electronic files
· Managing projects, conducting research, and disseminating information by using the telephone, mail services, web sites, and e-mail.  
· Handling travel arrangements.

Qualifications
The Administrative Assistant I must meet the following qualifications (at a minimum):

· One (1) year of experience operating Windows and associated Microsoft Office applications, including:  MS Word, Excel, PowerPoint, Access, etc.
· The capability to enter and extract information from designated Government database programs as required by the authorized COR.
· The ability to format and produce high quality and error free documents in response to program requirements.  
· The Administrative Assistant I must also possess strong interpersonal skills and have the ability to work independently.

Certification
This position does not require FAA certification.

[bookmark: _Toc379979119][bookmark: _Toc379980830][bookmark: _Toc389206046][bookmark: _Toc191200198]Administrative Assistant II 

In addition to performing the duties required of the Administrative Assistant I, the Administrative Assistant II will perform the following functions:

· Monitoring administrative activities, ensuring compliance with administrative procedures, rules, regulations, and statutes.
· Reviewing the efficiency of administrative procedures within the office and recommending improvements.
· Monitoring expenditures and receipts; ensuring expenditures are coded in compliance with funding source restrictions and tracking requirements. Recommending solutions for problems or unique situations to supervisor.
· Assisting Hiring Managers in preparing interview packages and correspondence for instructional candidates.  This position will support the operational efforts of   recruitment requests by verifying accuracy of position information, scope, and duration of recruitment; reviewing and making suggestions to improve selection criteria, interview questions, and rating devices; evaluating applicant education and experience to verify applicant meets minimum qualifications; and reviewing internal selection process to determine if all procedural requirements have been met.
· Calculating or auditing timesheets, monitoring instruction time and pay differential including a variety of standard premium pays such as overtime, shift differentials, hazard, recall and standby; reviewing and correcting calculations and coding completed by other staff.

Qualifications
In addition to meeting all qualification requirements for the Administrative Assistant I position, the Administrative Assistant II must meet the following qualification requirement (at a minimum):

· Five (5) years of experience operating Windows and associated Microsoft Office applications, including:  MS Word, Excel, PowerPoint, Access, etc.;

Certification
This position does not require FAA certification.
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