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TASK ORDER NG, 02

in accordance with the Terms and Conditions, DELIVERY CRUER CLAUSES, of the
subject contract, Task Qrdsr Ne, 02 is definitized. The =ffort shall be performed in
accordance with the aftached Statement of Work.

The pericd of performance: Day of acceptance {Ses Below) through May 1, 2008.

Not te exceed cailing amount; $124,725.00
Obligated amount: $ 97,875.00

The following is a surnmary of the labor categories, number of hours and hourly labor
rates.

LABOR CATEGORY EST. HOURS LABORRATE ___ EST. COST
SR HR SPECIALIST 4 [ $124,725.00
(STAFFING) |

' - Total Est. Cost _$124,725.00

Your contacts during the course of the work arder are;

Technical Matters: . Leonard Carsley, Project Officer

301-416-8588
Contractual Matters: Jeffrey R, Mitchell, Contract Specialist
301-415-6465

The issuance of this work order does not amend any terms or conditions of the delivery
order under the GSA FSS Contract.

Accepted Task Order No. 02: ;
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STATEMENT OF WORK: DR-38-06-378
‘ Task Order No, 2

Background: The Office ¢f Human Rescurces (HR) provides human resources management
and administrative services to the U.S, Nuclear Regulatory Commission (NRGC), including

staffing and recruitment, among other HR functional areas. .

- Objective: Primarily to provide staffing and recruitment services to the NRC for a variety of types
of positions/grade levels listed below. ,

Dascription of Work: The work required primarily is to perform basic qualifications analysis, in
accordance with standard Federal government human resources procedures (including OPM's
Operating Manual for the Qualifications Standards for General Schedule Positions), of the
applications submitted through NRCareers for various vacancy announcements of which the
following are representative but not exclusive: Secretary, GG-6/7/8; Reactor Systems Engineer,
GG-14; Reliability & Risk Analyst, GG-14; Fire Protection Engineer, GG-13; Senior Health
Physicist, GG-18; Program Manager/Security Specialist, GG-13/14; Security Specialist, GG-
14/GG-13; IT Specialist, GG-14/15; Administrative Judge, SLS; Deputy Associate Chief
Administrative Judge, SLS. ‘ _ 1

Specific Tasks (Requiremants): The contractor will review each application and supporting
documentation to determine whether the applicant meets all required basic educational and
axperience requirements, whether the applicant meets all requirements for experience at the
next lower level (or as required in the vacancy notice), and whether the application readily
indicates any disqualifying attributes (noncitizenship, etc.). Some vacancies involve multipie
cccupational series and/or multiple grades. The contractor will follow procedures contained in a
variety of sources, including: relevant NRC Management Directives (e.g., 10.1, 10.15, 10.13)
(http://iwww.internal.nrc.gov/ADM/DAS/cag/mandirs/mdcat htmi#e10.1); Article 22 of the
Collective Bargaining Agreement between tha NRC and the Nationa! Treasury Employees Union
(hitp:/iwww.internal.nrc.gov/HR/pdf/cba.pdf); Standard Operating Procedures in HRSO; Office of
Personnel Management Operating Manual for the Qualifications Standards for General
Schedule Positions; and QuickHire guidance materials, to perform the work. Any aspects of the
work not covered by these references will be explained by the HR Specialist regarding
documentation of findings, preparation of candidate lists, disposition of applications, and other
relevant factors. The vacancy announcement packages for which the work is required contain
varying numbers of applications, usually averaging about 50 each with some receiving as many

as 100 applications.

The contractor will have access to the NRCareers database and will use the database to
download resumes and make on-line annotations of qualifications determinations, and/or print

out application packages.

- In addition to the basic qualifications analysis described above, the contractor may perform any
or all of the following staffing and recruitment activities: develop vacancy announcements:
develop crediting plans; conduct rating panels; update automated application system
(Quickhire), correspond with job applicants; prepare sslection certificates: make verbal and
written employment offer; discuss compensation matters with selected applicant; initiate security
clearance process; and, update NRC's Recruitment Activity Tracking system. The contractor wil
follow procedures contained in the above references ragarding documentation of findings,
disposition of applications, and other relevant factors. -
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Deliverabies: The deliverabies will consist of tangible and intangible items, Tangible items
include timely and properly constructed candidate lists, selection certificates, crediting plans,
vacancy announcements, and e-mail notification to applicants. Intangible deliverables include
appropriate updates to NRCareers and effective communication with HR staff, client managers, .
and applicants concerning qualifications determinations and status of vacancy
handling/management. The deliverable dates for specific staffing actions will be determined in
each case by consultation between the cognizant HR specialist and the confractor.

Performance Measures: The contractor assigned to this task should be a fully qualified,
journeyman-level human resources specialist with experience in performing basic qualifications
analysis for Federal positions at ail grade levels. Work is subject to review by NRC HR staff
members for timeliness and accuracy.

Period of Performance: The period of performance for this task order will commence on the
day of award, however any effort will commence on the first business day after the day in which
IT and facilities access is granted to the proposed contract personnel who will perform the work
hereunder through 5/1/08. '



