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LABOR CATEGORY DESCRIPTIONS

1. Equipment Manager (TOA Manager)
Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business Administration or related field from an accredited college or university OR five (5) or more years of experience as a Navy Mass Communication Specialist or equivalent
· At least three (3) years of experience in Table of Allowance (TOA) Management
· Five or more years of experience in a Navy Public Affairs Office and successful completion of training courses such as:  TOA Familiarization Course 0070.1 from the 20th Seabee Readiness Group Property Administrator for Navy; Defense Priorities and Allocations Systems (DPAS) 1024; DPAS 1130; DPAS 1140; Defense Property Accountability System; Defense Property Accountability System Data Inquiry; and Defense Property Accountability System Reports and Forms Generation
· Demonstrated experience to analyze and evaluate equipment/systems data, develop logistics plans and procedures, and develop logistics management plans and guidelines
· Must have experience working proficiently in Microsoft Suite, Life Cycle Cost, and database software
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

2. Operations Analyst

Skills, Abilities, Experience Required:
· Education - Bachelor’s OR Associates degree in Business Administration or related field from an accredited college or university OR four (4) or more years of experience in providing timely and mission ready forces in support of Combatant and Component Commanders’ mission requirements
· Demonstrated experience in Joint Capabilities Requirements Manager (JCRM) web-based software application and Global Force Management (GFM)
· Must have experience collecting data for use in the administration of the operational support program; maintaining short and long range schedules; maintaining records; and developing reports
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

3. Management Analyst (Operations)

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business Management or related field from an accredited college or university OR five (5) or more years of experience in providing timely and mission ready forces in support of Combatant and Component Commanders’ mission requirements
· Demonstrated experience in Joint Capabilities Requirements Manager (JCRM) web-based software application and Global Force Management (GFM)
· Must have experience in collecting data for use in the administration of the operational support program; maintaining short and long range schedules; maintaining records; and developing reports.
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

4. Training Analyst (Training and Readiness)

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business, English, Communication or related field from an accredited college or university OR three (3) or more years of experience in providing Naval Training and Development
· At least two (2) years of successfully providing Mission Training and Readiness
· Demonstrated ability to establish training needs, developing goals and objectives, and tracking/monitoring training progress of personnel
· Must have experience in Fleet Training Management and Planning System (FLTMPS), Navy Knowledge Online (NKO), Total Workforce Management System (TWMS), and Advanced Skills Management (ASM).
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

5. Instructor (East/West Coasts)

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business, Education, Communication or related field from an accredited college or university OR four (4) or more years of experience working as a formal instructor providing Public Affairs and Visual Information instruction
· Must have experience in establishing training needs, developing goals and objectives, developing training programs, and applying instructional system development process
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

6. Project Manager

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business Management or related field from an accredited college or university AND three (3) or more years project management experience
· Demonstrated ability to plan, organize, motivate, and control resources to achieve goals
· Must have experience using financial analysis tools such as Cost Benefit Analysis determining project benefits against costs and Microsoft Project software
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

7. Inventory Specialist (Screening Pool)

Skills, Abilities, Experience Required:
· Education - Three (3) or more years of experience in logistical environment and inventory management
· Must have experience preparing, analyzing, and maintaining inventory, distribution and receiving reports
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

8. Imagery Analyst (Archivist)

Skills, Abilities, Experience Required:
· Education - Four (4) or more years of experience as a Navy Mass Communication Specialist or equivalent
· Must have experience using Adobe Creative Suite, and Microsoft Office
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

9. Management Analyst (Visual Information (VI) Manager)

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business Management or related field from an accredited college or university OR four (4) or more years of experience, education, or training of the Navy’s Multimedia Production System (AAMPS)
· Three (3) or more years of experience managing a U.S. Navy shipboard Multimedia Department
· Must have experience drafting policy documents, implementing approved policy, and developing best practices and standard operating procedures
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

10. Engineer I (Junior)

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Engineering from an accredited college or university OR four (4) or more years practical experience in the computer science and/or engineering industry with systems engineering, development, production, and test and evaluation.
· Must have at least one (1) year experience in system concept formulation; system design analysis; subsystem design analysis; interface design analysis; communication information systems concept formulation/design analysis; and network design or modeling and simulation
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

11. Computer Programmer

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Computer Science or related field from an accredited college or university OR equivalent combination of education, technical certifications, and training
· Must have three (3) to five (5) years of directly related computer programming experience and proficient in the use of one or more specific technologies and languages (i.e., SQL, NET, JAVA, Oracle)
· Demonstrated ability to work independently or under general direction and effective written and oral communication skills
· Must have experience using MS Office Suite
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

12. Systems Analyst I (Junior)

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Engineering, Computer Science, Mathematics or related field from an accredited college or university
· Must have one (1) or more years of experience directly related to supporting projects/programs involving the fielding, testing and resolution of networks, communication systems or computer systems
· Must have two (2) or more years of experience in one or more of the following areas: systems interoperability, systems planning, systems testing, systems maintenance, systems independent verification and validation, system acquisition, systems analysis, developing measures of effectiveness or measures of suitability, reliability, maintainability and availability analysis, training, system safety, quality assurance, and/or integrated logistics support
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

13. Systems Analyst II

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Engineering, Computer Science, Mathematics or related field from an accredited college or university
· Must have three (3) or more years of experience directly related to supporting projects/programs involving the fielding, testing and resolution of networks, communication systems or computer systems
· Must have four (4) or more years of experience in one or more of the following areas: systems interoperability, systems planning, systems testing, systems maintenance, systems independent verification and validation, system acquisition, systems analysis, developing measures of effectiveness or measures of suitability, reliability, maintainability and availability analysis, training, system safety, quality assurance, and/or integrated logistics support
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

14. Supply Technician

Skills, Abilities, Experience Required:
· Education – High School Diploma or GED
· Must have three (3) or more years of experience in material/supply functions.  Experience may be through military service or in commercial applications
· Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedures manuals
· Demonstrated ability to multi-task efficiently, work in a fast pace environment on multiple projects, and have a strong attention for detail
· Ability to write routine reports and correspondence and speak effectively before groups of customers or employees of organization
· Must demonstrate a good attitude and ability to work as a member of a team
· Must be proficient with Microsoft Suite of products including Word, Excel, Access, and E- mail business software
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

15. Technical Writer

Skills, Abilities, Experience Required:
· Education – Associates degree in Business Administration or a related field from an accredited college or university OR the equivalent combination of education, professional training or work/military experience
· Must have one (1) to (3) years or more experience in technical research and writing
· Demonstrated ability to work independently or under general direction
· Must have effective written and oral communication skills
· Demonstrated proficiency of MS Office Suite and the ability to use various word processing and desktop publishing software applications
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance
	
16. Word Processor II

Skills, Abilities, Experience Required:
· Education – High School Diploma or GED AND three (3) or more years administrative experience working in a well-structured, hierarchical office environment
· Must be familiar with military procedures and protocol
· U.S. Navy administrative experience as a Yeoman or Personnel Specialist with Navy Defense Travel System (DTS) expertise is preferred
· Ability to work proficiently in Microsoft Office applications
· Demonstrates a strong work ethic and a professional attitude towards colleagues while maintaining a professional appearance
· Must be able to work in an office setting and be able to lift up to seven pounds
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

17.   Technical Program Manager

Skills, Abilities, Experience Required:
•Education - Bachelor’s degree in Engineering, Electrical, Electronic and Communications Engineering Technology Field or related field from an accredited college or university AND ten (10) or more years of experience in design, installation, operation, repair and maintenance of Navy Combat or C4I systems
· Must have ten (10) years or more managerial experience involving direct control and responsibility over subordinate groups working in an engineering discipline
· Demonstrated management experience must include defining project objectives and requirements; directing, coordinating and completing project efforts; interfacing with Government personnel; and providing progress reports
· Must have three (3) years or more experience with Navy program management support relating to technical assists, ship repair, availability, planning, expeditionary PA/VI support and TYCOM operations
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

18. Administrative Assistant (East/West Coasts)

Skills, Abilities, Experience Required:
· Education – High School Diploma or GED AND three (3) or more years administrative experience working in a well-structured, hierarchical office environment
· Must be familiar with military procedures and protocol
·  Administrative experience with Navy Defense Travel System (DTS), Navy Standard Integrated Personnel System (NSIPS) and the Transition Online Processing System (TOPS),  expertise is preferred
· Ability to work proficiently in Microsoft Office applications
· Demonstrates a strong work ethic and a professional attitude towards colleagues while maintaining a professional appearance
· Must be able to work in an office setting and be able to lift up to seven pounds
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

19.  Training Manager

Skills, Abilities, Experience Required:
· Education - Bachelor’s degree in Business, English, Communication or related field from an accredited college or university OR five (5) or more years of experience in providing Naval Training and Development
· At least three (3) years of successfully providing Mission Training and Readiness
· Demonstrated ability to establish training needs, developing goals and objectives, and tracking/monitoring training progress of personnel
· Must have experience in Fleet Training Management and Planning System (FLTMPS), Navy Knowledge Online (NKO), Total Workforce Management System (TWMS), and Advanced Skills Management (ASM)
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance

20.   Equipment Analyst (Assistant TOA)

Skills, Abilities, Experience Required:
· Education – Bachelor’s degree in Business Administration or related field from an accredited college or university or Three (3) or more years of experience in logistical environment and inventory management
· Must have experience preparing, analyzing, and maintaining inventory, distribution and receiving reports
· Successful completion of training courses such as:  Property Administrator for Navy; Defense Priorities and Allocations Systems (DPAS) 1024; DPAS 1130; DPAS 1140; Defense Property Accountability System; Defense Property Accountability System Data Inquiry; and  Defense Property Accountability System Reports and Forms Generation
· Demonstrated experience to analyze and evaluate equipment/systems data, develop logistics plans and procedures, and develop logistics management plans and guidelines
· Must have experience working proficiently in Microsoft Suite and database software
· Must be able to maintain Personally Identifiable Information (PII)
· Must be able to obtain and maintain Secret clearance
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