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NNl\108AA28C Modification No. 8 

The Contractor shall provide pre-approved temporary support on an as needed basis, not 
to exceed 120 work days with a provision to extend support for an additional 120 work days to 
cover Contractor positions that experience scheduled leave of absences (i.e., matemity leave, 
medical leave, family leave, etc.). The Contractor shall work independently, receiving a 
minimum of detailed instruction and guidance. The Contractor shall perfoml varied clerical and 
administrative duties requiring knowledge of office routine and an understanding of the 
organization, programs, and procedures related to the work of the office. 

2.1 Secretary I 

The Contractor shall provide support to first line supervisors, managers, and branch 
offices. Duties include: telephone communications, recording time and attendance, receive 
visitors, maintain calendars, arrange for meetings and conference rooms, review documents for 
accuracy, maintain and order supply inventory, process shipping request, disseminate mail, assist 
with safety program (including Supervisors Safety Web Page entry), arrange and process travel, 
create/maintain office files, follow through with specific assignments, and follow all applicable 
NASAlMSFC standard operating procedures. 

2.2 Secretary II 

The Contractor shall provide support to second line supervisors, and division offices. At 
this level the Contractor handles differing situation, problems, and deviations in office work and 
is given general instructions, priorities, duties, and policies. Duties include: Secretary I level; 
screening telephone calls, visitors, and incoming correspondence; detennine which requests 
should be handled by the appropriate staff; prepare routine correspondence; prioritize meetings 
for calendars; review outgoing material for consistency with established processes and 
procedures; collect/compile infonnation; and explain supervisor requirements concerning office 
procedures to staff. 

2.3 Secretary III 

The Contractor shall provide support to the Center level offices. At this level the 
Contractor uses greater judgment and initiative to detennine the approach or action to take in 
non-routine situations, interprets, and adapts guidelines. Duties include: Secretary I and II levels; 
anticipate and prepare materials needed for conferences, correspondence, appointments, 
meetings; telephone calis; read publications, regulations, and directives and take action; reply to 
special inquires; prepare special one-time reports; and relay new procedures to staff. 

2.4 Data Entry Operator II 

The Contractor shall provide data entry support to process NASA resumes i11to an 
automated system, NASA STARS, The Contractor shall process "quick apply" forms as 
applicants apply for consideration for NASA vacancies. The Contractor shall maintain 
electronic and manual files, Duties shall include: data entry, telephone messaging, reports 
distribution, general administrative and automated support. 
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Pages 4 through 22 redacted for the following reasons:
- - - - - - - - - - - - - - - - - - - - - - - - - - - -
(b)(4), (b)(4) Safety Health and Environmental Plan




