ATTACHMENT 3

KEY PERSONNEL QUALIFICATIONS

The contractor shall provide personnel who are fully qualified and competent to perform the full range of tasks described in the statement of work.  The desired education/qualifications of designated key personnel under this contract are stated below:

LEAD SENIOR TECHNICAL WRITER (KEY PERSONNEL)

DUTIES:

The Lead Senior Technical Writer will prepare the following types of documentation:

Advanced Information (A.I.) Change Packages

System Technical Manual Revisions

Hardware/Software Technical Manual Revisions

Navigation System Descriptions, Operation and Preventive Maintenance Procedures (PMP’s)

Navigation Data Sensor-Related Equipment Descriptions

Sonar System Descriptions, Operation and PMP’s

Software Operated Data Processing and Control System Description, Operation, and PMP’s 

The Lead Senior Technical Writer will also perform the following tasks in the support of the documentation effort:

Function as a Lead Senior Technical Writer contributing to the larger effort while overseeing the progress of the total effort.

Function as a Technical Writer Group Leader performing, as needed, by the existing task requirements.

Function as an overall Project Coordinator to coordinate the tasks being performed within the overall organization and to coordinate the production requirements within the organization.

Function as an individual Technical Writer performing the tasks of a Senior Technical Writer. 

Support NCCOSC RDT&E DIV DET WAR validation of hardware and software operation and PMP’s.

EDUCATION:

It is desired that the individual possess a four year college degree in engineering.

EXPERIENCE:

It is desired that the individual possess the following:

Ten years of writing entire basic development processes for the generation of new and revised technical manuals.

Seven years of experience dealing with specific OSS program or similar manuals.

Five years experience as overall project coordinator for the activities of up to sixteen contributing technical writers.

Five years experience as project coordinator between technical writing activities and the technical manual production activities.

SENIOR TECHNICAL WRITER (NON-KEY PERSONNEL)

DUTIES:

The Senior Technical Writer will prepare the following types of documentation:

Advanced Information (A.I.) Change Packages

System Technical Manual Revisions

Hardware/Software Technical Manual Revisions

Navigation System Descriptions, Operation and Preventive Maintenance Procedures (PMP’s)

Navigation Data Sensor-Related Equipment Descriptions

Sonar System Descriptions, Operation and PMP’s

Software Operated Data Processing and Control System Description, Operation, and PMP’s 

The Senior Technical Writer will also perform the following tasks in the support of the technical writing effort:

Research prints, drawings, specifications, CCN’s, reports, and all other documentation at NRaD, SPAWAR.

Interface with design engineers and programmers to obtain source data, and keep in constant touch with
the engineers and programmers to obtain the latest changes.

Research and compile data from the equipment manufacturer, specifications, logic and circuit diagrams.

Prepare an outline and book plan, write original manuscript, and develop content for new manuals and procedures.

Visit the ship to photograph and hand-sketch equipment.

Conduct in-process technical reviews with all cognizant technical contributors.

Support NCCOSC RDT&E DIV DET WAR validation of hardware and software operation and PMP’s.

EDUCATION:

It is desired that the individual possess a four year college degree in engineering.

EXPERIENCE:

It is desired that the individual possess the following:

Eight years of writing entire basic development processes for the generation of new and revised technical manuals.

Five years of experience in writing technical manual change efforts.

Five years of experience with navigation and sonar equipment.

REPRODUCIBLE COPY TYPIST/WORD PROCESSOR III (NON-KEY PERSONNEL)

DUTIES:

The Reproducible Copy Typist/WORD PROCESSOR III will type text and create tables and technical illustrations for final, camera-ready, reproducible copy for technical manuals.

EDUCATION:

It is desired that the individual possess a high school diploma or training for Reproducible Copy Typist.

EXPERIENCE:

It is desired that the individual possess the following:

Five years of preparing reproducible copy for documents and printed material for technical manuals.

Two years of continuous experience in preparing reproducible copy for navigation and/or sonar equipment manuals.

One year of experience using software that can easily be converted to Microsoft Word Version 5.5 or later.
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