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PACTS Senior Project Manager

Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). Successful candidate will oversee complex projects involving support to a large government agency in Administrative, Logistics, Financial, or Human Resource-related program specialties.  Essential Duties and Responsibilities include overseeing overall success of assigned project, including operational performance and profit/loss; generating a variety of complex management reports requiring measurement of multiple metrics; advising government personnel in policy development and implementation; acting as primary interface with Contracting Officer’s Technical Representative to ensure project requirements are met; ensuring project remains within scope of controlling contract; acting as a Subject Matter Expert on one or more disciplines including administrative, logistics, financial or human resources; making independent decisions regarding accomplishing project goals; supervising personnel performing a variety of administrative, logistics, financial or human resources job functions.  Basic understanding of applicable federal and state labor laws is required.  Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 

Education/Experience: Bachelor’s Degree in an associated field required, Masters Degree preferred. 14 years experience with complex administrative, financial, logistics or human resources programs. 6 years of supervisory experience managing large teams supporting complex government programs.  Robust knowledge of principles of government contracting.  Strong knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. PMI certification or Level II/III DAU Program Manager certification a strong plus.

PACTS Project Manager

Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). Successful candidate will oversee medium size projects involving support to a large government agency in Administrative, Logistics, Financial, or Human Resource-related program specialties. Essential Duties and Responsibilities include managing overall success of assigned projects; generating a variety of management reports requiring measurement of multiple metrics; advising government personnel in policy development and implementation; acting as primary interface with Contracting Officer’s Technical Representative to ensure project requirements are met; acting as a Subject Matter Expert on one or more disciplines including administrative, logistics, financial or human resources; making independent decisions regarding accomplishing project goals; supervising 8-15 personnel performing a variety of administrative, logistics, financial or human resources job functions.  Basic understanding of applicable federal and state labor laws is required.  Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: Bachelor’s Degree in an associated field required.. 12 years experience with administrative, financial, logistics or human resources programs. 4 years of supervisory experience managing teams supporting government programs.  Basic knowledge of principles of government contracting. Strong knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. PMI certification or Level I/II/III DAU Program Manager or Logistics certification a strong plus.

PACTS Associate Project Manager

Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). Successful candidate will oversee projects involving support to a large government agency in Administrative, Logistics, Financial, or Human Resource-related program specialties. Essential Duties and Responsibilities include ensuring overall success of assigned project; generating a variety of management reports requiring measurement of multiple metrics; advising government personnel in policy implementation and oversight; acting as a primary interface with Contracting Officer’s Technical Representative to ensure project requirements are met; acting as a Subject Matter Expert on one or more disciplines including administrative, logistics, financial or human resources; making independent decisions regarding accomplishing project goals; and supervising 6-10 personnel performing a variety of administrative, logistics, financial or human resources job functions.  Basic understanding of applicable federal and state labor laws is required. Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: Bachelor’s Degree in an associated field required.. 2 years experience with administrative, financial, logistics or human resources programs. Basic knowledge of government contracting principles.  Strong knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. PMI certification or Level I/II/III DAU Program Manager or Logistics certification a strong plus.

PACTS Administrative Assistant, Administrative
Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). The suitable candidate will directly support government personnel in a variety of administrative and office management tasks. May support one or more mid-level managers in preparing travel plans and folders for supervisors approval; screening telephone calls, visitors, and incoming correspondence; personally respond to requests for information concerning office procedures; determine which requests should be handled by the supervisor, appropriate staff member or other offices and other general administrative and clerical functions.  Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: H.S. required. Associates in an associated field desired.  1 year of related experience desired.  Knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. 

PACTS Executive Assistant, Administrative
Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). The suitable candidate will directly support one or more high level government personnel in a variety of administrative and office management tasks.  Candidate may support one or more high level government executives; prepare travel plans and folders for supervisors approval; based on knowledge of the supervisor's views, compose correspondence on own initiative about administrative matters and general office policies for supervisor's approval; anticipate and prepare materials needed by the supervisor for conferences, correspondence, appointments, meetings, telephone calls, etc., and informs supervisor on matters to be considered; read publications, regulations, and directives and take action or refer those that are important to the supervisor and staff; and prepare special or one-time reports, summaries, or replies to inquiries, selecting relevant information from a variety of sources such as reports, documents, correspondence,  other offices, etc., under general directions
Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: H.S. with Specialty training required. Associates or Bachelor’s Degree in an associated field desired.  4 years of related experience required.  Knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. 

PACTS Junior Analyst
Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). The suitable candidate will directly support one or more high level government personnel in a variety of administrative and office management tasks.  Successful candidate will performs analysis of various government policies, plans, regulations, programs, or functions while acting as part of a project team providing support to a large government agency in Administrative, Logistics, Financial, or Human Resources program specialties.  Essential Duties and Responsibilities include conduct studies of various government programs and make recommendations for improved efficiency or effectiveness; collecting various metrics in support of administrative, logistics, financial, or human resources programs and conduct analysis of trends; assisting government personnel in policy or regulation implementation and measurement; act as a Subject Matter Expert on one or more disciplines including administrative, logistics, financial or human resources; and possibly supervising a small group of administrative, logistics, financial or human resources staff.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: H.S. with Technical Training (Military or equivalent) required. Associates or Bachelor’s Degree in an associated field desired.  2 years of related experience required.  Knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.

PACTS Senior Administrative Assistant, Administrative
Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). The suitable candidate will directly support one or more high level government personnel in a variety of administrative and office management tasks.  Performance requires supporting one high level government executives or multiple mid-level managers; preparing travel plans and folders for supervisors approval; screening telephone calls, visitors, and incoming correspondence; personally respond to requests for information concerning office procedures; determine which requests should be handled by the supervisor, appropriate staff member or other offices; preparing routine non-technical correspondence; scheduling tentative appointments without prior clearance; making arrangements for conferences and meetings and assemble established background materials as directed; attending meetings and record and report on the proceedings; reviewing outgoing materials and correspondence for internal consistency and conformance with supervisor's procedures; collecting information from the files or staff for routine inquiries on office program(s) or periodic reports, and refer non-routine requests to supervisor or staff and possibly supervising a small group of administrative  staff.. Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced in the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: H.S. required. Associates or Bachelor’s Degree in an associated field desired.  1 year of related experience required.  Knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. 
PACTS Technical Specialist

Duties and Responsibilities.  The U.S. Department of Homeland Security (DHS) has established a DHS wide contract for non-Information Technology (non-IT) support services referred to as PACTS (Program Management, Administrative, Clerical and Technical Services Support). Candidate must perform as a specialist in implementing or performing direct support of government policies, plans, regulations, programs, or functions while acting as part of a project team providing support to a large government agency in Administrative, Logistics, Financial or Human Resource-related specialties.  Essential Duties and Responsibilities include assisting government personnel in policy or regulation implementation and measurement; acting as a Subject Matter Expert on one or more disciplines including administrative, logistics, financial or human resources; and working well as part of a team supporting government missions and goals.  Candidate may supervise a small group of administrative, logistics, financial or human resources staff.

Opportunities will be available within the U.S. or overseas.  The majority of positions are expected to be announced for the Washington D.C. area.
Security Clearance:  Position may require an active Top Secret security clearance. 
Education/Experience: H.S. with Technical Training (Military or equivalent) required. Associates or Bachelor’s Degree in an associated field desired.  2 years of related experience required.  Knowledge of policy and missions of the Department of Homeland Security and various departmental components a strong plus. 

