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 Control of Documents
 APC Inc. Standard Operating Procedures SOP Number: SOP 4230 Procedure Name: Control Of Documents Prepared by: Revision Number: 1 Effective Date: Approved by:
 Purpose To establish a documented QMS as a means of ensuring that APC recruits and selects the right professionals to provide their solutions to our clients for specified requirements. Documents within the QMS are controlled through these methods Scope This procedure applies to the Document Control Procedure of the APC, Inc. Quality Management System. References ISO 9001: Quality Management System – Requirements. Related Documentation Quality Form #QF 4230 – Document Change Request Form Quality Procedure #SOP 4240 – Control of Records Quality Manual Section 6.2.2 Competence, Awareness and Training Procedure a. All documents within the QMS are reviewed and approved by the person responsible for that
 area.
 The Director of Quality Assurance is responsible for the review for approval of the quality manual. This is indicated by her signature on the manual. The President is responsible for the approval of the quality manual. This is indicated by his signature on the manual. The department managers are responsible for approval of Work Instructions, if any. Executive management is responsible for the overall structure of the QMS.
 b. Any client documents requiring revision are subject to the same review and authorization process
 used on new client documents unless otherwise specified. Records of revisions are maintained in an archive directory. Typographical corrections and minor editorial changes are not considered as "Changes" for the purposes of this procedure.
 Paper documents are re-issued after a significant change, or a practical number of smaller revisions have been made.
 Electronic documents are not reissued after a change since any new usage will be with the latest version. Any revision to an electronic document will require the retired version to be saved to the appropriate archive subdirectory for that class of document with the retirement date appended to the document’s electronic name. The revised copy then replaces the version that is labeled as the current version (i.e. no revision date appended).
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 Where changes are being made to a document, those persons making the change shall have access to any pertinent background information required on which to base their review and approval.
 Changes to APC’s contract templates can be authorized only by executive management or APC’s legal counsel.
 All personnel have the responsibility to recommend the development of new documentation, improvements, and/or revisions to existing documentation that are utilized in their respective projects. Requests for significant changes are made on the Document Change Request form number QF 4230.
 c. A Master Document List, form number QF 4240, is maintained by the Director of Quality
 Assurance. It contains the identification of all current issues of quality related documentation. This does not relieve other employees from the responsibility of ensuring that the Director of Quality Assurance records the correct data on the master list as revisions are made.
 Quality related documents filed within the computer in non-archive subdirectories are recognized as the most up-to-date versions.
 d. Department managers are responsible for ensuring that relevant versions of applicable documents
 are available at points of use where operations essential to the effective functioning of the QMS are performed.
 e. All quality documents are legible and identifiable to either a specific internal project or process.
 Such documents are filed in an orderly, well indexed, and logical fashion that facilitates easy retrieval in a normal office working environment.
 f. The QMS includes, where necessary, externally generated documentation such as external
 standards. Such documentation is identified to a specific client, project or process. g. Obsolete documents are removed from point of use or otherwise marked to prevent unintended
 use. If electronic, renamed with the retirement date appended to the document’s file name and stored in the appropriate archive subdirectory, otherwise it is destroyed.
 h. Management is responsible for assigning personnel to tasks that affect the quality of the service.
 Personnel must be competent and aware of the importance of meeting client, as well as regulatory and legal requirements. Competency of staff personnel is documented in their resume and training records as per Section 6.2.2, Competence, Awareness, and Training.
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 Document Change Request Form
 APC Inc. Quality Forms Form Number: QF 4230 Form Name: Document Change Request Form Prepared by: Revision Number: 1 Effective Date: Approved by:
 Originator:
 Title:
 Type of Change: (please check ) Revision: New Document: Client: (If applicable)
 Project: (If applicable)
 Document Name:
 Document No.:
 Revision No.: Issue Date:
 Description of Change: Priority: (please check ) Urgent: Routine: Director of QA:
 Accept/Reject:
 Date:
 Department manager:
 Accept:
 Date:
 Comments:
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 Control of Records
 APC Inc. Standard Operating Procedures SOP Number: SOP 4240 Procedure: Control Of Records Prepared by: Revision Number: 1 Effective Date: Approved by:
 Purpose To establish a documented QMS as a means of ensuring that APC’s records are established and maintained to provide evidence of conformity to requirements and of the effective operation of the QMS. Scope This procedure applies to the Control of Records of the APC, Inc. Quality Management System. References ISO 9001: Quality Management System – Requirements. Related Documentation Quality Form #QF 4240 – Master Document List of Records Form Quality Form #QF 8220 – Internal Audit Checklist Quality Procedure #SOP 4230 – Control of Documents Quality Procedure #SOP 8220 – Internal Audit Quality Manual Section 4.2.3 – Control of Documents Quality Manual Section 8.2.2 – Internal Audit Procedure
 a. The Senior Contracts Administrator is responsible for ensuring that all client contract documents are filed, maintained, and stored according to this procedure.
 b. The Director of Human Resources is responsible for ensuring that all contractor (employee,
 subcontractor) documents are filed, maintained, and stored according to this procedure.
 c. The Director of Quality Assurance is responsible for verifying that all records relating to the QMS are maintained as per this procedure.
 d. All records are legible and identifiable to either a specific project or process. Such records are
 filed in an orderly, well-indexed, and logical fashion that facilitates easy retrieval in a normal office working environment.
 e. The original copy of a record, filed in the appropriate directory or file, is maintained as the
 official record. This official record may be used in any investigation of nonconformance, corrective action, process conditions, or document changes. There is no procedure governing the storage of additional records. APC maintains legible records to verify conformance to, and the effective operation of, the QMS.
 f. APC maintains records as objective evidence to verify that:
 the QMS met all requirements during the completion of a project;
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 work was performed in accordance with the current issue of the approved documentation at the time; and
 the quality manual is reviewed, revised, and approved as required.
 g. These records are collected, indexed, filed, and stored in a suitable environment to prevent damage, deterioration, or loss. Records may contain documents from external sources.
 h. Containers used for the purpose of document storage are clearly marked as to their contents, date
 of disposition, and other relevant information. The Director of Quality Assurance ensures that environmental, access, and other requirements are met. These verifications are performed in accordance with Sections 4.2.3. Control of Documents and 8.2.2. Internal Audit.
 i. The retention periods for records are defined in the Master Document List of Records Form QF
 4240.
 j. The responsibility for individual quality records is shown in Master Document List of Records, at the end of this section. This responsibility includes the determination for the disposition of the records. Records may be in hard copy or electronic format.
 k. Documentation considered as records may include, but not be limited to:
 • management review results • contracts • background checks and drug tests • nonconformance review and disposition records • corrective and preventive action results • personnel training records
 • complaint files • internal quality audit records • competency and orientation records
 l. The records maintained by APC include records of all verifications performed. Identified within these records are:
 1. The appropriate document (e.g. purchase order, invoice) reference number; 2. Professional’s service (Statement of Work) to be performed; 3. Applicable contract requirements; 4. All specific verifications performed; and 5. All nonconformance reports generated.
 Unless otherwise specified, the retention period for quality records is seven (7) years from the project closing date. When a project has been fully completed, hard copies are labeled and stored. Computer files are stored on the server, which is backed up on a daily basis.
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 Master Document List of Records
 APC Inc. Quality Forms Form Number: QF 4240 Form Name: Master Document List of Records Prepared by: Revision Number: 1 Effective Date: Approved by:
 Record Origin Storage Location
 Minimum Retention
 Responsibility
 Purchase Order Accounting Staff DMS 7 years Controller Orientation Training Records
 HR Staff Personnel Records – HR Office
 Length of Employment
 Director of Human Resources
 Management Review Records
 Department Managers
 Management Review Files
 5 years Director of QA
 Project Documentation
 Project Manager Project File 7 years VP Corp Development
 Project Log Project Manager DMS/OTIS 7 years VP Corporate Development
 Internal Audit Reports
 Director of QA Internal Audit File
 5 years Director of QA
 Corrective Action Reports
 Any Employee CAR File 5 years Director of QA
 Nonconformance Any Employee NCR File 5 years Director of QA
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 Internal Audit
 APC Inc. Standard Operating Procedures SOP Number: SOP 8220 Procedure: Internal AuditError!
 Bookmark not defined. Prepared by:
 Revision Number: 1 Effective Date: Approved by: Purpose To describe the methods used and the personnel responsible for conducting internal quality audits. Scope APC conducts periodic internal audits to verify that the QMS: 1. conforms to the planned arrangements documented in Section 7.1, Planning of Services
 Realization and with the requirements of ISO 9001:2008; and 2. is effectively implemented and maintained. References ISO 9001: Quality Management System – Requirements. Related Documentation Quality Form #QF 8220 – Internal Audit Checklist Quality Form #QF 8300 – Nonconformance/Corrective Action Report Quality Procedure #SOP 4240 – Control of Records Quality Procedure #SOP 4230 – Control of Documents Quality Manual Section 5.6 – Management Review Quality Manual Section 4.2.4 – Control of Records Quality Manual Section 8.5.2 – Corrective Action Procedure Frequency: Internal audits are scheduled, at least, annually. The frequency of audits on each section of the QMS is based on the status and importance of the activity, as well as the results of previous audits. The audit report includes, but is not limited to: 1. a description of the part of the QMS section being audited; 2. the date of the audit; 3. the audit number; 4. the name of the auditor(s); 5. an audit summary; and 6. the date and signature of the lead auditor. Criteria: The audit process includes, but is not limited to, assessing adequacy, as well as the completeness, accuracy, and validity of associated records and documents. Audits are carried out by personnel other than those who perform the activity being audited.
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 The Director of Quality Assurance assesses the internal audit reports to provide APC management with a summary report giving an evaluation of the status, adequacy, and effectiveness of the QMS. The audit summary report is prepared based on the detailed audit report by the auditor responsible. All audit summaries are presented to the senior management of APC as part of the management review system according to Section 5.6, Management Review. The Director of Quality Assurance is responsible for scheduling and ensuring that internal audits are carried out in accordance with this procedure. The Director of Quality Assurance does not audit this procedure. All auditors have undertaken training and at least one audit approved by the Director of Quality Assurance. The Director of Quality Assurance undertakes the same internal audit training as other auditors. Methods: The auditor uses a checklist, prepared prior to the audit, covering the areas to be audited. See Audit Checklist QF 8220. Copies of the audit summary report, as well as any supporting details are given to the manager responsible for the element. If the results of the internal audit indicate that corrective action is required, a request for corrective action is submitted to the manager responsible, with the summary report. The manager is responsible for correcting the deficiencies and non-conformities identified by the audit in a timely manner. All audit reports are kept in an audit report file in accordance with Section 4.2.4, Control of Records. Follow-up and verification of required corrective action is performed by the Director of Quality Assurance in accordance with Section 8.5.2, Corrective Action.
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 Internal Audit Report
 APC Inc. Quality Forms Form Number: QF 8220 Form Name: Internal Audit ReportError!
 Bookmark not defined. Prepared by:
 Revision Number: 5 Effective Date: March 1, 2011 Approved by:
 Auditor Name: Auditee Department: Quality Auditee Name: Date: Audit #: Audit Scope: (APC’s quality management system, documentation and client related processes.) Introduction and Quality Policy Audit Criteria: (Applicable policies, procedures, standards, laws and regulations, management system requirements, contractual requirements.) ISO 9001:2008 APC’s Quality Manual Clauses 1 and 2
 Audit Checklist
 Satisfactory Non-Conformance
 The Quality Manual addresses the requirements of the ISO 9001:2008 Standard.
 The content of the Quality Manual applies to Alliance of Professionals & Consultants, Inc.
 APC hires only well-training employees that do not require additional training to be productive.
 The Quality Manual is approved by the President of the company.
 The most current version of the Quality Manual is stored electronically in the following folder- L:\ISO 9001
 APC defines its corporate policies and objectives.
 APC regularly monitors and evaluates the quality of its back-office operations.
 The QMS operates independently of particular individuals. It is unaffected by corporate policies and managerial actions.
 The policies, procedures and processes that comprise the QMS are subject to regular review and audit to ensure continual improvement and effectiveness.
 Staff development in the concepts and practices of quality is necessary.
 Quality Manual is signed and dated by the President of APC and Director of Quality Assurance.
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.)
 1,2 Quality Manual Interviewed: Documents Reviewed: Quality Manual Objective Evidence Sampled: Comments: Recommendations:
 Lead Auditor:
 Date:
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 Auditor Name: Auditee Department: Quality Auditee Name: Date: Audit #: Audit Scope: (APC’s quality management system, documentation and client related processes identified by the QMS.) Documentation Requirements – Quality Manual, Document Control, and Quality Records Audit Criteria: (Applicable policies, procedures, standards, laws and regulations, management system requirements, contractual requirements.) ISO 9001:2008 APC’s Quality Manual and SOP’s Clause 4.2
 Audit Checklist
 Satisfactory Non-Conformance
 General Documentation Requirements
 Is a quality management system established and maintained?
 Is a quality management system structure described?
 Is a quality manual established and maintained?
 Does the quality manual contain a table of contents, date of issue, and revision level?
 Does the quality manual contain or refer to procedures?
 Are requirements defined and described and how they are met for all services, including quality records, etc.?
 Control of Documents
 Are procedures established and maintained to control all documents and data?
 Are documents and data reviewed and approved for accuracy prior to issue?
 Does a Master List exist of all documents established to prevent use of invalid documents?
 Are copies of approved documents available at all appropriate locations?
 Are obsolete documents promptly removed from all appropriate locations?
 Are obsolete documents for historical purposes properly identified?
 Are changes to documents and data reviewed and approved by the same functions that performed original review and approval?
 Control of Quality Records
 Are procedures established and maintained for identification, collection, indexing, access, filing, storage, maintenance, and disposition of quality records?
 Are quality records: legible, stored in a way to facilitate retrieval?
 Are record retention times established but not less than 5 years from the project closing date?
 At a minimum, are the following quality records available for review: • Management review records • Contracts • Background checks and drug tests • Non-conformance review and disposition records • Corrective and preventive action results • Internal quality audit records • Personnel training records • Complaint files
 APC Inc. Quality Forms Form Number: QF 8220 Form Name: Internal Audit Prepared by: Revision Number: 5 Effective Date: March 1, 2011 Approved by:
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 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 4.0, 4.1, 4.2
 Interviewed: Documents Reviewed: QM – 4.0, 4.1, 4.2 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 4.1
 Document Control Interviewed: Documents Reviewed: QM – 4.2.3 and SOP’s 4230 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 4.2
 Quality Records Interviewed: Documents Reviewed: QM – 4.2.4 and SOP 4240 Objective Evidence Sampled: Comments: Recommendations:
 Lead Auditor:
 Date:
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 APC Inc. Quality Forms
 Form Number: QF 8220 Form Name: Internal AuditError! Bookmark not defined.
 Prepared by:
 Revision Number: 5 Effective Date: March 1, 2011 Approved by:
 Auditor Name: Auditee Department: President and Quality Manager
 Auditee Name: Date: Audit #: Audit Scope: (APC’s quality management system, documentation and client related processes identified by the QMS.) Management Responsibility Audit Criteria: (Applicable policies, procedures, standards, laws and regulations, management system requirements, contractual requirements.) ISO 9001:2008 APC’s Quality Manual and SOP’s Clause 5
 Audit Checklist
 Satisfactory Non-Conformance
 Management Commitment
 Has top management defined, developed and implemented the quality management system?
 Has top management ensured that employees at all levels within the organization understand the goals and objectives of quality management system?
 Are staff / departmental meetings conducted to discuss the importance of meeting the following: • Client requirements. • Quality objectives. • Statutory, legal, and regulatory requirements. • Continuous improvement goals.
 Customer Focus
 Has top management ensured that client requirements are determined and fulfilled? Quality Policy
 Is the Quality Policy relevant to the Company’s operations?
 Does the Quality Policy include the Company’s goals and client expectations?
 Is the Quality Policy understood, implemented, and maintained at all levels of the Company?
 Is the Quality Policy signed and dated by top management?
 Does the Company have an organizational chart? Quality Planning
 When a new contract is evaluated for adoption into quality system, do appropriate staff members meet to define and document how the requirements for quality will be met?
 Are assessments prepared of the impact new clients, projects, or contracts will have with regards to the following resources:
 • Information Technology. • Documentation. • Equipment. • Human resources.
 Responsibility, Authority, and Communication
 Does the organizational chart list all personnel, departments, including Management
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 Representative? Does the Company have job descriptions for personnel? Management Representative
 Has executive management selected a Management Representative?
 Does the Management Representative assure the quality system is established and maintained; report on the performance of the quality system; and review the quality system?
 Management Review
 At a minimum, does management review the following records during management reviews: • Customer Complaint trends. • Customer Satisfaction trends. • Internal quality audit trends. • Nonconforming component trends. • Continuous Improvement trends. • Corrective and Preventive Action trends.
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 5.1 Management Commitment
 Interviewed: Documents Reviewed: QM – 5.1 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 5.2 Client Focus
 Interviewed: Documents Reviewed: QM – 5.2 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 5.3 Quality Policy
 Interviewed: Documents reviewed: Comments: Recommendations:
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 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 5.4 Quality Planning
 Interviewed: Documents Reviewed: QM – 5.4 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 5.5 Responsibility, Authority and Communication
 Interviewed: Documents Reviewed: QM – 5.5 and Job Descriptions at end of SOP Objective Evidence Samples: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 5.6 Management Review
 Interviewed: Documents Reviewed: QM – 5.6 Objective Evidence Sampled: Comments: Recommendations:
 Lead Auditor:
 Date:

Page 17
                        

APC Inc., Standard Operating Procedures Revision: 4 - 17 -
 APC Inc. Quality Forms
 Form Number: QF 8220 Form Name: Internal AuditError! Bookmark not defined.
 Prepared by:
 Revision Number: 5 Effective Date: March 1, 2011 Approved by:
 Auditor Name: Auditee Department: Management and HR Auditee Name: Date: Audit #: Audit Scope: (APC’s quality management system, documentation and client related processes identified by the QMS.) Resource Management Audit Criteria: (Applicable policies, procedures, standards, laws and regulations, management system requirements, contractual requirements.) ISO 9001:2008 APC’s Quality Manual and SOP’s Clause 6
 Audit Checklist
 Satisfactory Non-Conformance
 Provision of Resources
 Provided the resources needed to implement and maintain the QMS?
 Provided the resources needed to enhance client satisfaction by meeting customer requirements? Human Resources
 Select two recent hires. Does the experience, education, and skill level for each professional match the job requirements stated?
 Determined necessary competency needs for each position?
 Competencies for all positions are stated on job descriptions and/or advertisements
 Provided training and training records are stored in appropriate place?
 Evaluated results of training?
 Ensured that all personnel are aware of the relevance and importance of their activities and how they contribute to the achievement of the quality objectives?
 Orientation process is completed and documented for all new hires
 Quality training is completed and documented for each office employee Infrastructure
 Building and work spaces are well maintained
 Process equipment including both hardware and software is well maintained
 No obvious safety violations are found Work Environment
 Suggestions for quality policies/procedures can be made informally or formally
 Health and safety issues are documented and addressed immediately
 EEO policies are followed. Environment is accessible for the disabled
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 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 6.1, 6.2 Resources and Competence
 Interviewed: Documents Reviewed: QM – 6.1 and 6.2 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 6.3, 6.4 Infrastructure and Work Environment
 Interviewed: Documents Reviewed: QM – 6.3 and 6.4 Objective Evidence Sampled: Comments: Recommendations:
 Lead Auditor:
 Date:
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 APC Inc. Quality Forms
 Form Number: QF 8220 Form Name: Internal AuditError! Bookmark not defined.
 Prepared by:
 Revision Number: 5 Effective Date: March 1, 2011 Approved by:
 Auditor Name: Auditee Department: Management, Recruiting, Accounting
 Auditee Name: Date: Audit #: Audit Scope: (APC’s quality management system, documentation and client related processes identified by the QMS.) Services Realization Audit Criteria: (Applicable policies, procedures, standards, laws and regulations, management system requirements, contractual requirements.) ISO 9001:2008 APC’s Quality Manual and SOP’s Clause 7
 Audit Checklist
 Satisfactory Non-Conformance
 Planning of Services Realization
 Are quality objectives and requirements met?
 Are the established processes, documentation, and the provisions of resources specific to the service?
 Has verification, validation, monitoring, and inspection specific to the service been determined?
 Are the records necessary to provide confidence of conformity of the processes and resulting services detailed in the specific processes and documented?
 Client-Related Processes
 Are the requirements specified by the client documented on a Job Requirement System Tool, a work order, or on a Statement of Work?
 Are any other obligations related to the services which may be identified, documented?
 Has Senior Management approved any quotation involving nonstandard pricing and are not covered by a written negotiated pricing agreement?
 Has Senior Management approved all fixed price proposals?
 Has either a signed purchase order or a signed contract stating defined requirements received from the client?
 Are amendments to contracts reviewed, approved, and processed in the same manner as the original contract?
 Has the Business Development Rep. gathered service information?
 Has legal or management communicated changes to all functional areas involved in the execution of the contract (not just doing a Statement of Work).
 Is client feedback handled according to policy?
 Are client complaints handled according to policy? Design and Development (Excluded) Recruiting (replaces Purchasing)
 Requirements for approval of recruiting methods are present
 Requirements for personnel qualification are present
 Requirements are part of the QMS
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 Service Provision (replaces Production and Service provision)
 Processes are in place to ensure organization has the capability and capacity to execute client’s requirements
 Client requirements and instructions are accurately defined in the Statement of Work
 Processes are accurately documented and carried out
 Client reports that evaluate services are reviewed and documented
 APC provided Client Satisfaction surveys are reviewed and documented
 Purchase order number system is accurately maintained
 The status of services is identified within the system by its documented amount of services provided vs. the amount of services requested.
 All work is assigned a project or job number
 Process in place for any client property that is lost, damaged, or otherwise found unsuitable
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 7.1 Planning of Services Realization
 Interviewed: Documents Reviewed: QM – 7.1 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 7.2 Client Related Processes and Communications
 Interviewed: Documents Reviewed: QM – 7.2 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 7.4 Recruiting
 Interviewed: Documents Reviewed: QM – 7.4 Objective Evidence Sampled: Comments: Recommendations:

Page 21
                        

APC Inc., Standard Operating Procedures Revision: 4 - 21 -
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 7.5 Service Provision
 Interviewed: Documents Reviewed: QM – 7.5 Objective Evidence Sampled: Comments: Recommendations:
 Lead Auditor:
 Date:
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 APC Inc. Quality Forms
 Form Number: QF 8220 Form Name: Internal AuditError! Bookmark not defined.
 Prepared by:
 Revision Number: 5 Effective Date: March 1, 2011 Approved by:
 Auditor Name: Auditee Department: Quality Auditee Name: Date: Audit #: Audit Scope: (APC’s quality management system, documentation and client related processes identified by the QMS.) Measurement, Analysis and Improvement Audit Criteria: (Applicable policies, procedures, standards, laws and regulations, management system requirements, contractual requirements.) ISO 9001:2008 APC’s Quality Manual and SOP’s Clause 8
 Audit Checklist
 Satisfactory Non-Conformance
 Demonstrates conformity of the services?
 Ensures conformity of the QMS?
 Continually improves the effectiveness of the QMS?
 Includes determination of applicable methods, including statistical techniques and the extent of their use?
 8.2 Monitoring and Measurement
 Is information relating to client perception of whether we have met their requirements measured?
 The methods for obtaining and using measurements are determined.
 Internal audits are at planned intervals established by the organization to verify the QMS conforms to ISO 9001:2008.
 Internal audits are performed to ensure the QMS is effectively implemented and maintained
 Internal audit program is planned
 The audit criteria, scope, frequency and methods are defined?
 Does the selection of auditors ensure objectivity and impartiality of the audit process?
 Audits are carried out by personnel other than those who perform the activity being audited
 Procedures for planning and conducting audits include responsibilities and requirements?
 Procedures for reporting results include responsibilities and requirements?
 Procedures for maintaining records include responsibilities and requirements?
 Management responsible for the area being audited ensures that actions are taken without delay to eliminate detected nonconformities and their causes?
 Follow-up activities include the verification of the actions taken and the reporting of verification results
 Suitable methods are applied for monitoring and measuring the QMS
 Do the methods demonstrate the ability of the processes to achieve planned results?
 When planned results are not achieved, correction and corrective action are taken
 All departments have established and specified the measurement requirements for their services
 Procedure includes the conformance to specified requirements of its services
 Procedure includes the location of each measurement point in its process sequence
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 Procedure includes characteristics to be measured at each point and the documentation and acceptance criteria to be used
 Procedure includes where, when, and how the department intends, or is required by the client or statutory and regulatory authorities to engage qualified second parties to perform services verification or validation
 Procedure includes qualification of services, processes, people, or the QMS
 Procedure includes outputs of the measurement process 8.3 Control of Nonconforming Services
 Procedures and controls are established to ensure prevention of nonconforming services
 Procedures and controls address identification
 Procedures and controls address documentation
 Procedures and controls address segregation if applicable
 Procedures and controls address communication and notification
 Procedures and controls address disposition and verification
 Procedures and controls address evaluation
 Each employee knows that they have the responsibility to report any suspected nonconformance at any stage of project execution to their supervisor or to The Dir. Of QA
 Disposition of non-conformities includes ensuring that nonconforming documentation and/or services are so identified and further use is prevented
 All non-conformities are reviewed for patterns or trends
 Procedures are reviewed for continuous improvement
 Nonconformance / Corrective Action Report is available 8.4 Analysis of Data
 Has organization determined, collected and analyzed appropriate data to demonstrate the suitability and effectiveness of the QMS?
 Has an evaluation of continual improvement of the QMS been made?
 Does this data include data generated as a result of monitoring and measurement and from other relevant sources?
 Has data been analyzed relating to client perceptions?
 Has data been analyzed relating to conformance to services and client requirements?
 Has data been analyzed relating to characteristics of processes, services, and their trends?
 Has data been analyzed relating to recruiting? 8.5 Improvement
 Does the organization continually improve the effectiveness of the QMS through the use of the quality policy?
 Quality objectives?
 Audit results?
 Analysis of data?
 Corrective and preventative actions?
 Management review?
 Are the quality plan and the quality objectives documented?
 Are proactive measures used and documented?
 Does the organization take action to eliminate the cause of nonconformities in order to prevent recurrence?
 Is corrective action appropriate to the effects of the nonconformities encountered?
 Documented procedure for reviewing nonconformities?
 Documented procedure for determining the causes of nonconformities?
 Documented procedure for evaluating the need for action to ensure that nonconformities do not recur?
 Documented procedure for determining and implementing action needed?
 Documented procedure for recording the results of action taken?
 Documented procedure for reviewing corrective action taken?
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 Does the organization determine action to eliminate the causes of potential nonconformities in order to prevent their occurrence?
 Are preventative actions taken appropriate to the effects of the potential problems?
 Documented procedure for determining potential nonconformities and their causes?
 Documented procedure for evaluating the need for action to prevent occurrence of nonconformities?
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.1 General
 Interviewed: Documents Reviewed: QM – 8.1 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.2.1 Monitoring and Measurement – Client Satisfaction
 Interviewed: Documents Reviewed: QM – 8.2.1 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.2.2 Monitoring and Measurement – Internal Audit
 Interviewed: Documents Reviewed: QM – 8.2.2, SOP 8220, and QF 8220 Objective Evidence Sampled: Comments: Recommendations:
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 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.2.3-8.2.4 Monitoring and Measurement – of Processes and Services
 Interviewed: Documents Reviewed: QM – 8.2.3 and 8.2.4 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.3 Control of Nonconforming Services
 Interviewed: Documents Reviewed: QM – 8.3 and SOP 8300 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.4 Analysis of Data
 Interviewed: Documents Reviewed: QM – 8.4 Objective Evidence Sampled: Comments: Recommendations:
 Clause No. Record of Details of Audit (names, referenced documents, departments, etc.) 8.5 Improvement
 Interviewed: Documents Reviewed: QM – 8.5 and SOP 8520 and 8530 Objective Evidence Sampled: Comments: Recommendations:
 Lead Auditor:
 Date:

Page 26
                        

APC Inc., Standard Operating Procedures Revision: 4 - 26 -
 Control of Nonconforming Services
 APC Inc. Standard Operating Procedures SOP Number: SOP 8300 Procedure: Control of Nonconforming Services Prepared by: Revision Number: 1 Effective Date: Approved by:
 Purpose This procedure details the system for the disposition, documentation, and control of nonconforming services or processes. Scope This procedure applies to all identified nonconforming services. References ISO 9001: Quality Management System – Requirements. Related Documentation Quality Form #QF 8300 – Nonconformance/Corrective Action Report Quality Procedure #SOP 4240 – Control of Records Quality Procedure #SOP 4230 – Control of Documents Quality Manual Section 5.6 – Management Review Quality Manual Section 4.2.4 – Control of Records Quality Manual Section 8.2.2 – Internal Audit Procedure APC uses established procedures and controls to ensure that the services that does not conform to specified requirements is prevented. Such procedures and controls address the following nonconformance topics: 1. Identification; 2. Documentation; 3. Segregation (if applicable); 4. Communication/Notification; 5. Disposition and Verification; 6. Evaluation. Each employee has the responsibility to report any suspected nonconformance at any stage of project execution to the Director of Quality Assurance or their supervisor. The Director of Quality Assurance is responsible for verifying that nonconformance are dealt with using these procedures. Responsibility also includes reviewing non-conformities in order to determine if any patterns or trends are developing, as well as monitoring and evaluating the effectiveness of these procedures and dispositions to ensure continual improvement. The Business Development Representative is responsible for the disposition of nonconformance relating to recruited contractors. The Director of Quality Assurance is responsible for the disposition of non-
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 conformities relating to the QMS and those non-conformities which do not readily fall into one of the categories stated above. The responsibility for disposition of non-conformities includes ensuring that nonconforming documentation and/or services are so identified, that further use is prevented. All documentation generated by this nonconformance procedure is controlled by and adheres to the procedures established in Section 4.2.4, Control of Records. Review and Disposition of Nonconforming Services Identification of all non-conformities is a two-part process: the physical identification of the problem, if applicable, and the documentation of the nonconformance. Any nonconformance or suspected nonconformance immediately warrants a nonconformance report (see the end of this section), and is brought to the attention of the department manager and/or Director of Quality Assurance. The Nonconformance Report is then forwarded to the Director of Quality Assurance. Documentation of all identified non-conformities is mandatory. Information to be recorded is as follows: • Nonconformance Report that generates an actionable requirement • Date of nonconformance • Project name and number, if applicable • Form name and number, if applicable • Originator of nonconformance • Description of the nonconformance • Related documents, if applicable • Review assignment and due date • Record of the review and approved disposition instructions • Corrective action, if required • Applicable signatures and dates All relevant information and documentation is forwarded to the appropriate department for disposition and/or corrective action. There are two options available regarding nonconforming documentation: 1. Rework to meet the specified requirements; and/or 2. Accept with or without repair by concession, if required by contract; Documentation marked archived is retained where there is a specific requirement to do so, or where there may be reason to refer to the document in the future. Otherwise such documentation is destroyed when the Nonconformance Report file is closed. Verification of the disposition of all nonconformances according to the instructions is the responsibility of the Director of Quality Assurance in accordance with Section 8.2.2. Internal Audits. The Nonconformance Report is signed off and the Nonconformance Report Log is updated to show the change in status from open to closed.
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 Control of Nonconforming Services Report
 APC Inc. Quality Forms Form Number: QF 8300 Form Name: Control of Nonconforming
 ServiceError! Bookmark not defined.s Report Prepared by:
 Revision Number: 1 Effective Date: Approved by: Type of Nonconformance / Corrective Action (Circle one): 1. Procedure 2. Process 3. Quality 4. Other Description of the Nonconformance / Corrective Action : Signature: Date:
 Cause of Nonconformance: Action Proposed: Signature: Date:
 Initial Action Taken: Signature: Date:
 Review of Disposition Assigned To: Due Date: Corrective Action Required: Yes No Preventive Action Required: Yes No Corrective / Preventive Action Assigned To: Due Date: Action Taken: Signature: Date:
 Corrective Action/Preventative Action Effective: Yes No
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 Corrective Action
 APC Inc. Standard Operating Procedures SOP Number: SOP 8520 Procedure: Corrective Action Prepared by: Revision Number: 1 Effective Date: Approved by:
 Purpose To describe the methods employed and the personnel responsible for determining, documenting, and initiating corrective action. This procedure also includes the verification of corrective action. Scope This procedure applies to all staff employees of APC. Corrective action is taken whenever a nonconformance reveals the need. References ISO 9001: Quality Management System – Requirements. Related Documentation Quality Form #QF 8300 – Nonconformance/Corrective Action Report Quality Procedure #SOP 8300 – Control of Nonconforming Services Quality Procedure #SOP 4230 – Control of Documents Quality Manual Section 5.6 – Management Review Quality Manual Section 4.2.3 – Control of Documents Quality Manual Section 8.2.2 – Internal Audit Procedure APC takes corrective action to eliminate the cause of the non-conformities in order to prevent recurrence. Corrective Action is undertaken in a prompt and effective manner. Any corrective actions taken to eliminate the causes of actual non-conformities are, to a degree, appropriate to the magnitude of the problems and commensurate with the risks associated with such solutions. Corrective Action requests are documented on the Nonconformance Report/Corrective Action Report form shown in Form QF-8300 and with Policy QP-8300, Control of Nonconforming Services. The Director of Quality Assurance initiates the activities required to verify both the implementation and effectiveness of the corrective action taken through the following processes: a. The Director of Quality Assurance specifically reviews the nonconformance, including client
 complaints, to determine the need for corrective action.
 Corrective action may be initiated from several sources, which may include, but are not limited to:
 1. The generation of a nonconformance; 2. As a result of a complaint from a client; 3. As a result of an internal quality audit; 4. From the observation of any employee.
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 b. Requests for corrective action are made by the Director of Quality Assurance. Such requests are
 sent to the person who can best address and/or change the root cause of the nonconformance.
 This person is responsible for developing and submitting a proposed corrective action to the Director of Quality Assurance to ensure that such nonconformance does not recur.
 Department managers are responsible for developing and submitting corrective actions that relate to their areas of control. Responsibility also includes the execution of approved corrective action requirements under their direction.
 c. The Director of Quality Assurance, along with any other personnel deemed necessary, evaluates
 the proposed course of action and determines if a course of action is necessary to remove the problem, bearing in mind the magnitude of the problem and the associated risks.
 d. If the corrective action is thought viable, it is forwarded to the appropriate person for
 implementation. If no further action is contemplated, the Corrective Action is signed off as acceptable, with appropriate comments noted by the Director of Quality Assurance.
 If the Director of Quality Assurance rejects the proposed action, it is returned to the originator for review, and if necessary, re-submission.
 e. Records of all changes to documented procedures affected by the corrective action are kept in
 accordance with Section 4.2.3, Control of Documents. f. The Director of Quality Assurance verifies that the appropriate action has been implemented and
 that it is effective in accordance with Section 8.2.2, Internal Audits.
 Summaries of the corrective actions taken and their impact and/or effectiveness on the QMS are incorporated into the Director of Quality Assurance’s report to the executive management on the QMS during the management review process.
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 Preventative Action
 APC Inc. Standard Operating Procedures SOP Number: SOP 8530 Procedure: Preventative Action Prepared by: Revision Number: 1 Effective Date: Approved by:
 Purpose To describe the methods employed and the personnel responsible for determining, documenting, and initiating preventive action. This procedure also includes the verification of preventive actions to ensure their effectiveness Scope This procedure applies to all employees of APC. Preventive action is taken whenever there is the potential of a nonconformance occurring if action is not taken. References ISO 9001: Quality Management System – Requirements. Related Documentation Quality Form #QF 8300 – Nonconformance/Corrective Action Report Quality Procedure #SOP 8300 – Control of Nonconforming Services Quality Procedure #SOP 4230 – Control of Documents Quality Manual Section 5.6 – Management Review Quality Manual Section 4.2.3 – Control of Documents Quality Manual Section 8.2.2 – Internal Audit Procedure Preventive action may be initiated by any APC employee on any quality-related policy, procedure, and/or documentation. The department’s Quality Assurance Coordinator initiates the activities required to verify both the implementation and effectiveness of the preventive action taken. Any preventive action taken to eliminate the causes of actual or potential non-conformities are, to a degree, appropriate to the magnitude of the problems and commensurate with the risks associated. Department managers are responsible for developing and submitting preventive actions that relate to their areas of control. Responsibility also includes the execution of approved preventive action requirements under their direction. a. Following the initiation of the Preventive Action request, the Director of Quality Assurance
 sends the request to the person who can best address and/or change the root cause of the potential nonconformance. This person is responsible for developing and submitting a proposed preventive action to the Director of Quality Assurance to ensure that such a nonconformance does not occur.
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 Preventive Action may be initiated from several sources, which may include, but not be limited to:
 1. Client correspondence; 2. Internal quality audit results; 3. Quality records.
 b. The Director of Quality Assurance, along with any other personnel deemed necessary,
 determines if a course of action is necessary to remove the problem, bearing in mind the magnitude of the problem and the associated risks.
 c. If the preventive action is thought viable, the Quality Assurance Coordinator authorizes the
 proposed corrective action and it is forwarded to the appropriate person for implementation.
 If the Director of Quality Assurance rejects the proposed action, it is returned to the originator for review, and if necessary, re-submission. If no further action is contemplated, the Preventive Action form is signed off as complete, with appropriate comments noted by the Director of Quality Assurance.
 d. Records of all changes to documented procedures affected by the preventive action are kept in
 accordance with Section 4.2.3, Control of Documents. e. The Director of Quality Assurance verifies that the appropriate action has been implemented and
 that it is effective in accordance with Section 8.2.2, Internal Audits.
 Summaries of the corrective actions taken and their impact and/or effectiveness on the QMS are incorporated into the Director of Quality Assurance’s report to the executive management on the QMS during the management review process.
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 Job Description
 Job Title: President/CEO Department Name: Senior Management Job Summary: The President is responsible for providing profit through strategic and tactical leadership for the company by working with management to establish long-range goals, strategies, plans, policies and procedures. Objectives:
 • Increase and diversify the quantity of satisfied clients and profitable sales to them. • Ensure the financial soundness of APC's endeavors. • Ensure that all clients, employees, and suppliers are treated fairly and ethically. • Profitably balance employee satisfaction and competitiveness. • Promote and maximize our positive brand image. • Ensure our adherence to all laws.
 Job Responsibilities:
 • Plan, develop, organize, implement, direct and evaluate the organization's function and performance.
 • Lead the development of the corporation's strategic plans.
 • Evaluate and advise on the impact of long range planning, introduction of new programs/strategies and regulatory action.
 • Enhance and/or design policies and procedures of the organization.
 • Establish credibility throughout the organization as an effective developer of quality solutions to business challenges.
 • Provide strategic input and leadership on decision making issues affecting the organization; i.e., evaluation of potential alliances.
 • Evaluation of the structure and team plan for continual improvement of the efficiency and effectiveness of the group as well as providing individuals with professional and personal growth with emphasis on opportunities (where possible) of individuals.
 NONESSENTIAL FUNCTIONS • Be a leader on legal issues and any contracts into which the Corporation may enter. Qualifications and Requirements:
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 Leadership, Strategic Planning, Accounting, Information Systems, Legal, Marketing, Operations, Problem Solving, Project Management, Sales, and Team Building
 An experienced leader and financial, legal, marketing, and operations executive with appropriate industry experience, preferably in the professional services field.
 An energetic, forward-thinking and creative individual with high ethical standards and an appropriate professional image.
 A strategic visionary with sound technical skills, analytical ability, good judgment and strong operational focus.
 A well-organized and self-directed individual who is "politically savvy" and a team player.
 An intelligent and articulate individual who can relate to people at all levels of an organization and possesses excellent communication skills.
 A good educator who is trustworthy and willing to share information and serve as a mentor.
 Education and Experience:
 Masters degree (MBA) in Business Administration or equivalent; or fifteen to twenty years related experience and/or training; or equivalent combination of education and experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position.
 Supervisory Responsibilities: Responsible for the selection, development, management and motivation of the corporation’s management team.
 Equipment: Must be proficient in the use of computers for e-mail and using CRM systems. Strong knowledge in word processing, spreadsheets, usage of the Internet, and accounting systems is preferred.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Ability to lift computer equipment up to 70 lbs.
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 Job Description
 Job Title: Chief Operating Officer Department Name: Senior Management Job Summary: Plans and directs all aspects of an organization's operational policies, objectives, and initiatives. Responsible for the attainment of short- and long-term financial and operational goals. Directs the development of the organization to ensure future growth. Provides strategic direction and leadership for APC’s corporate development, operations, information technology, recruiting, and contracts administration initiatives. Job Responsibilities:
 • Performs strategic analysis and makes decisions on market, business development and technology issues.
 • Manages the Contracts Administration, Information Technology, and Recruiting departments - Encourages each group to take responsibility for performance. Fosters team building by encouraging individuals to share knowledge, highlighting problems or critical situations to CEO and being proactive in everything regarding each department. Ensures service levels and standards in each department are maintained at all times.
 • Provides direction and leadership to the management of other office personnel, business
 development personnel, market locations, sales incentive programs, contract negotiations, proposals, and client satisfaction.
 • Enhance and/or develop, implement and enforce policies and procedures of the organization by way of systems that will improve the overall operation and effectiveness of the corporation.
 • Conducts change management and technical initiatives to streamline business operations.
 Qualifications and Requirements: Leadership, Strategic Planning, Problem Solving, Team Building, and Management
 An energetic, forward-thinking individual with high ethical standards and an appropriate professional image. A strategic visionary with sound technical skills, analytical ability, good judgment and strong operational focus. A well organized and self-directed individual who is "politically savvy" and a team player. An intelligent and articulate individual who can relate to people at all levels of an organization and possesses excellent communication skills. A good educator who is trustworthy and willing to share information and serve as a mentor. An excellent negotiator who is experienced in Contracts Administration and Information Technology.
 A decisive individual who possesses a "big picture" perspective and is well versed in IT systems.
 Supervisory Responsibilities:

Page 36
                        

APC Inc., Standard Operating Procedures Revision: 4 - 36 -
 Responsible for Contracts Administration, Information Technology and Recruiting
 Departments. Also responsible for assisting management of Business Development representatives, office personnel, and professionals on contract.
 Education and Experience:
 MBA or equivalent experience.
 7 years of management experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Ability to lift computer equipment up to 70 lbs. Reporting Relationships: Report directly to the President & CEO
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 Job Description
 Job Title: Vice President of Business Development Department Name: Senior Management Job Summary: Provides strategic direction and leadership for APC’s profitable business development. Objectives:
 • Increase the quantity of satisfied clients and profitable sales to them. • Establish and motivate qualified sales representatives in all key markets. • Diversify sales to minimize high concentration, dependency, and risk. • Promote and maximize our positive brand image. • Assist in the design and test of automation that will increase sales productivity and/or
 profitability. Job Responsibilities: SALES: Personnel:
 • Acquire, train, motivate, and manage B.D. representatives • Guide and Assist B.D. personnel to be more effective and productive • Make joint sales calls with B.D. professionals to stay in-touch with the clients
 Clients:
 • Seek new prospects and complete qualification/registration requirements • Prioritize and exploit Business Development opportunities • Assist in maintaining and improving client satisfaction and profitability • Diversify client sales to minimize an overly high concentration and dependency
 Markets:
 • Identify and prioritize new markets and assist in establishing local marketing offices • Recruit additional BD representatives in all key markets
 MARKETING: Branding:
 • Insure consistent APC Brand in brochures, web, communications, etc.
 Advertising: • Develop quality, effective APC brochures, web presentations, etc. • Promote press releases, news coverage, etc.
 GENERAL: Management:
 • Maximize corporate profit
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 • Listen, learn, and recommend strategic direction • Cover for other senior management when not available (vacations, business trips, etc.) • Develop and Lead Quarterly Sales meetings, topics, preparations and training. • Develop reports measuring productivity and profitability of BD reps for senior mgmt • Assist in identifying process and procedural improvements
 Qualifications and Requirements: Leadership, Problem Solving, Strategic Planning, Team Building, and Project Management
 An energetic, forward-thinking individual with high ethical standards and an appropriate professional image. A strategic visionary with sound technical skills, analytical ability, good judgment and strong operational focus. A well organized and self-directed individual who is "politically savvy" and a team player. An intelligent and articulate individual who can relate to people at all levels of an organization and possesses excellent communication skills. A good educator who is trustworthy and willing to share information and serve as a mentor.
 Education and Experience:
 BS/BA or equivalent experience.
 7 years of management experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: President
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 Job Description
 Job Title: Controller Department Name: Accounting Job Summary: Responsible for the overall management of the Accounting Department and providing accurate and current information about APC's financial activities that will assist management in making informed economic decisions about APC'. Objectives:
 • Ensure that accounting understands and adheres to financial, compliance, and tax laws for all markets pursued.
 • Accurately invoice all billable time and expenses as soon as possible. • Collect all Accounts Receivables when due. • Pay all employees, suppliers, and taxes the amount due, when due. • Assist in the design and test of automation that will increase productivity and/or reduce
 errors or processing time. • Ensure that accounting follows GAAP approved guidelines. • Provide meaningful, insightful reports to assist and guide all levels of management.
 Job Responsibilities:
 • Mentoring, supervising, and managing staff accountants in accounts payable, accounts receivable, invoicing and payroll.
 • Accurately invoice all billable expenses as soon as possible. • Collect all Accounts Receivables when due. • Pay all employees, suppliers, and taxes the amount due, when due. • Maintenance of general ledger and reconciliations to ensure timeliness and accurateness
 of transactions. • Recognition of revenue and unbilled receivables on a timely basis. • Project budgeting and reporting. • Monthly management reports and analysis of supporting schedules. • Filing of quarterly and yearly federal, state and local payroll taxes. • Filing and compliance of country, federal, state, and local regulatory and statutory laws
 for conducting business where APC is operating. • Oversee all financial and tax audits. • Assist in corporate income tax planning and reporting. • Develop special and ad-hoc reports as requested by senior management. • Communicate with co-workers, management, clients, and others in a courteous and
 professional manner. • Participate in special projects outside of the accounting department.
 Qualifications and Requirements:
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 Leadership and managerial abilities. Analytical and problem solving skills. Ability to work with others. Written and verbal skills. Knowledge of GAAP, corporate income taxes and banking relationships. Strong knowledge of accounts payable, accounts receivable, payroll, revenue, and fixed assets. Ability to interpret and analyze financial statements. Knowledge of multi-state taxation. Education and Experience: Prefer a Bachelor’s degree in Accounting plus 10+ year(s) relevant experience; or the combination of education and experience that enables performance of all aspects of the position. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: President
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 Job Description
 Job Title: Vice President, Human Resources Department Name: Human Resources Job Summary: Plan, develop, coordinate and supervise personnel functions, policies and procedures, and programs as related to all employees. Liaison between management and employee groups. Acts as Affirmative Action Officer, Privacy Officer and Immigration Specialist. Objectives:
 • Ensure our adherence to all labor laws. • Ensure that all claims (unemployment, workers comp, sexual harassment, etc.) are
 handled properly, fairly, and completely. • Profitably balance employee satisfaction offerings and competitiveness. • Assist management and Business Development in all employment matters (e.g. selecting,
 hiring, orienting, evaluating, mentoring, motivating, and terminating). • Provide meaningful, insightful reports to assist and guide all levels of management. • Assist in the design and test of automation that will increase productivity and/or reduce errors or
 processing time. Job Responsibilities:
 • Mentoring, supervising, and managing human resources staff. • Ensure APC’s adherence to all labor laws. • Increase employee satisfaction profitably. • Manages benefits, workers’ compensation, and general liability insurances • Oversees 401K Committee activities • Identifies training needs and helps to implement training programs. Maintains
 training database. • Provides support to Business Development Representatives • Files all required governmental reports • Prepares monthly reports for Senior Management • Mediates and provides guidance for employee conflict resolution, harassment
 investigations, employee concerns, and employee terminations • Prepares and maintains Affirmative Action and EEO compliance programs • Monitors and evaluates trends in industry practices, compensation, insurance, and
 other benefits to insure company is competitive with others in the industry • Prepare and file visa applications or transfers as necessary
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 Qualifications and Requirements: Leadership and managerial abilities. Ability to work with all personnel. Excellent communication skills. Knowledge of federal, state and local employment laws and regulations. Strong knowledge of core human resources functions such as benefits & compensation, strategic management, workforce planning, employee relations, HR Development, and occupational health and safety.
 Education and Experience: A Bachelor’s degree in Business or Human Resource Management plus, at least, 5 years of Manager level experience is required. A Master’s degree in Human Resources Management and 10+ years of total experience is highly preferred. Advanced knowledge of corporate policies, procedures, insurance and other benefits; wage and salary/compensation plans; computerized data systems; performance evaluation plus general personnel functions required. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to the President
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 Job Description
 Job Title: Senior Human Resource Generalist Department Name: Human Resources Job Summary: Responsible for day-to-day Human Resources Operations. Assist VP of Human Resources as needed. Job Responsibilities:
 • Assist Business Development Representatives with the interpretation and explanation of employee policies and procedures (APC Employee Handbook) and benefits to ensure all questions have been answered.
 • Perform benefits administration to include, maintaining database, claims resolution,
 change reporting, approving invoices for payment, and communicating benefit information to employees.
 • Conduct yearly review of all benefits plans to ensure the best-fit benefit plans are in
 place.
 • Market and interpret 401(k) plan including communicating 401(k) information to employees and reviewing 401(k) plan.
 • Maintain Human Resource Information System records to track new hires, terminations,
 changes in personnel records and benefits. Generate reports from HRIS and conduct periodic audits.
 • Perform recruiting function for office employees including posting open positions,
 screening resumes, conducting interviews, conducting reference checks and making offers.
 • Create new company polices as needed.
 • Maintain compliance with federal and state regulations concerning employment (EEOC,
 etc.)
 • Recommend new approaches, policies, and procedures to effect continual improvements in the efficiency of Human Resources.
 • Perform additional support as needed.
 Qualifications and Requirements:
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 Working knowledge of interviewing and employment practices (including federal, state, and local regulations) and corporate policies and procedures. Excellent interpersonal, communication and organizational skills and ability to effectively present information to top management. An energetic, forward thinking and creative individual with high ethical standards with an appropriate professional image. A well organized and self directed individual who is a team player. Must be proficient in MSWord and Excel.
 Education and Experience:
 Education and experience include four-year Human Resources degree (or related) and minimum 2-4 years personnel experience or equivalent combinations of training and related experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: VP of Human Resources
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 Job Description Job Title: Senior Client Coordinator Department Name: Client and Supplier Services Job Summary: Responsible for establishing and maintaining candidate and client relationships, preparing client required reports & audits and managing APC’s Marketing Vendor Program Job Responsibilities:
 • Communicate the value of APC to potential professionals • Set up and track new professional hire process (employees and subcontractors) • Ensure that Human Resources has everything they need to process a new professional • Send alignment notification to client once a professional has completed all steps to be
 engaged with APC • Collaborate with client to get Purchase Order (PO) prior to professional start date • Review and understand client T&C’s and ensures compliance • Ensure that client bill-rate markup restrictions are being followed • Request and track PO alterations as needed • Prepare and submit monthly reports to APC’s large clients • Prepare and submit quarterly reports to APC’s large clients • Coordinate, prepare and review documents for various client audits • Manage APC’s Marketing Vendor Program • Represents APC in client contract calls • Participate in a variety of special projects and reports • General office work
 Qualifications and Requirements:
 • Strong analytical and problem solving, and negotiation skills • Excellent oral and written communication skills • Excellent organizational, planning, and prioritization skills • Proven ability to work and interact with other departments in organization
 Experience and Technical Skills Required:
 • Experience with Personal Computers. • Superior knowledge of accessing and using the Internet and MS Office tools
 Education, License, Certification Required: BS Degree Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position Reporting Relationships: Reports directly to: COO
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 Job Description Job Title: Client Coordinator Department Name: Client and Supplier Services Job Summary: In-house Business Development Representative supports the Client/Supplier Services Department. Job Responsibilities:
 • Communicate the value of APC to potential professionals • Set up and track new professional hire process (employees and subcontractors) • Ensure that Human Resources has everything they need to process a new professional • Send alignment notification to client once a professional has completed all steps to be
 engaged with APC • Collaborate with client to get Purchase Order (PO) prior to professional start date • Review and understand client T&C’s and ensures compliance • Ensure that client bill-rate markup restrictions are being followed • Request and track PO alterations as needed • Submit monthly report to a large client of APC • Participate in a variety of special projects and reports • General office work
 Qualifications and Requirements:
 • Strong analytical and problem solving, and negotiation skills • Excellent oral and written communication skills • Excellent organizational, planning, and prioritization skills • Proven ability to work and interact with other departments in organization
 Experience and Technical Skills Required:
 • Experience with Personal Computers. • Superior knowledge of accessing and using the Internet and MS Office tools
 Education, License, Certification Required: BS Degree Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position Reporting Relationships: Reports directly to: COO
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 Job Description
 Job Title: Staff Accountant Accounts Payable Department Name: Accounting Job Summary: The Staff Accountant administers the necessary payroll and accounts payable functions (including subtier invoicing, commissions and internal accounts payable) and performs special projects as needed. Objectives:
 • Ensure that accounting follows GAAP approved guidelines. • Pay all employees, suppliers, and taxes the amount due, when due. • Accurately invoice all billable time and expenses as soon as possible. • Ensure that accounting understands and adheres to financial, compliance, and tax laws for
 all markets pursued. • Assist in the design and test of automation that will increase productivity and/or reduce
 errors or processing time. Job Responsibilities:
 Payroll Functions: Sets up new employees (payroll tax deductions, garnishments, 401k, direct deposit) Maintains payroll records, processes timesheets, creates direct deposit file, prints and distributes direct deposit advises and payroll checks. Makes necessary tax payments to state, local and federal governments. Handles 401-k Administration:
 Sets up new deductions and submit contributions via the web. Makes changes as necessary and review reports as needed.
 Completes correspondences regarding payroll information for unemployment, wage verifications, etc. Reviews and distribute W-2 forms. Accounts Payable: Computes and distributes commissions and pays according to agreed terms. Reviews , codes and processes invoices. Processes and distribute A/P checks. Handles inquiries from vendors. Maintains A/P system records. Prepares and distributes 1099 and other related tax forms. Project Set-up:
 Sets up projects as needed for new hire employees, subtiers and subcontractors. Makes necessary changes, terminates as necessary. Updates budget information according to client purchase orders.
 Enters Subtier Invoices using PO voucher system. Pays according to agreed terms.
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 Computes Subtier invoices and notifies client of any purchase order funding issues. Processes employee, subtier and subcontractor terminations when received. Prepares Sales & Use Tax Reports and make necessary payments to the State of NC. Handles special projects as required.
 Qualifications and Requirements:
 Analytical and problem solving abilities
 Ability to work and interact with other departments in organization
 Written and verbal communication skills
 Knowledge of Excel and Word
 Leadership skills
 Aligns financial policies and procedures with company objectives
 Education and Experience:
 Prefer an AA/AS degree in Accounting plus 2-3 year(s) relevant experience; a BA/BS in Accounting or a degree in a related discipline; or the combination of education and experience that enables performance of all aspects of the position. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Controller
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 Job Description
 Job Title: Staff Accountant (Accounts Receivable) Department Name: Accounting Job Summary: The Staff Accountant responsibilities include full scope of accounts receivables, vendor interface, general billing, collections, maintain projects and purchase orders records, process partial accounts payable functions (including subcontractor invoicing and travel expenses reimbursement) and performs special projects as needed. Objectives:
 • Ensure that accounting follows GAAP approved guidelines. • Accurately invoice all billable time and expenses as soon as possible. • Collect all Accounts Receivables when due. • Ensure that accounting understands and adheres to financial, compliance, and tax laws for
 all markets pursued. • Assist in the design and test of automation that will increase productivity and/or reduce
 errors or processing time. Job Responsibilities: Collects all Accounts Receivables when due.
 Sets up new clients and maintains current clients database in system. Ensures timely and accurate cash posting to sub-ledger accounts. Ascertains the priority and timely reconciliation of delinquent accounts; creates and maintains a follow-up process to ensure that claims get paid. Resolves questions and client disputes quickly to ensure payment. Maintains projects and purchase orders records up to current. Sets up projects as needed for new hire employees and subcontractors. Monitors and runs purchase orders 80% completion report; notifies Reps and Contracts Department if necessary. Reviews, codes and processes subcontractors invoices and travel expenses reimburments. Processes and distributes A/P (subcontractors and travel expenses) checks. Handles inquiries from vendors. Maintains A/R system records. Prepares and distributes general billing timely and accuratly to clients with special requirements if needed. Posts and maintains billing records correctly into Deltek system as well as in EDI system. Communicates with clients and subtier vendors in regards to billing, time hours reports, and rejections issues. Assists with bank reconciliation for month end report. Handles special projects as required.
 Qualifications and Requirements:
 Analytical and problem solving abilities
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 Demonstrated attention to detail and accuracy Ability to work well in a team and independently Customer service oriented to interact with clients, vendors, and employees Written and verbal communication skills Proficiency in Excel and Word Knowledge of accounting concepts and principles Aligns financial policies and procedures with company objectives
 Education and Experience:
 Prefer an AA/AS degree in Accounting plus 2-3 year(s) relevant experience; a BA/BS in Accounting or a degree in a related discipline; or the combination of education and experience that enables performance of all aspects of the position. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Controller
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 Job Description Job Title: Office Assistant Job Summary: Responsible for day-to-day Office Operations and the administrative support of Management and Legal Department. Essential Job Responsibilities:
 • Answers and directs incoming calls • Greets and directs visitors • Distribution of mail and packages • Plans and coordinates company meetings, outings and entertainment • Assistant to the management team • Nominates APC for various awards locally and nationally • Creates press releases for various events and distributes to media • Manages APC Contacts • Coordinates Printer/Office Supply Needs • Technical support for inner office phones • Scheduling and coordinating travel arrangements • Drafts and mails correspondence • Prepares documents for Clients and others • Maintains reports and databases with current information • Edits and proof reads documents • Maintains templates and documents versions • Follows up on outstanding matters with Clients and other parties • Organizes and maintains filing systems • Various other projects as time and interest permit
 Qualifications and Requirements: Excellent interpersonal, communication and organizational skills. Ability to effectively present information. Energetic, forward thinking high ethical standards and an appropriate professional image. Must be able to multi-task and handle competing priorities and must have attention to detail. Well organized and self directed, a team player. Proficient in MS Word and Excel. Experience with Access a plus. Experience and Technical Skills Required:
 • Experience with Personal Computers. • Superior knowledge of accessing and using the Internet and MS Office tools
 Education, License, Certification Required: High School and preferable some college.
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 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position Reporting Relationships: Reports directly to: COO
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 Job Description
 Job Title: Application Developer Department Name: Information Technology Job Summary: To recommend, create, develop and support effective productive applications requested by management and to support user personnel. Objectives:
 • Recommend, Acquire / Develop, and maintain needed productivity systems profitably. • Ensure quality and timeliness over function (i.e. delivering 90% function is probably
 more profitable than 100%) • Ensure APC personnel can access needed IT productivity systems. • Ensure that there is no unauthorized access to APC systems.
 Job Responsibilities: Designs, develops, codes, implements and supports application systems. Provides DBA support for Deltek Accounting System, Time Billing, and various SQL databases. Responsible for supporting development of application solutions, and responsible for the data used, updated and produced by APC’s applications. Creates database structures and maintains the databases used. Provides on-going support to all application development systems. Backup Web developer providing assistance with design, development and support application solutions to meet APC’s requirements. May design, develop and/or re-engineer highly complex application components, and integrate software packages, programs and reusable objects residing on multiple platforms. Backup System Administrator. Assists in operation and maintenance of operating systems across platforms, various database technologies, high availablity solutions. Analyzes problems and establishes solutions. Qualifications and Requirements: Ability to: Advise Data Management Policies and Procedures Advise Data & Database Administration Advice on Data Management and Software selection Advise on Database performance/tuning/measurement Advise on physical database design Must have high level of programming skills Must develop program specifications
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 Must perform application testing activities Must understand data models Must use Application Development Methodologies and tools Must have high level of business analysis skills. Must have proficient level of communication skills.
 Education and Experience:
 Position requires an AA/AS degree in technical related field plus 7 years relevant experience; a BA/BS degree in computer science or related discipline; or the combination of education and experience that enables performance of all aspects of the position.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Vice-President of Corporate Development
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 Job Description
 Job Title: Operations Specialist Department Name: Information Technology Job Summary: To provide technical and administrative support to staff, business development representatives, management, clients and customers. Objectives:
 • Recommend, Acquire and maintain needed productivity systems profitably. • Ensure quality and timeliness over function (i.e. delivering 90% function is probably
 more profitable than 100%) • Ensure APC personnel can access needed IT productivity systems. • Ensure that there is no unauthorized access to APC systems.
 Job Responsibilities: Supports Business Development Representatives – Assists APC BDR’s with access to
 APC’s systems, forms, etc. Helps train BDR’s on all computer applications. Ensure that APC personnel can access needed IT productivity systems. Ensure that there is no unauthorized access to APC systems.
 ACT! Database Administration, server and web.
 Updates all Windows environments for servers and workstations.
 Handles sales, technical support, and marketing of EZ-ACH.
 EZ-ACH web-site administration and updates.
 Performs daily backups via script, scheduled tape.
 Troubleshoots and repairs computer hardware problems.
 Installation and setup of computer software and Windows operating systems on workstations and servers.
 Performs advanced word processing and generates spreadsheets.
 Maintains & creates APC forms and contracts.
 Assists/backup for HR, Contract Admin departments.
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 Assists management with miscellaneous requests and jobs.
 Generates monthly web-site reports for APC Management.
 Submits APC to various search engines, gets APC to show up of first page of search engines.
 Provides assistance to all other department as necessary. Qualifications and Requirements:
 Analytical and problem solving abilities. Ability to troubleshoot potential and existing computer problems. Ability to repair computers. Ability to work with deadlines. Advanced knowledge of MS Word, Excel, WordPerfect, and Adobe PDF writer
 Education and Experience:
 Position requires an AA/AS degree in technical related field plus 4 years relevant experience; a BA/BS degree in computer science or related discipline; or the combination of education and experience that enables performance of all aspects of the position. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Vice-President of Corporate Development
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 Job Description
 Job Title: Sanitation Engineer (Part Time) Department Name: Sanitation Engineering Job Summary: Performs custodial work in office. Job Responsibilities: Sweeps and mops floors and vacuums carpets. Dusts cabinets and woodwork. Cleans out refrigerator and restocks drinks. Cleans bathrooms and replenishes paper containers. Empty’s trash. Cleans/replace air filters. Qualifications and Requirements: Must be available when office is closed to do cleanings.
 Education and Experience:
 High school diploma or general education degree (GED)
 Six months related experience and/or training, or equivalent combination of education and experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: President

Page 58
                        

APC Inc., Standard Operating Procedures Revision: 4 - 58 -
 Job Description
 Job Title: Web Developer Department Name: Information Technology Job Summary: To create and support development web applications requested by management. Job Responsibilities: Recommends, designs, develops, codes, implements and supports web-based application systems. Designs, develops and/or re-engineers highly complex application components, and integrate software packages, programs and reusable objects residing on multiple platforms. Organizes and structures web content in an interactive environment. Involved in creating site architecture and assists in developing site functionality and specifications, defining organization, navigation, and labeling and searching systems. Able to plan, design and deploy Information Technology Solutions using usability / human factors / computer human interaction principles and workflow procedures. Backup System Administrator. Assists in operation and maintenance of operating systems across platforms, various database technologies, high availablity solutions. Analyzes problems and establishes solutions. Qualifications and Requirements: Ability to: Develop program specifications Perform Application Testing Activities Understand Data Models Use Application Development Methodologies and tools Use applications strategies for maintenance Use Full Life Cycle Use Library Management Tools Use Programming Languages Use test tools knowledge
 Education and Experience:
 Position requires an AA/AS degree in technical related field plus 7 years relevant experience; a BA/BS degree in computer science or related discipline; or the combination of education and experience that enables performance of all aspects of the position.
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 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Vice-President of Corporate Development
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 Job Description
 Job Title: General Counsel Department Name: Legal Affairs Job Summary: Provides strategic direction and leadership of the legal affairs of the corporation responsible for all legal matters affecting APC and its relationships with third parties throughout the world; advises the corporation on the legal aspects of implementing its business goals and objectives and the protection of its assets. Job Responsibilities: • Provide primary legal counsel for all corporate affairs • Identify and interpret laws affecting APC • Ensure that all of APC’s actions comply with applicable law • Structure and create contracts with clients, subcontractors, subtiers, business partners, franchises, sales representatives / agents and employees • Assist, as required, in the negotiation of contracts with third parties • File and maintain all required state government franchise applications and reports • Advise on legal aspects of doing business internationally and lead actions to do so • Assist in the conduct of due diligence when required • Manage litigation involving APC and act as the primary liaison with outside counsel on any litigation • Provide legal advice and guidance on personnel matters, to include employee grievances and claims • Oversees the preparation of legal documents • Monitors and evaluates legal trends in industry practices • Prepares and file visa applications or transfers as necessary • Interacts, manages the costs and acts as the primary liaison with all outside counsel engaged by the corporation for specific assigned tasks Qualifications and Requirements: Strong analytical and problem-solving skills. The ability to work to deadlines and keep calm under any circumstance is crucial, as is good negotiation skills. Excellent written and verbal communications skills. Detail oriented. Ability to work as a team leader and team member. Excellent time management, decision making, presentation, human relations, and organizational skills. Able to use PCs, word processing, spreadsheets, and online legal reference materials. A good understanding of the professional services and staffing industry is preferred. Education and Experience: A Bachelor’s degree and JD degree with emphasis on corporate law and contracting, a NC license or Corporate Council Registration plus at least 5 years of experience in corporate law is required. Strong knowledge of international, federal, state and local contract and employment laws and regulations. Well versed in legislation concerning businesses and business activities as a whole.
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 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to the President
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 Job Description
 Job Title: Accounting Clerk Department Name: Accounting Job Summary: The Accounting Clerk’s responsibility includes the full scope of accounts receivables, collections, and performs special projects as needed. Job Responsibilities:
 Sets up new clients and maintains current clients database in system. Ensures timely and accurate cash posting to sub-ledger accounts. Ascertains the priority and timely reconciliation of delinquent accounts; creates and maintains a follow-up process to ensure that invoices get paid. Resolves questions and client disputes quickly to ensure payment. Maintains A/R system records. Handles special projects as required.
 Qualifications and Requirements:
 Analytical and problem solving abilities Demonstrated attention to detail and accuracy Ability to work well in a team and independently Customer service oriented to interact with clients, vendors, and employees Written and verbal communication skills Proficiency in Excel and Word Knowledge of accounting concepts and principles Aligns financial policies and procedures with company objectives
 Education and Experience:
 Prefer an AA/AS degree in Accounting plus 2-3 year(s) relevant experience; a BA/BS in Accounting or a degree in a related discipline; or the combination of education and experience that enables performance of all aspects of the position. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Director of Accounting
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 Job Description
 Job Title: Senior Recruiter Department Name: Recruiting Job Summary: Work with business development representatives to gain a good understanding of specific job requisitions and client culture to help identify “best fit” candidates to meet our clients needs. Qualify potential candidates with regards to compensation, benefits, personality and technical aptitude. Ability to work on multiple job requirements at the same time. Follow-up with both Hiring Managers and candidates in a timely basis. Enter applicant and candidate data entry into an ATS. Job Responsibilities:
 • Solid Internet navigation skills, specifically web-based recruiting and creative sourcing techniques.
 • Proficient with MS operating systems and MS Office. • Familiarity with utilizing an Applicant Tracking System. • Strong sense of urgency to satisfy the client and to meet stated placement goals. • Ability to multi-task is a must!! • The desire to control the amount of income you make.
 Qualifications and Requirements:
 Minimum of three years of previous IT recruiting experience. Must be an articulate individual who can relate to job candidates at all levels of an organization and possesses excellent communication skills.
 Education and Experience:
 HS Graduate, BA, BS preferred Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Report directly to the COO
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 Job Description
 Job Title: Human Resource Administrator Department Name: Human Resources Job Summary: Responsible for the administrative support of day-to-day Human Resources Operations. Assist Human Resources Department as needed. Job Responsibilities:
 • Generate electronic onboarding documents for all new hires. Assist Business Development Representatives with the interpretation and explanation of employee onboarding documents, policies and procedures (APC Employee Handbook) and benefits to ensure all questions have been answered. Ensure all necessary paperwork is returned to Human Resources.
 • Perform all pre-employment screening including Background Checks, Drug Screens,
 Employment and Education Verifications.
 • Ensure compliance with client specific onboarding requirements.
 • Train Recruiting and Business Development staff on onboarding tools, processes and procedures.
 • Assist in performing benefits administration to include assisting with benefits billing and
 communicating benefit information to employees.
 • Maintain Human Resource Information System records to track new hires, terminations, changes in personnel records and benefits.
 • Recommend new approaches, policies, and procedures to effect continual improvements
 in the efficiency of Human Resources.
 • Perform additional HR support as needed. Qualifications and Requirements: Excellent interpersonal, communication and organizational skills and ability to effectively present information. An energetic, forward thinking and creative individual with high ethical standards with an appropriate professional image. Must be proficient in MSWord and Excel.
 Education and Experience:
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 Education and experience include a BA/BS Human Resources degree (or related) and minimum 1 year personnel experience or equivalent combinations of training and related experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: VP of HR
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 Job Description
 Job Title: Sourcer Department Name: Recruiting Job Summary: The Sourcer is responsible for finding qualified candidates for open positions. The Sourcer will be responsible for obtaining the resume of the candidate, and passing it to the assigned Recruiter. Job Responsibilities:
 • Sourcing and researching high-level IT candidates in a fast-paced environment. • Working with Recruiters to help find qualified candidates as well as creating a pipeline of
 passive candidates. • Working day to day to cultivate qualified candidates for assignment-based work. • Distinguishing job requirements and searching for appropriate candidates in both
 traditional and innovative ways. • Engaging in first initial contact of candidates, educating candidates about the position and
 conducting skill-set prescreens. Qualifications and Requirements:
 • Exceptional interpersonal skills. The Sourcer will be calling candidates daily. • Must have strong computer skills, internet savvy • Strong attention to detail. • Good networking skills. • Technical knowledge a plus. • Recruiting experience or exposer to a fast-paced high tech environment a plus.
 Education and Experience: Four-year or Associates degree in human resources, business or related field or equivalent experience or two + years Business Experience in human resources, business or related field.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: National Recruiting Manager - Recruiting
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 Job Description
 Job Title: Staffing Assistant Department Name: Recruiting Job Summary: This position provides general administrative support to the Recruiting Department. Job Responsibilities: Entering Job Orders, updating job boards and posting ads on designated recruitment sites scanning resumes, formatting/preparing resumes for submittal, coordinating candidate scheduling, updating HR tracking system, creating recruitment reports, responding to verbal and written requests for information, working with sales reps and recruiters via the phone and general administrative support. Qualifications and Requirements: Excellent organizational skills and attention to detail; ability to function independently & to multitask; strong MS Office skills. Excellent communication skills. Education and Experience: Prefer an Associates Degree or 2-3 years experience as an Administrative Assistant or entry-level sales. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: National Recruiting Manager - Recruiting
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 Job Description
 Job Title: Strategic Accounts Recruiter Department Name: Recruiting Job Summary: Work with senior management to gain a solid understanding of specific job requisitions and client culture to help identify “best fit” candidates to meet clients needs which are deemed strategic in nature. Strategic in nature can include, but not be limited to:
 • New clients • Existing clients with unique or special requirements • Clients who require direct contact with higher level management
 Qualify potential candidates with regards to compensation, benefits, personality and technical aptitude. Ability to work on multiple job requirements at the same time. Follow-up with both management and candidates in a timely basis. Enter applicant and candidate data entry into an ATS. Job Requirements:
 • Solid Internet navigation skills, specifically web-based recruiting and creative sourcing techniques.
 • Proficient with MS operating systems and MS Office. • Familiarity with utilizing an Applicant Tracking System. • Strong sense of urgency to satisfy the client and to meet stated placement goals. • Ability to multi-task is a must!! • The desire to control the amount of income you make.
 Qualifications and Requirements: • Minimum of two - four years of previous IT recruiting experience. Must have been a Technical Recruiter in most recent position. Must be an articulate individual who can relate to job candidates at all levels of an organization and possesses excellent communication skills. • Education and Experience: HS Graduate, BA, BS preferred Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Report directly to the National Recruiting Manager – Recruiting.
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 Job Description Job Title: National Accounts Manager Department Name: Sales Job Responsibilities: SALES: Personnel:
 • Train, motivate and manage BD representatives. • Guide and assist BD personnel to be more effective and productive • Make joint sales calls with BD professionals to represent APC
 Clients: • Manage activity of a major account • Seek new prospects • Prioritize Business Opportunities • Assist in maintaining and improving client satisfaction
 Markets: • Identify and prioritize new markets within your geographic area • Recruit additional BD representatives
 MARKETING: Branding:
 • Insure consistent representation of the APC Brand in brochures, presentations, etc.
 GENERAL: Management:
 • Cover for BDM’s when not available (vacations, business trips, etc.) • Participate in Sales Meetings, Training, (topics and preparation) • Develop reports measuring productivity of BDM in your area • Assist in identifying process and procedural improvements
 Qualifications and Requirements: Leadership, problem solving, team building, and project management An energetic, forward thinking individual with high ethical standards and an appropriate professional image. A visionary with sound technical skills, analytical ability, good judgment and strong operational focus. A well organized and self directed individual who can relate to people at all levels of an organization and possesses excellent communication skills. A good educator who is trustworthy and willing to share information and serve as a mentor. Education and Experience: BS/BA 5 years of management experience
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 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationship: Reports directly to: VP Business Development
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 Job Description
 Job Title: National Recruiter Manager Department Name: Recruiting Job Summary: The National Recruiting Manager is responsible for managing the day-to-day activities of Senior Technical Recruiters, Technical Recruiters, Junior Technical Recruiters, Sourcers and Admin support to the recruiting organization. Working with senior management, it is the National Recruiting Manager responsibility to gain a solid understanding of specific job requisitions and client culture to ensure the recruiting organization is using all available tools to help identify “best fit” candidates to meet client’s needs which are Strategic to APC’s business. Strategic can include, but not be limited to:
 • New Clients • Existing Clients • Potential Clients • Subtier Providers
 The National Recruiting Manager is responsible for implementing, monitoring and managing recruiting organization policies, processes and recruiter measurements. In addition, the National Recruiting Manager is responsible for sourcing, screening and hiring all internal recruiting or administrative personnel ensuring the success of the recruiting organization. Strong organizational and previous National Recruiting Management experience in a large staffing environment is required. Job Requirements:
 • Demonstrated strengths managing a large staffing organization • Solid organization skills • Experience managing industry standard tools such as Job Boards and Applicant
 Tracking Systems (ATS) • Solid Internet navigation skills, specifically web-based recruiting and creative
 sourcing techniques • Proficient with MS operating systems and MS Office • Strong sense of urgency to satisfy the client and to meet stated placement goals • Ability to multi-task is a must
 Qualifications and Requirements: • Minimum of five years of previous IT recruiting management experience. Must have been a Technical Recruiter prior to managing a staffing organization. Must be an articulate individual, who can relate to and manage employees at all levels of a recruiting organization, and must possess excellent written and verbal communication skills. • •

Page 72
                        

APC Inc., Standard Operating Procedures Revision: 4 - 72 -
 • Education and Experience: HS Graduate, BA, BS preferred Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to the Vice President Business Development.
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 Job Description Job Title: VICE PRESIDENT OF SALES & RECRUITING Department Name: Sales Job Summary: Achieve corporate sales and gross margin goals by providing strategic direction and leadership for APC’s sales and recruiting professionals. Job Responsibilities: SALES & RECRUITING (Sales): Personnel:
 • Recruit and develop high-achiever Business Development representatives and Business Delivery Personnel.
 • Motivate, mentor and manage the sales team to achieve their maximum potential. • Assist in developing Sales Training for BD and Recruiter professionals. • Train, guide and assist Sales personnel to be effective and productive to, at least,
 industry standards. • Develop and implement sales techniques and strategies that produce desirable
 profitable results. • Make frequent joint sales calls with BD professionals.
 Clients: • Work closely with Business Development Professionals in identifying his/her
 target prospective clients. • Cultivate and manage relationships with senior client executives to ensure their
 complete satisfaction. • Manage APC’s activities within our major accounts. • Prioritize Business Opportunities based upon overall Gross Profit potential. • Assist BD representatives in maintaining and improving client satisfaction.
 Markets: • Identify and prioritize profitable markets.
 MARKETING: Branding:
 • Insure consistent representation of the APC Brand in all activities and communications.
 GENERAL: Management:
 • Oversee and manage all sales offices, sales and business delivery personnel. • Cover for BDM’s when required (emergencies, etc.) and assist in covering for
 other senior management when not available (vacations, business trips, etc.) • Develop and Lead Quarterly Sales meetings, topics, preparations and additional
 training.
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 • Identify and assist in developing management reports measuring productivity and profitability of BD reps and business delivery personnel.
 • Assist in identifying process and procedural improvements. Qualifications and Requirements:
 • Client focused. • Strong written and oral communication skills. • Ethical in all dealings. • Energetic, positive, and driven to succeed. • Leadership, charisma, problem solving, team building, and project management. • Proven skills and experience in collaborating with senior executives to identify
 opportunities and develop strategies that enhances or improves business. • Proven skills and experience in anticipating the business demand, developing the
 appropriate business strategies, and preparing effectively. • Strong ability to interview, identify, and validate new high-achiever sales rep and recruiter
 candidates. • Strong industry experience with one or more of the following: banking, technology,
 utilities, government, and biomedical. • Bachelor’s Degree; Graduate Degree (MBA) preferred
 A visionary with charisma, strong client focus, and sound judgment. An energetic, forward thinking individual with high ethical standards and an appropriate professional image. A well organized and self directed individual who can relate to people at all levels of an organization and possesses excellent communication skills. A good educator, who is trustworthy and willing to serve as a mentor. Education and Experience: BS/BA or equivalent experience. 10+ years of successful management and sales experience. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationship: Reports directly to: President
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 Job Description Job Title: Business Development Representative Department Name: Sales Qualification: A strong sales and/or management background with a minimum of three
 years in a technical field and a bachelors degree or seven years experience in lieu of a degree.
 Job Responsibilities:
 Make sales calls on existing clients. Develop relationships with the hiring managers. Acquire job requisitions that we can fill. Make sales calls on new name business and acquire job requisitions. Call on APC employees and sub-contractor and assist them is dealing with APC and our clients.
 Post open job requisition to APC web-site and to fee paid job boards. Search fee paid databases and APC Database for candidates to fill open
 job requisitions. Select candidates based on skill, education, background and cultural fit.
 Complete reference checks and background checks on the primary candidates selected.
 Submit candidates to the hiring managers for their review. Set up
 interviews with the selected candidates and the hiring managers. Hire the selected candidate, provide client orientation, deliver the
 candidate to his/her first day on the new assignment. Provide performance surveys on APC and our employees to our clients. Provide management reports to APC. Reporting Relationship: Reports directly to VP of Sales and Recruiting
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 Job Description
 Job Title: SALES ASSOCIATE Department Name: Sales Job Summary: The role of the Sales Associate is to place, direct or contract, superior candidates that do not fit current APC openings, were not selected by a customer after a recent interview, or have become available due to successful completion of an APC assignment. Job Requirements: The Sales Associate will:
 • Contact and interview candidates represented in order to ascertain their level of interest in other opportunities, specific marketable skills and all intangible information that would aid in the placement of the individual(s).
 • Aggressively market individuals to non-APC customers based on the prospect usage profiles that will be gathered from web sites, newspaper advertisements or other sources.
 • Build a rapport with hiring managers within companies that have consistent needs in the marketplace.
 This position is expected to yield a minimum of 2 placements per month; either direct hire or contract positions. A grace period of 90 days is given to ramp up to expectations and a minimum of one hire is required during this initial ramp-up period.
 Required Qualifications and Skills:
 • Excellent verbal and written communication skills • Strong sales aptitude • Ability to quickly establish relationships • Demonstrated effectiveness in selling over the telephone • Ability to enhance sales skills through training and the ability to apply prior selling
 experience to the IT Services Industry • Fearless in prospecting • Ability to establish and maintain effective working relationships with team members and
 clients. • Ability to maintain own work flow and meet deadlines. • Ability to work in a fast-paced and dynamic environment. • Outstanding customer service skills. • Ability to consistently meet selling expectations and objectives • Willingness to begin in a recruiting role for a minimum of 90 days to learn technology
 and business • Ability to follow-up with client and demonstrate attention to their detail • Ability to respond to frequent demands of multiple customers (internal and external).
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 Education and Experience: • Prior selling experience (3+ Years) • Bachelor’s degree or comparable experience in selling.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Report directly to the VP of Sales and Recruiting.
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 Job Description Job Title: Accounts Payable Specialist-Vendor Management Department Name: Accounting Job Summary: The Accounts Payable Specialist administers the Vendor Management accounting for all subcontracted vendor companies. Job Responsibilities:
 Set up new vendor companies and their related employees Set up projects and budgets for all vendor employees Close out inactive vendor employees and their associated projects
 Verify vendor invoice’s for vendor’s employees’ hours worked, expenses, pay rates and projects Create and verify invoices from APC to clients for hours billed by vendor companies Communicate with vendor companies via telephone about invoice and pay rate discrepancies Communicate with APC clients via telephone about purchase orders and budgeted amounts and have funds added Resolve invoice rejections from Clients due to discrepancy in hours billed or hours reported to Client
 Qualifications and Requirements:
 Extensive written, verbal and telephone communication skills Ability to handle discrepancies with subcontracted vendor companies and APC clients Experience with EDI and Web based invoice systems Analytical and problem solving abilities Ability to work and interact with other departments in organization Knowledge of Excel and Word
 Education and Experience: Bachelors or Associates Degree in Accounting plus 1 year relevant experience OR 2-3 years specific Accounts Payable experience. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: Controller
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 Job Description
 Job Title: Systems Administrator Department Name: Information Technology Job Responsibilities:
 • Responsible for maintaining APC’s IT infrastructure. • Point of contact for assisting employees in maintaining and using their IT hardware and
 software. • Provide day to day management of backups and recoveries for both corporate data. • Physically install equipment and software as required. • Contribute to creating policies, procedures, disaster recovery plans and manuals as
 directed. Job Duties:
 • Maintenance of a Windows 2003 Active Directory Domain including group policy, server management, account maintenance, backup and recovery and general troubleshooting
 • Install, maintain and troubleshoot mission critical server infrastructure involving Windows platforms
 • Install, configure, harden, and maintain enterprise production servers • Install, support, maintain and backup Microsoft Exchange Server 2007 • Install, support, maintain and backup BlackBerry Enterprise Server (BES) • Support Sonicwall firewalls and Sonicwall e-mail filtering products • Design and document configuration management and maintenance procedures • Key member of the team that sets policy, monitors, prioritizes, and develops standards, as
 well as maintains service levels, for the corporate and production environments • Controls day-to-day maintenance of network equipment and phone systems • Responsible for the configuration of load balancing, LAN switching, routing • Responsible for maintaining highest level of system availability • Support all facets of security including firewalls VPN access, anti-virus, and anti-
 spyware, etc. Education and Technical Requirements:
 • 5+ years experience in a Microsoft Windows network environment including Active Directory and Microsoft Exchange management, configuration, and installation
 • Working knowledge of virtualization using VMware • Experience working with server and network technologies including DNS, DHCP,
 terminal services, remote access, VPN, and print services • Knowledge of QA and Development environments • Experience installing and supporting MS Exchange Server & BlackBerry Enterprise
 Server Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position.
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 Reporting Relationships: Reports directly to: Chief Operations Officer
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 Job Description
 Job Title: Resource Manager Department Name: Sales Job Summary: The Resource Manager (RM) is the primary management contact between APC and its professionals. In addition, the RM is the principal proponent of APC for fostering high “employee” morale and customer satisfaction. Job Responsibilities Between Resource manager and client:
 Interact with client management on matters relating to professional performance, billing rates, assignment definitions, and terms and conditions regarding engagement contracts. Discuss specific job responsibilities, requirements, and performance expectations with client. Discuss actual professional performance with client, focusing on fulfillment of contract, and documents client satisfaction or dissatisfaction with services. Identify high achievement areas as well as possible areas needing improvement and/or change in performance. Responsible for ensuring that APC fulfills all of its objectives for Quality service to the client. Negotiate with client on establishing appropriate billing rates for employee assignees. Negotiate with client when appropriate to raise a billing rate within a skill category or to move professional to a more appropriate category. May be called on by client management to help justify and document recommendations for raising skill levels with local procurement organizations.
 Between Resource Manager and Professional:
 Provide professional with an initial orientation on procedures and practices of client prior to assignment. Ensure that the professional understands that APC is the “employer” and the client is the customer. Provide professional with a general overview of client’s work environment, the general expectations the client has of contract personnel, and any special relationships required between our professionals and client employees. Advise professional on basic client attendance expectations, work requirements, and job responsibilities. Provide professional instruction on the proper recording and coding of time sheets and other administrative support requirements that will ensure smooth error free billing and payroll processing. Over the course of the assignment the RM provides guidance to professional when necessary on interpreting client requirements and expectations. Provide liaison between the professional and the client on matters of concern to the professional and to the client.
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 Regularly counsels professional regarding performance improvements when necessary. Formally evaluates professional annually on performance of client requirements and job responsibilities, and provides interim evaluations when performance warrants it. Conducts periodic salary reviews and recommends appropriate merit salary increases when appropriate. Keeps in touch with professional on a regular basis through on-site visits, phone calls, e-mail, and occasional meetings to ensure professional feels a part of the APC organization and has the opportunity to discuss concerns they may have regarding their assignment or future opportunities. In the event an employee is to be terminated, either for performance or lack of work, the RM is responsible for advising the professional of the termination and conducting an exit interview.
 Between Resource Manager and client procurement, 3rd party vendor, and APC corporate business office:
 Is the focal point at the local site for resolving billing issues, contract disagreements, and/or changes in requirements with client procurement staff, 3rd party (national) vendor liaisons, and APC corporate accounting. Is the local intermediary for APC in following up and pursuing unpaid invoices with the client, and communicating problems and status to 3rd party (national) vendor and APC corporate accounting. Is the primary APC representative for resolving discrepancies in bill rates, recorded work hours, and billed hours.
 Qualifications and Requirements:
 Verbal and written communications skills Ability to deal with candidates and internal clients at all levels Ability to manage multiple priorities successfully Demonstrated ability to mentor Strong relationship management skills Negotiation and influence skills Ability to utilize technology as a tool for tracking and maintaining employee/applicant information Retain flexible schedules in order to service clients and field staff requests and/or handle issues, in addition to support after hours and/or on-call duties Ability to drive 200 miles to visit a client site to visit APC employees and client managers
 Education and Experience
 Bachelors Degree in Business, IT or related field Experienced in human resource practices and general employment laws
 Physical Requirements:
 Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships:
 Reports directly to: VP Sales and Recruiting
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 Job Description
 Job Title: Managed Services Delivery Manager Department Name: Managed Services Job Summary: The Service Delivery Manager is a hybrid position which includes both billable and non-billable activities based on business needs. When engaged in billable activities, the Service Delivery Manager conforms to the activities defined by the customer’s direction or SOW. In the non-billable role, the Service Delivery Manager coordinates and/ or recruits individuals for deployment; schedules work hours; performs man-loading; and ensures that all logistics regarding equipment, parts and other issues are addressed. Additionally, the Service Delivery Manager creates checklists, documentation of processes, pricing tools, marketing collateral and other items which are components that will build a sustainable practice and also ensure efficient operations due to application of best practices, lessons learned and training competence. Job Responsibilities: Billable Activities
 • Conform to Customer direction or SOW.
 Non- Billable Activities Engagements
 • Co-ordinates and/or recruits candidates or subcontract organizations for deployment • Performs task level man-loading and creates schedules based on specific tasks and jobs • Assures that all logistics regarding part availability, travel and other issues are addressed. • Manages all required costs associated to engagements and ensures prompt reimbursement. • Closes out projects efficiently and ensures customer satisfaction • Logs lessons learned and best practices for implementation on future projects.
 Operations
 • Creates manuals, handbooks and checklist to ensure conformity across engagements based on expertise, lessons learned and best practices
 • Creates and maintains a list of candidates and subtier suppliers for deployment • Creates pricing tools that can be used to ensure consistent financial returns • Supports the creation of collateral material to support sales efforts in the form of case
 studies, fliers, etc. • Interacts with the APC corporate accounting office to streamline administration wherever
 possible.
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 Working Relationships
 Most Frequent Contacts Purpose Technical Services Sales Coordinate upcoming projects for planning,
 pricing and support Vice President Sales & Recruiting Review progress, client needs, new
 opportunities and expectations APC HR and Accounting/ Administration Pre and post engagement processing of
 employees, schedules, payments and invoices
 Qualifications and Requirements: Articulate and detail-oriented individual that has extensive experience delivering services related to computer and computer related services such as IMAC, roll out activities, O/S migrations or other such engagements. This individual must be proficient in hardware/ software troubleshooting standards and practices. Must be able to maintain organization in a fast paced environment along with the ability to multi-task. Must demonstrate a desire and capability to build strong relationships with customers and have willingness to travel and work flexible hours in order to accomplish tasks. Education and Experience: 10+ years related experience in Information Technology engagements; Proven track record of delivering successful engagements and satisfied customers. Physical Requirements: This individual will require physical health sufficient to meet the ergonomic standards and demands of the position which may include lifting loads of approximately 35 lbs. and climbing ladders of less than 8’. Reporting Relationships: This position will report directly to the Vice President of Sales and Recruiting
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 Job Description
 Job Title: Technical Recruiter Department Name: Recruiting Job Summary: Work with business development representatives to gain a good understanding of specific job requisitions and client culture to help identify “best fit” candidates to meet our clients’ needs. Qualify potential candidates with regards to compensation, benefits, personality and technical aptitude. Ability to work on multiple job requirements at the same time. Follow-up with both Hiring Managers and candidates in a timely basis. Enter applicant and candidate data entry into an ATS. Job Responsibilities:
 • Solid Internet navigation skills, specifically web-based recruiting and creative sourcing techniques.
 • Proficient with MS operating systems and MS Office. • Familiarity with utilizing an Applicant Tracking System. • Strong sense of urgency to satisfy the client and to meet stated placement goals. • Ability to multi-task is a must!! • The desire to control the amount of income you make.
 Qualifications and Requirements: Minimum of one year of previous IT recruiting experience. Must have been a Technical Recruiter in most recent position. Must be an articulate individual who can relate to job candidates at all levels of an organization and possesses excellent communication skills.
 Education and Experience:
 HS Graduate, BA, BS preferred Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Report directly to the COO
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 Job Description
 Job Title: Marketing Specialist Job Summary: Responsible for Branding, Sales Collateral, Web Content, Social Media, PR, and Newsletters. Essential Job Responsibilities:
 • Design and develop Branding Strategy for: a. Staffing in Information Technology, Business, and Engineering b. Energy Industry Staffing c. Game Industry Staffing
 • Create Brand collateral congruent with strategy, both printed and electronic: a. Develop and edit copy write materials b. Effectively communicate graphics requirements c. Vet and negotiate with printing firms for the most cost effective solution.
 • Critique and offer suggestions on APC's web content with limited updating • Create, monitor, and exploit Social Media • Provide editing and limited copy writing for RFP’s (Request for Proposals) • SEO – Knowledge of effective techniques to ensure greatest web exposure
 a. Utilize Google Analytics to drive and monitor site traffic • Manage Public Relations:
 a. Create press releases for various events and distribute to media b. Draft and archive press releases, and create templates for various types of press
 material. c. Draft and mail public relations correspondence. d. Nominate APC for various awards in the communities we serve. e. Maintain client selected communications and databases with current information. f. Follow up on outstanding PR matters with Clients and other parties. g. Create and update various media contact lists for press releases.
 • Miscellaneous: a. Assist the sales management team on special marketing projects. b. Organize, develop and distribute APC newsletters. c. Event coordination of APC sponsored charity events and Christmas party. d. Various other projects as time and interest permit
 Qualifications and Requirements: Excellent interpersonal, communication and organizational skills. Ability to conceptually create a brand awareness campaign, understand its ROI, business planning and strategy process. Ability to effectively analyze and present information. Energetic, forward thinking high ethical standards and an appropriate professional image. Must be able to multi-task and handle competing priorities and must have attention to detail. Well organized and self-directed, a team player. Proficient in MS Word and Power Point. Experience and Technical Skills Required:
 • Experience with Personal Computers.
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 • Superior knowledge of accessing and using the Internet and MS Office tools Education, License, Certification Required: Major in marketing, journalism, public relations, English, advertising, and/or graphic design. Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports directly to: COO
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 Job Description
 Job Title: Associate Recruiter Job Summary: The Associate Recruiter is responsible for working with the Recruiting Team to find qualified candidates for open positions. This is an entry level position in the recruiting field as well as an opportunity to be exposed to the Technical staffing industry. Job Responsibilities:
 • Sourcing and researching engineering, nuclear, technical and high-level IT candidates in a fast-paced environment.
 • Working with Recruiter to help find qualified candidates as well as creating a pipeline of passive candidates.
 • Engaging in first initial contact of candidates, educating candidates about the position and conducting skill-set prescreens.
 • Working day to day to cultivate qualified candidates for assignment-based work. Qualifications and Requirements:
 • Exceptional interpersonal skills. The Associate Recruiter will be calling candidates daily. • Must have strong computer skills, internet savvy. • Strong attention to detail. • Good networking skills. • Technical knowledge a plus.
 Education and Experience: Four-year degree OR Associates degree in a related field plus two years of equivalent experience.
 Physical Requirements: Physical health sufficient to meet the ergonomic standards and demands of the position. Reporting Relationships: Reports to Recruiting Manager.
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