Hon. Pedro Pierluisi Urrutia
Gobernador

Leda. Karla G. Mercado Rivera
Administradora y Principal Oficial de Compras

NOTICE OF AMENDMENT

RFP 21-0004 TO ESTABLISH A CONTRACT(S) FOR MULTIPLE SELECTION OF TEMPORARY LABOR FOR ALL OF THE
ENTITIES OF THE GOVERNMENT OF PUERTO RICO

Subject: Change on pricing worksheet

Proposers interested in participating in the Request for Proposals are notified of the following amendment:

. The PRICING WORKSHEET (“TABLA DE COTIZAR” in Spanish) of RFP 21-0004 is amended on tab #5 of “Positions
Definitions” to separate Translators of oral and sign language as follows:

Job Title Definition Role Examples Minimum Education Requirements
Translator Responsible of Translator - Bachelor's degree from a accredited university.
Oral/Written |interpreting oral or - Previous translator/interpreter support
written text from one experience / expertise required based on the Level
language to another. the GPR needs.

- At a minimum, fully fluent in Spanish and English
(written, oral and hearing).

Translator Responsible of Translator Sign - Bachelor's degree from a accredited university.
Sign interpreting sign Language - Previous translator/interpreter support
Language language from one experience / expertise required based on the Level
language to another. the GPR needs.
- Able to translate into sign language from Spanish
and English.

This amendment is part of the “Pricing Worksheet” and has to be included with the proposal. All other terms,
specifications and conditions remain unaltered.

L/ Gus l Pivaio—

Maria L. Rivera Rodriguez
Se¢retaria
Junta de Subasta

ADMINISTRACION DE SERVICIOS GENERALES
Gobierno de Puerto Rico

PO Box 41249 San Juan, PR 00940 | (787) 759-7676 | administracion@ asg.prgov




REQUEST FOR SEALED PROPOSAL
NUMBER 21-0004
TO ESTABLISH A CONTRACT(S) FOR MULTIPLE SELECTION OF TEMPORARY LABOR FOR ALL OF THE ENTITIES OF THE GOVERNMENT OF PUERTO RICO

Temp Labor RFP
Pricing Worksheef Overview and Insfructions

Proposer Organization: [ L T T I T

Proposer Name: [ B P T P T PP I T

Proposer Location: [ : T e ]

Contact Defails: [ T T EEERS i T o - |

Purpose of Document

This Pricing Worksheet is intended to allow Proposers to provide the Government of Puerto Rico with a pay rate proposal for Temp Labaor.

Submission Instrictions
Please complete the following five sections of the Pricing Worksheaet

1. Proposer information at the top of the "Instructions” tab (above).
2. Job Title-levet pricing for all posiiens listed in the “Pay Rate” tab.
a. Pay rate for L.evel | experience in position
h. Pay rate for Level Il experience in position
¢, Pay rate for Level lll experience in position
d. The multiplier at which the overtime pay rate is calculated for
e. The mark-up category applied to position for Payroll and Non Payroll categories
3. A breakdown of the mark-ups for all components and job categories in the "Mark-up Breakdown" tab.
4. Discounts that will be offered are to be provided in the “Discounts” tab.
5. Al fees have to be disclosed in the "Additional Fees" tab

Proposers are required to fill in anly the yellow cells.
DO NOT attemnpt to add any rows or columns. 1t is crucial that the struciure of the Worksheet is not changed as any disruption to the Worksheet may cause

errors in interpreting your submission.

The completed sheet must be submitted using the file naming convention indicated below:
<Proposer's Name> <21-0004>_Pricing Worksheet_<MMDDYYYY?> xlsx

Proposals must be returned to juntadesubastas@asg.pr.gov by <Month> <Day> at <fime> (AST). As there are no planned extensicns beyond the deadiine, it
is imperative that submissions be on time.
Worksheet Gontents

The Pricing Worksheet contains the job title {and other relevant information) needed to provide rate quotes. All hours are estimate based on ohe (1) year of
work. The Pricing Worksheet is made up of representative positions of Temp Labor utilized across all of GPR and has an estimated annual contracting amount

The: Pricing Worksheet asks Proposers to provide pay rate proposals for positions that meet the job title definitions as listed in the "Position Descriptions” fab.

The "Discounts & Escalations” tab containg discount struciures that can be offered by Proposers. It enables the Proposers to list the discounts off their rates
for different job categories.

A brief description of each field name in the "Pay Rate" tab, the "Mark-up Breakdown” tab, the "Discounts” tab, and the "Additional Fees" tab is fisted below,
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Pay Rate Tab Field Names and Descriptions

Field Name

ﬁeéources

Job Title

Pay Rate Proposals: Level |
Pay Rate Proposals: Level IE

Pay Rate Proposals: Level Il

Pay Rate Proposals: Qvertime
Pay Rate Muitiplier

Mark-up Applied

Overtime Mark-up

Final Straight Time Bill Rate:
Level |

Final Straight Time Bill Rate:
Level it

Final Straight Time Bill Rate:
L.evel HE

Final Overtime Bill Rate: Level

Finat Overtime Bill Rate: Level I}

Final Overtime Bill Rate: Level il

Description T ; S : : &
Temporary Labor Personnel providing services to the Government of Puerto Rico identified by the Staffing Agency or the
Government as a candidate fo supporl the Government's requirements for Temporary Labor Personnel [}

The title of the position to be filled by a temporary labor warker based on historical data of prior positions filled. 1

The pay rate for a given job title for individuals classified as baving level | experience defined in the "Position Definitions™
tab.

The pay rate for a given job title for individuals classified as having level |l experience defined in the "Position Definitions"
lab.]

The pay rate for a given job title for individuals classified as having level [ll experience defined in the "Position Definitions”
fab.

The numerical value that wifl be multiplied by the pay rate for hours worked overtime in a given week.L.

The job category of the job titte which will determine the mark-ups to be appfied.C

The mark-up percentage that will be automatically calculated based on the mark-up category selected and the total
percentage for the specified job categary, found in the *Total® row of the "Mark-up Breakdown" table in the "Mark-up
Breakdown" tab, 7

The overtime mark-up percentage that will be autornatically calculated based on the mark-up category selecled and the
overlime mark-up percentage enlered in the "Mark-up Breakdown” tab.C.

The bill rate that will be automatically calcuiated for a given iob fitle for individuals classified as having level 1 experience
defined in the "Position Descriptions” tab which muttipiies the levet | pay rate by the mark-up rate then added back to the
pay rate in order to arrive at the bill rate.L.

The bill rate that will be automatically calculated for a given job title for individuals classified as having level Il experience
defined in the “Position Descriptions” tab which muitiplies the level || pay rate by the mark-up rate then added back to the
pay rate in order to arrive at the bill rate..

The bill rate that will be automatically calculated for a given job title for individuals classified as having fevel Ill experience
defined in the “Position Descriptions" tab which multiplies the level |l pay rate by the mark-up rate then added back to the
pay rate in order to arrive at the bill rate.r

The overtime rate automatically calculated by multiplying the overtime rate muitiplier in colurmn | by the overtime mark-up
percentage then multiplied by the standard pay sate for a given job title for individuals classified as having level |

The overlime rate automatically calculated by multiplying the overtime rate multiptier by the overlime mark-up percentage
then muitiplied by the standard pay rate for & given job title for individuals classified as having level li experience defined
in the "Pesition Descripfions” lah.[

The overlime rate automatically calculated by multipiying the overtime rate multiplier by the overtime mark-up percentage
then multiplied by the standard pay rate for a given job titte for individuals classified as having levet Il experience defined
in the "Position Descriptions” tab.C

*These hours are subject fo change and are by no means a commiiment of expected volume to be awarded.

Mark-up Breakdown Tab Field Names and Descriptions

Field Name

Component

% of Total Mark-up: General

% of Total Mark-up: IT

% of Total Mark-up: Technical

Descripfion

List of items which are considered to be additional fees or factors in compensating individuals for work performed.D

The percentage mark-up applied to the pay rate for positions which fall under the "General” job category.ls

The percentage mark-up applied to the pay rate for positions which fall-under the “I'T” job category.13

The percentage mark-up applied to the pay rate for positions which fall under the “Technical” job category.r”

PR R L R R 2 s CE el The percentage mark-up applied to the pay rate for positions which fall under the "Professional” job category.n
p

Overtime Markup

The additional mark-ug applied to the overtime pay rate for each positions for the given job categories listed. This markup
is added fo the Total Regular Markup.
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Discounts Tab Field Names and Description

Field Name Description .57

Spénd Level Discount The percentage discount you are willing to provide on the mark-up rate depending on the spend ranges defined. ]
P_aﬁrnent Terms Propo~serls mfzst agree to at least one of the payment terms listed. Please select “yes” for the payment term(s) that your
T organization is willing to agree ta.l

Additional Fees Tab Field Names and Descriptions

Field Name Description .

Administrative Feas The fes(s) charged 1o the Government for any beokkeeping, contracting or other administrative expenses related to the
contract. Itcould be a per cent (%) of the contract or a defined amount,

The fee the Proposer chasges, if any, for the Governmant to hire a Resource that has been working as a temporary
Incentive’s Mark up Resource at the Government for fewer than ninety (90} days in the “Temp to Hire Fee” tab. After ninety (80 days), the fee
is assumed to be zero.

Bonus' Mark up The mark up added te any bonus the Government could give to the Resource,

Mileage's Mark up The mark up added to any miteage reimbursement the Government could give to the Resource.

Drug Tests Fee The fee the Proposer charges, if any, to the Government for any Drug Tesls administered to the Resource. f the
9 Proposer covers the Drug Test fee, it shouldn't be included in the workshest.

The fee the Proposer charges, if any, if the Government pays iate the monthly invoice.

The fee the Proposer charges, if any, for the Government to hire a Resource that has been working as a temporary
Ter_np to Hire Fee Resource at the Government for fewer than ninety (90) days in the “Temp fo Hire Fee” tab. After ninety (90 days), the fee
. is assumed io be zero.ll

The unit in which the fee will be calculated upon. For example, the Temp to Hire Fee will be based on the amount of
Resources hired by the Government; the Mileage's Mark Up will be based on the guantity of the mileage reimbursement.

R T p— Fees that are calculated as a per cent (%} of the base amount established in the second column of the table (Base
® Amount {unity). A fee can only be calculated based on a percentage of the base or a fixed fee.
in .d A nt ($) Fixed fees that are calculated for each one of the base amount established in the second column of the table (Base
ed Amou Amount {unit}). A fee can only be calculated based on a percentage of the base or a fixed fee.

Other Fees Any other fees that you would or could invoice the Government for provinding Temp Labor services.

uestions

The Proposer is fully responsible for obtaining clarification an all fields where input Is required. Proposers wha are uncertain about the meaning of any of the
input fields should reach ASG for clarification by following the instructions set forth in Section 1.5 of the RFP document.
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Pay Rate Proposal Instructions:

Please provide the Pay Rate Proposals that Include Pay Rate for Levels | - Hl, Ovartime #ay Rate Multiplier, Mark up Category {Genera!, Technical, Professional or IT)..
Please provide {n YELLOW highkghted ceiis and do not change or edit zny ather information on this tab.

Pay Rate Proposals i Park up AppHed | y inal Cvertime Bill Rate
Estimated Ouertime - B : 3
. . Annual Hours -PayRate -~ Mar} . Regular¥ime Overtime . PR
loh Title {40h per week) Level Levellll .- Multiplter " Markup  Markup e Level | Leval It - - Level lll
Sariple Pajitor e 2000 S E 00 S e 50| Examm P 3 ; ] F ag’ 2205
Accountant - SN : EERE RN IREEEENY | B ?
AccountingClers 2000 [ et e
Administrative Official 2,000
Administrative Supervisor 2,000
Administrative Support 2,000
Auditor 2,000
Bigtistician 2,000
Business Analyst 2,000
Caregiver 2,000
Clinical Adviser 2,000
Collector 2,000
Community Heaith Educator 2,600
Computer Operator 2,000
Consultant 2,000
Cook 2,000
Cook Supervisor 2,000
Coordinator 2,000
Coordinatar of Health Services 2,000
Counselar Support 2,000 | B BT Tt R e
Courler 2,000 : : s e L :
Data Clark 2,000
Developer 2,000
Driver 2,000
Driver Supervisor 2,000
Epldemiclogists 2,000
General Labor 2,000
Graphic Artist 2,000
Health Services Speciallst 2,000
Health Services Suppont 2,000
Heatth Services Technician 2,000
Human Resources Analyst 2,000
Human Resources Coerdinator 2,000
nspector 2,000
Installation Technician 2,000
IT Caordinator 2,000
Laboratory Assistant 2,000
Legal Advisor 2,000
Legal Support 2,000
Librarian 2,000




REQUEST FOR SEALED PROPOSAL
HUMBER 21-0004
TO ESTABLISH A CONTRACT(S) FOR MULTIPLE SELECTION OF TEMFORARY LASCR FOR ALL OF THE ENTITIES OF THE GOVERNMENT OF PUERTO RICO

Pay Rate Proposal Instructions:

Piease provide the Pay Rate Proposals that include Pay Rate for Levels § - fil, Overtime Pay Rate Multiplier, Mark up Category {Genera), Technlcal, Professional or IT) .
Please provide responses in YELLOW highlighted cells and do not change or edit any otherinformation on this tab.

Pay Rate Proposals o Mark up Applied i ] Fina# Overtime Bill Rate
Estimated . Overtime ! St .
L T . Anaual Hours Pay Hate .- Mark up egular Time - Overtime ST B
Job Fitle o ST 40k perweeX)  Level Level H Llevel Il Muktipher : Category - “Markup -~ ‘Mark up ; | Level Levet Hil

Sapiple Position 5 : 00075 00: F12.60 : 1505 Example ] - 3% ; 3%
Ucensed Practice Nurse R L s B e

Medical Record Abstractors

MMIS / E&E Bustness Process Lead
MMIS / E&E Project Coordinatar

Nurses

Mutrition Lead

Hutritlonist

Paralegal

Pharmaceutical Staff

Pharmatcist

Project Manager

Property Supervisor

Public Documents Administetor

Purchasing Suppent

Registered Nurse

Service Mediator

Service Specialist

Soctal Media Spectalist

Tax Technictan

Team tead

Technical Analyst

Technical Coordinator

Technical Suppoit

Translatar Oral/Written

Transiator Sign Language




Mark up Breakdown

Please provide an estimated average breakdown of the Total Payroll Mark up and Non Payroll Mark up percentage by job category,
Please Note: Estimates represent components of the Total Mark up used in the 'Pay Rate' tab.
Please provide responses in YELLOW highlighted cells and do not change or edit any other information on this tab,

Regular Time Mark up Breakdown

] Résolrce

oo
FICA P VT —
Medicare

SUTA

FUTA

Worker's Compensation
Management Fee

{List Cther here}
(List Other here}

{List Other here)

{List Other here)

{List Other here) :
Total i g, 086 o BT T 0,0% 0% F R % S 00%

ertime Marku

%:
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Discount Instractions
Please provide your proposed discounts on Velume, Payment Terms and fleferrals.

Volume Discoun

What Volume Rehate are you willing to offar for the following spend levels

Spend Level =~ T U U Diseeunt

{Insert Spand Level Range] < 0.00%
{Insert Spend Level Range) -~ S 0.00%
{insert Spend Level Ranpge) 1 7 0,00%
{Insert Spend Level Range) -~ ©°: 70,008 -
{Insert Spend Level Range) = |~ D.00%

Example: The mark-up for all spend up to $5M Is 20%. The spend between $5M and $10M, the discount on the markep Is 10%, meaning the markup would go from 20% 1o 18% {1-0.1X .2 = .18)
This would be paid in the form of a rebata.
Vendors are encouraged to offer af least one spend level. Please indicate the spend fevel required and the discount that would be given.

Payment Terms

Vendors are encouraged to offer at {east ane of the follawing payment terms listed. Pizase select "yes™ far the payment term(s) that your organization is willing o agree to.

Early Payment Terrs - - " Willing te Agree?

2% 45 Net 90

1% 60 Net 90

0.75% 75 Net 80
{Other Payment Term)

Indicate the markup discount that wili be given if the Government refers the Resource to the Proposer

General technical  Professional

Referral Discount
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Additional Fees Breakdown

Please provide all the fees, in addition to the mark up, that your company would bill the Government for,
Please provide responses in YELLOW highlighted cells and do not change or edit any other information on this tab.
The Preposer can only charge a fixed fee or 2 variable fee, thus only one "% of Base Amount” column or "Defined Amount {3)" column can be completed for each Fee Item,

Additlonal Fees Breakdown

Administrative Fees

et Total AR

se Amount (unit)

Contract

: . Delannntis]
. 1000

15.00:

per Total Amount of Contract

incentive's Mark up

per Incentive Amount

Bonus' Mark up

per Bonus Amount

Mileage's Mark up

per Mileage Amount

Drug Tests Fee

per Drug Test

Late Fees per fnvoice Amount
Temp to Hire Fees* per fesource

(List Otfer here} {state Unit here}

{List Other here} - - {state Unit here}

(List Other here} “H{state Unithere) ;00
{List Other here} {state Unit here) :

{List Other here) {state Unithere)

(List Other here} -~ ~'{{state Unit here)

include Conversion Fee of Temp to Hire - inckeding timing and costs

* Temp to Hire Fee the Proposer charges, if any, for the Government to hire a Rescurce that has been working as a
temporary Resource at the Government for fewer than ninety (90) days in the “Temp to Hire Fee” tab. After ninety {90 days), the fee is assumed to be zero.
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f Levet I: Minimal Experiance/Expertise {0-4 years)

tevel Il: Moderate Experlence/Expertise {5-8 years)

BY Leval Il: Advanced Experience/Expertise (i years)

nfmum Eduzation Requirements

Arcauntant

Performs professional accounting work including the examination,
analysis, maintenance, reconciliation, and verification of financial
records; develops and implements new accounting systems; and
performs related duties as required,

Accountants and CPAs

- Four-year bachelor's degree in Accounting from a aceredited university.

- in case of a CPA, the accountant should be licensed as a Cartified Public
Accouatant and should meet all the continuing education requirements stated by
the Colegio de CPAs de Puerto Rica andfor AICPA to practice In Puerto Rico.

- Previous Accounting experience / expertise required based on the Leval the GPR
regulres,

tAccaunting Clerk

Compate, classify, and record numerical data to keep flnandal records
! of routine czleulating, posting, and

comp Perform any c

Accounting Assistant
Accaunting Clerk
Collection Assfstani

verfying dulies to obtain primary financial data for use in
accounting records, Supports the Accountants in their daily tasks.

Fiscal Assistant

- Preparation and e diploma from a vocational schoot in an Accounting related
schoahyork from an aceredited school, andfor 2n associate degree in Accounting
frem an aceredited university.

- ¥revious Accounling experience f expertise regifred based on the Level the GPR
requires.

Administrative Officlal

Examine, evaluate, and i tigate eligibility for or formity with laws
and regulations governing contract compliance of licenses and parmils,
and parform other i and enf inspection and analysis

activities not classified elsewhera. May need specific compliance
knowladge of an industry or area.

Compliance Officer

Contracts Cfficer

Planning OFficar

‘Decupational Health and Safely Officer
Scraening Officer

- Four-year hachelar's degree in Business Administzation r a related fietd from a
accradited university.

- Knowledge In compliance, cantracting, pfanning, health, or any other area thatis
required to be capacitated to do their tasks correctly and efficiently.

- Previous administrative experience required based on the Level the GPR requires,

Administrative Supervisor

Directly supervise, train and coordinate the activities of clerical and

workers, p e for i depart: t
functions and meetings, answering questions partaining to poficies, and
providing administrative support. Exercises independent judgment.

Assists In day-to-day aclivities when their support staff needs help.

Administrative Supenisor

- Four-year bacheler's degree in Business Administration or a related field from a
accredited unlversity.
- Previous supervisor expetience required based on the Level the GPR requices.

Administrative Support

Dutles revelve around managing and distributing Information withia an
office, This generally Includas answering phones, taking memos,
answering electronic and physical mail, bookeeping, typing or word
pracessing, and malntaining files, Reguires knowledge in office
procedures,

Administrative Assistant
Assistant Staff
Admlnistrative Affairs Assistant
Follow-up Assistant
Booking Coordinator
Certified Official

Clarfcal Support
Execulive Legal Secrelary
General Assistant

Human Resources Secretary
Office Assistant

Office Clerk

Office Systems Assistant
Administrative Officer
Office worker
Administrative stalff
Phone Operator
Professional Staff
Professional Support
Receptionist

Secretary

Suppart Staff

Administrative techaician

- Preparation and a diploma from a vocatianat schoo! in an Office Administration
related schoolwark from an accredited school, andfor an assoclate degres In Office
Administration or refated program from an accredited university.

- Previous Administrative experience [ expartise required based on the Leval the
GPR requires,
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Examine and analyze accounting records te datermine financial status

le Fxamples

Minimum Education Requirements

- Four-year bachelor's degree in Accounting from a accredited university.
« The applicable auditing licensas necessary to practice In PR
- In case of a CPA, the accountant should be licensed as a Certified Public

Auditor of establishment and prepare financi2l reports concerning operating Auditor Accountant and shoutd meet all the conltinving education requirements stated by
procedures. the Colegio de CPAs de Puerte Rico andfor AICPA to practice In Puerto Rice.
- Previous Accounting exparience f expertise required based on the Level the GPR
requlres,
Design research studies and analyze its helath-related data to identlfy - Master's degree in Statistics, Biological Sclences, Bio-statistics or a related field
L Htrends or relationships ameng variables, Use this Information te N .. from a accredited university.
Biotistician Riotistician

prepare analytical reparts and provide its results and reccomendations
10 implament public health policies to the GPR,

- Pravious Bio-slatistics experience / experiise required based on the Level the GPR
requires.

Business Analyst

Analyze data snd documentations Lo study and prepare

T d Impl the rec fations to solve
operational, financtal or complex and
productivity. Use active listening, critical thinking, decision making and
hard skills taols to deslan, implement and menitor the solutions. Work
actively with various departments and offices,

Planning Analysi

Business Analyst

Financial Analyst

Fraud Analyst

General Services Administration
Human Resources Analyst
Qperational Staff

Operations Performance Analyst
Planning Analyst

Professfonal Analyst

Program Policy Analyst

- Bachelor's degree fzom a accredited univarsity I the area that most aligns or is
related to the type of analyst the GPR required.

- Previous business analyst experience / expertise required based on the Level the
GFR requires.

- Computer skills knowtedge to do anatytical tasks. Example: Excel, Power Polat,
Word, Onlfne Search Tonls,

Carepiver

Monitor the health status of an individualwith disabilities or illness.
Provide asslstance with rowtine healtheare tasks or activities of daily
living, such as feeding, bathing, toileting, or ambulation, May also help
with tasks such as preparing meals, doing light housekeeping, depending|
on tha patlent's abllities.

LTS Home Caregiver
Home Caregiver

- High School degree fram a aceredited high school.
- Previous caregiver experience required based on the Level the GPR requires.
- Rasic health and housekeeping knowledge

Clinica! Advisor

Studies, analyzes and make rececomendations to non-clinical staff abaut
health-refated situatians to kelp the GPR make health-relatad public
policy.

Clinical Advisors

- Bachelor's degree from a accredited university in a health refaled subject.

- Previous advisory experlence / experlise required based on the Level the GPR
reduires.

- Computer skills knowladge to do communicate findings and recommendations.
Example: Excel, Power Peint, Word, Qnline Search Taols.

Collector

Inputs data of the customer's financial status, identify delinquent
accounts, cantact customers and arrange debt repayment schedules
based on the customer's financial Information.

Collectar
Lottery collector

- High Schogidepres from a accredited high school.
. Previcus collector experience required based on the Level the GPR needs.
- Basic computer skills knowladge te do datz entry tasks and identify accounts.

Commuaity Health Educator

Examina the health sisks of a particelar group, design informatianal
materal, and schedule events to spread health awareness/healthy
lifestyle message, May also be expected to be on call during emergency
situations such as the appearence of & newr virus to advise the public on
how to resnond.

Community Health Educator

. Assatiate's degrea from a accredited university/college in a haalth or stience
related subject.

- Previous education experience / expertise required based on the Level the GPR
requires.

Compuier Operatar

Aunning computer systems; ansuriag that thay are secure and fully-
functional, Logging <iitical camputer activity. Provide support to
computer users having tech difficulties.

Computer Operator
Computer Technician

- Associate's depre from a accred|ted university/ecllegein a I related subject.
- Pravious education experience f expertise required basad on the Leval the GPR,
neads.

Consuktant

Offers advice and exgertise to help Improve business performance In
terms of i p bifity structure, and strategy.

Consuitant

HR Consultant

Legal Subject Matter Expert
Professional Consiltant
Subject Matter Expert

- Rachelor's depees from 2 aceredited university in a business related subject or the
subject for which the individualis being hired for the expertise, Master's degres
prefarred,

- Previaus advisory experience f expertise required based on the tevel the GPR
needs.

- Computer skills knowledge ta do communicate findings and recommendations.

Example: Excel, Power Point, Word, Cnline Search Tools.
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Setting up workstations with all needad ingredients and cooking
equipment. Preparing ingredients to use in cooking (chopping and
peeling vegetables, cutling meat, eic, Caoking food in various vtensils or|
grillers,

‘Role Examples -

Coak
Food Service Support
Food Service Worker

- High Schoot degree frem a accredited high school. A cooking related degree is
preferred,
- Previous cooking axperience required based on the Level the GPR needs.

Cook Supervisar

Supervise, co-ordinate, 2nd schedule the activities of staff who prepare,
poition, and serva food. Estimate and order ingredients and supplies
regulred for meal pr ti

Food Service Supervisor

-Assotiate’s degree from a cooking related subject by an accredited
collegefaniversity.
- Previgus supenising & required hased an the Level the G¥R needs.

Coordinator

Provides office services by implementling administrative systems,
4 and policies; il i projects;
maintaining suggestion program.

Coordinator

Data Coordinator
Project Cocrdinator
Supervisor

- Bachelor's degree from a accradited univarsity in a business related subject or the

subJect for which the individual is being hired for the expertise. Master's degree

preferred.

- Previous coordinator experience f expartise required based on the Level the GPR

needs,

- Camauter skills knowladge to do cammunicate work plan and recemmendations.
fe: Excel, Power Point, Word, Online Search Tools.

Coordinator of Health Services

Responsible for administrative aspacts of patient care, Typically workin
hospitals znd nursing care facillties, and previde non-medical support to
nurses and palients alike. Health care coordinators wark with patlents
ta determine what the patlant's specific medical needs are.

COVID-19 Projects Coardinater
Case Investigation Coordinator
Contact Tracing Coordinater
Health and Safety CoordInator
Radiology Services Coordinator
LTE Facilities / HAI Coordinator

COVID-33 High Risk Communities Coordinator N

Public Health Specialist / Administrator
Health Services Coordinator

Home Coordinator

Transportation Coordinator

- Master's depree from a aceredited university in a health related subject. Medical
degree preferred.

- Previous health coordinator experience f expertise required based on the Level the
PR needs.

- Computer skills knowledge to do communicate work plan and recommandations.
Example: Excet, Power Point, Word, Online Search Tools.

Counselor Support

|Counse] and advise individuals to improve thelr mental health, baltle
addictions and abuse, famlly probi siress

o1 any other situation that may be atfecting the individual and their
menta! health, Assess patients and estahbiilsh a plan to improve their
Eves, Document the shuation with each patient to comply with state,
administrative and federal regulations.

Counselor Support

- Master's dagrea from a accredited university in a counseling related subject,
hMedical depree preferred.

- Previous counseling experience / exgertise required hased on the Levet the GPR
neads.

- Computar skills knowladge to do communicate work pfan and recommendations.
Example: Exce), Power Point, Word, Online Search Tools.

Responsible for distributing packages and documents for institutions
and government agenclas, Reguired 1o pick up documents and packages

- High School degree from a accredited high schaok

prajacts; suggestion program.

. Couri N
Courier from custemer’s offices and then deliver them te final destinations ounes - Previous cousier exparlence required based on the Level the GPR needs.
wilhin a specified area,
- High School d i ceredited high school.
Reads hand-writtes or printed records and types them into a computer, {Data Entry Clerk B N ehool degses from a accrecy N &
Data Clerk \erifies th d et Fha iaformation Data Integrity Clerk - Previous data enlry experience required based on the Leve! the GPR needs.
erifies the accuracy and completeness af tha inform . ata Integrity Clerl . Computer skiis knowledge and typing skills.
- Hizh School d fi dited high schoal.
Analyze project and determine the requirements needed in a software  |Programmer gl | chool degree from a accrediled gl scnod
s . - Pravious daveloper experlence reguired based on the Leve! the G¥It needs.
Daveloger to maximize efficiency. Develop useful softwares ta be used In the GPR. |UAT Test Developer N N N
Modify existi ftwwares to mprove them \Web Doveloner - Software skilis knowledge is reguired based on the language established by the
odify existing saftwares i nem. eb bevelap GPH 16 meet the goal of the project
" - 3 . Cat 6. Driver - High School degree from a accredited high school,
det:
o e onsible for e 't'"“"' j;""; "':L’i‘::s’riz b d;;;m!::j Cat. 8.9 Truck Diiver - Pravious driver experance required based on the Lovel the GPR needs.
river cus ‘:’“elr 5:; s":: B ::::a::; 'imc‘:i £ orders p v Driver - Required state licenses to trive the required vehicles staled by the GPR (Example:
oversee loading 8 ) Transportation and Service Officer Cat. B, €at.9, among others)
Provides offi ices by imph ting in & rati Jated - High School degree from & aceredited high school.
. ro.ul s office seM‘ces Y Implemen ':g In transpor .wn ¢ Transporlation and Service Supervisor - Previous supervisor experience required based on the Level the GPR neads.
Driver Suparvisor projects ative systems, pre and policies;

Transporlation and Service Coardinator

- Requirad state licenses to drive the required vehicles stated by the GPR {Example:

Cat. B, Cat.9, among others)
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Definlticn

Research and develop ta d ine the distribution of
disease, disatility, or health outcomes in Puerte Rice. Develap the
means for prevention and control, Oversee public health programs and
make reccomendations aboul pubtic health policy.

‘Rele Examples

Epidamiclogists

Minimum Education Requirements ~ T

Master's degree from a accredited university in a epldemiclogists related subfect.
Medlcal degree prefered.
- Previous epid
GPR needs.

- Computer skills knowledge to do communicate work plan and recommendations.
Example: Excel, Power Poing, Word, Gnling Search Tools, Statistics softeare,
Sciantific software,

experience [ expertie required based on the Level the

General Labor

- High Schoao! degree from a accredited high school.

may need. Collaborate with projects and agencles to determine thelr
graphic needs and generate it creativaly as digital media.

General tahor Load, vnload, and move materials 2t plant, yard, of other work site. Trainees . Presious geaeral tabor experience seauired based on the Level the GPR neads.
Warehouse Safi
. N N . - High Schoot degree fzom a accredited high school.
Design and develop artistic designs and content for social media, web ) hic art . . ired based on the Level
int pubfications, logos and any other materials that the GPR - Previous graphic artist or content creation experience required based on the Level
Graphic Artist pages, pr ‘ Graphic Artist the GPR needs.

- Technology design skilis is required 10 camplete thelr Functions {Example: desktop
publishing software, video creation and edlting software}.

Health Services Speciafist

Required to provide support for health service providers/payers in areas
ncluding but not necessarily fimited ta: authorizationfutllization review;
case management; quality improvement; and/or other health services
coordination/suppait activities.

Haalth Care Speciallst
Health Educator Lead
Health Services Specialist

- Bachelor's degrea from a accredited university n a Bealth refated subject.

- Previous health services exgarience f expertise required based on the Level the
GPR needs,

- Computed skills knowtedge. Example: Excel, Power Point, Word, Online Search
Toals.

Health Services Suppari

Assists professional staff or other medical staff by providing a varisty of
client services, which includes basic administrative, cferical, and
1echnical sapport services for clients/patiants and the public.

COVID Response Evaluator
Contact Tracing Team
Haaith Educator

Health Service Staft
Heglth Services Assistant
Health Sarvices Clerk
Health Services Support
Public Health Stall

- Dachelar's degree from a arcredited universily in a health refated subject.

- Previous health services exparience / expertise required based on the Level the
GPR needs.

- Compuler skills knowledige. Example: Excel, Power Point, Word, Online Search
Tools, Data Entry.

Health Services Techniclan

Ensures operation of medicat By completi i

L3k y Technici

@ requirements; {oll : er's instructions;
1roubleshooling matfunctions; calling for sepairs; malntafning
Inventaries; evah new and technigues. The

Resource is also re

CT Scan Tachnkcian
Medical Technologists
Radiologist Technclogist
Sonogram Technician

- Associale’s degree from a accredited universily in @ health technician or related
subject.

- Previous technologist experience / expertise required hased on the Level the GPR
needs.

- Requlred stale licenses and/or experience to work es a medical techalcian /
[technologist in Puerte Rico.

Human Resaurces Analyst

Responsible for coflecting and studying infermation related to johs,
Tssuas, and costs that affect their compankes. Many HR
analysts use human resource information system programs.

Employment Promater
Interviewsr

- Bachelor's depree from a accredited university in Buman Resources or a related
subfact.

- Pravious HR experience / expertise tequired based on the Level the GPR neads.
- Computer skills knowledge, Exampla: Excel, Power Point, Word, Online Search

Tools, HR softwares,

Human Resaurces Caordinator

Reguired to help the HR management team with Hit-retated tasks. In
aeneral, the duties are connected ta staffing, record-%seping, and
-amployee benefits,

Human Resources Advisor
Human Resources Conrdinatar

- Bachelor's degree from a accredited university In Human Resources of a related
subject,

- Previous supervisor experiance / expertise required based on the Level the GPR
neads.

- Camputer skills knowledge. Example: Excel, Power Point, Word, Cniline Search
Tools, HR softwares.

inspector

Exerclses the fundamental function of code and regulation enfarcement
and effectiva compliance.

Inspector
Environmental Health insgectors

- Assaciate's degree from a accredited univarsity.

- Previous compliance axperience [ expertise required based on the Leve! the GPR
needs.

- Computar skills keowledge, Examgle: Excel, Pawer Point, Word, Online Search
Taols, Data Entry,
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nimuim Education Requirements ™

Instaliation Techniclan

Examine, test, install, repalr and malntain machinary and equipment 1o
keep it working efficlently. Use hand and power tools te parform the
functions,

Instalfation Techniclan

- Associate's degree fram a accredited universily in a related technician subject.

- Pravious experience f expertise as an installation technician required basad en the
leval the GPR needs,

- Required state licenses andfor experience to work as a technician in Puerto Rlco.

1T Coordinator

Organize daily operations of an IT project by establishing warkflows,
priorities, setting deadiines and meeting with stakeholders to solve
prablems and defiver solutions. Supervise 1T analysts. Provide technical
support for computer users.

AFIX Coardinater

- Bachelor's degree fram a accyedited unlversity in Information Systems or a related|
subjact,

- Previous supanvisor experience / expertise required based on the Lave! the GPR
needs,

- Fluent, varied and deep skills in computer softwares.

Laboratory Assistant

Responsible for preparing sp carry out bastc laboratory
procedures and run tests. Repairsfreordars, maintains, and organizes
all the malerial and equipmant for the laboratory.

Labaratory Assistant
Laboratory Specialist
Laharatory Technician

- Bachelor's degree fram a accredited university in science or a related subject.

- Previous laboratory experience / expestise required hased on the Level the GPR
needs.

- Research Skilts

Legal Advlsor

Lawyeis whe are employed by the government and other organizations
ta provide legal advice and services to the arganization and its
employees,

Lagal Advisor

- Law degree fram a accredited univarsity,
- Previous fegal experience f expertise required based on the Level the GFR needs.
- Tha required licenses to advise and litizate as a lawyer in Puerts Rico

Legal Support

Prepare, revise and process legal documents. Work under the
supervision of a fawyar and assist during her daily duties. Schedule
appointments. Answer the phone. Receive and send correspondancs,

Lepal Advisor Assistant
Lagat Suppart

- Assoclate's degree from a accredited university/coliege.

- Previous support experience [ expertise required based on the Level the GPR
needs.

- Knowledge of legal terminology

Librarian

Responsible for keeping cirrent on resources and literature, and salect
publications for tha libraty's collection.

Librarizn

- Associate's degree from & accredited unfversity/callege.
- Previous lbrarian experience f expertise required based on the Level the GPR
needs,

Licensed Practice Nurse

Assess patients’ health problems and noeds, devalop and executs
nursing care plans, and vphald medical records. Administer
medications to patients and provide hasic patient care,

Licensed Praclice Nurse {LPN)

- Associate's degree from a accredited university/cotlege.
- Previous LPN experience / expestise required based on the tevel the GPR neads,
- Required licenses to work in Puerto Rico

Medical Record Abstractors

Responsibe for undarstanding the EHR (elecirantc health record), and
accurately abstract information that the patient provides concerning his
or her symptoms and medical history, obtained from patient intake
forms,

Medical Record Abstractors

- Bachelor's degree from a accredited university in health or a related subject.

- Pravious medfeal record abstractor axperience / expertise required based on the
ievel the GPR neads.

- Basic Computer Skills

MMIS / E&E Business Process
Lead

Evaluates, designs, executes, measures, moniters and contrals business
processes, Manages work Lo ensuce that business process outcomes are|
in harmony with an erganization's strategic goals.

MMIS / ERE Business Process Lead

- Bachelor's degree from a accredited university In health, busfness ar a refated
subjact,

- Previous supenvision experience f expertisa required based on the Level the GPR
needs.

- Basic Camputer Skills

- Familiar with the Medicald Informatian System.

MMIS f E&E Project
Coardinator

Coordinating project schedules, resources, equipment and information,
Liaising with clients to identify and define projact requirements, scope
and objectives.

MMIS / £&E Project Coordinatar

- dachelor's degree fram a accredited university in heallh, business or a related
subjact.

- Previous coordinator experience / expertise required based on the Leval tha GPR
needs.

- Basic Computer Skills

- Familiar with the Medicaid Manasgement informabion Sysiem,

Nurses

Assess patients' health problems and needs, develop and exacute
nursing care plans, and uphold medical records.

COVID-19 High Risk Communities Nurses
Nurses

- Bachelor's degree from a accredited unlvarsity i nursing,
- Previous nurse or health expearieace f expertise required based on the tevel the
GPR needs.

- Basic Computer Skills
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Definition

Role Examples

Minimum Educatlon Require

Mutrition {ead

Holds i responsibllity for the day-to-day
aperational, purchasing, menu planning, and budgeting aspects af food
service,

Nutrition Lead

- Bachalor's degres from a aceredited univarsity in a health related deprea.

- Brevious nutvition and supervision experience f expertise required based on the
tevel the GPR needs.

- Required licenses to practice as 2 Nutriotfonist In PuzHa Rico

- Baslc Computer Skills

Respansible for daveloping health plans and edurating people about

- Bachelor's degrea from a accredited univarsily In a health related dapree,
- Pravious nutrition experience / expertise required based on the Level the GPR

Nutritionist food. A nutelionist wilf help facilities, patients, and communities Nutritianist needs.
plan menus and nutritional programs. - Required licenses to practice as a Nutriotionist in Puerto Rico
- Basic Computer Skills
- Assoclate's degree from a accredited university/college
Resaarches law, investigates facts, and prepares documents to assist - Pravious paralegal experience / expertisa required based en the Level the GPR
Parategal Paralegal needs,

altorneys by perfarming a variety of support duties.

- Required licenses to practice as & Paralegal in Puerta Rice
- Basic Computer Skills

Pharmaceutical Staff

Produces pharmaceuticat components and products by setting-up,
cleaning, op and I | I, Fotlowing asaptic
procedures and documenting actions.

Pharmacy asslstant
Pharmacautical Staft

- Associate's degree from a accredited university/college in a pharmaceutic zelated
degree *

- Previous pharmaceutal aide experionce / expertise required based on the Level the
GPR needs.

- Required licenses to practice as a pharmaceutical aide in Puerta Rice

- Basic Computer Skills

Pharmacist

Review prescriptions, advise patients about their medications, maintain
recards and dispatch medicines ensuring their quality and security.

Pharmacist

- Post Graduate degree from a aceredited university/caliege in Pharmacy

- Pravious Pharmaceutzl experiance / expertise required based on the Level the GPR
needs.

- Regulred licenses to practice as a Pharmacist in Puerto Rico

- Basic Computer Skills

Projact Manager

Leads planning, budget, personnel lssues, knowledge and

Depuly Project Manager
Event Coordi

dacumentation for a profect.

Operations Project Manager
Project Manager

- Bachelor's depree from a accredited university in a business related subject or the
subject for which the individuzl is being hired for 1the expertise. Master's degree
preferred.

- Previous project perience
tha GPR needs.

- Camputer skills knowledge 10 da communicate work plan and recommendations.
Exampla: Excel, Power Point, Word, Online Search Tools.

required based on the Level

Property Supervisar

ible for providing property

p to ensure a safe, clean,
and sanitary environment for residential i

and i propi

Property Supervisor

- Bachelos’s degrea from & scerediled university.

- Previous property administration experience / expertise reguired based on the
Level the GPR needs,

- Required licenses f cestifications to administrate properties in Puerto Rico.
Carlificatlons strongly preferzed.

- Computer skilis knowledga 1o do communicate work plan end recommendations,
Exampla: Excel, Power Point, Word, Online Search Taols.

Public Documents
Administrator

Tizins employees on records management procedures and policles,
which elude documentation, retention, retrieval, destruction and
disaster recovery. Also assists with file migrations and zudits, and
perfarm administrative 1asks as needed,

Public Documents Administrator

- Bachelor’s degree from a accredited university.

- Previous d e [ expertise required based on the
Level the GPR needs.

- Strong computer skills knowledge Lo do communicate work plan and
recommendaticns. Examples Excel, Power Point, Word, Online Search Tools,

Datab

Purchasing Support

Purchase goods and services for the GPR based on applicable faws and
regulations. Follow the procedures, prepare purchase orders, solicit bid

proposals, and review Analyze price proposals, financlal
reparts, and ather data i corractly datermine a reasonable price.

Parchasing Staff

- Bachelor's degree fram a accredited unlversity.

- Previous purchasing experience [ expertise required based on the Level the GPR
needs.

- Computer skil's knowledge to do communicate work plan ard recommendations,
Example: Excel, Power Paint, Word, Online Search Toals, Databases.




Registerad Nurse
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Parforms diagnostic tests and analyzing resulls, edministers

dicati p medfeal records patients’ symptoms
and medical histories, and assists with patient rehabilitation and follow-
up.

Role Fxamples

Registered Nurse (RK)

Minimuzs Education Reguiremen

ssoctate's depree from a accredited university in Nursing.
- Previous nursing experience f expertise required based on the Level the GPR
needs,

- Required licenses to bz an &N In Puerto Rico

- Basic computer skiffs knowledge.

Service Mediator

Serves as neutral and non-hfased negotlator to settle disputes between
sanvlce providers.

Service Medfator

- Master's degree from a accredited university in Mediation or a refated subject.
- Previous mediating experience / expertise tequized based on the Level the GPR
needs,

- Required licenses to be an mediater in Puerto Rico

- Baste compdter skifls knowledge.

Service Speciallst

Provides service or preduct information, solutions, and relevant details
to customners about governmental programs.

Service Spectalist

- High School degree from a aceredited high schoal.
- Previaus customer service experience requirad based on 1he Level the GFR peeds.
- Pasic computer skills knowledge,

Social Medla Spacialist

Study market segments and gather data to determine which ones
should the GPR target for that specific program. Create a sockal media
strategy to communicate to that target segment. Create content to
share in sockal media. Adminlsirate the social media accounts. Develop
recomendatians ta increase visibility,

Sociat Media Specialist

- Bachelor's degree frem a accredited university in Marketing or a related subfact,

- Previous marketing and social media experience / experilse required based on the
Level the GPR needs,

- Computer skifls k to do ¢ ate wark plan and rec
Example: Excel, Power Palnt, Word, Online Search Tools, Databases, Publisher,
Social Media.

Tax Technicizn

Determine the tax liabillly from individuals and businass firms. Coliect
taxes based on applicable state and federal laws and regulations.
Contail taxpayers to ask for o and revise it.
haintain records of taxpayers up 1o date. Perferm clerical duties.

Tax Technician

- Bachelor's degree from a accredited university in Accounting,

- Previous tax accounting experlence { exaertise required based on the Level the
GPR needs.

- Strong Puerto Rico tax knowledge of the rules and regulations

- Comptster skitls knowledge. Example: Excel, Pawer Poinl, Word, Online Search
Toaols,

Manages and leads a team of employees. Communicatas company
goals, safaty practices, and deadlines to team. Provides help to

Certification Lead
Case Investigation Leader

- Bachelor's degree from a accredited university.
- Previous supervising experience f expartise required based or the Level the GPR

Technical Analyst

database administration. IT sperialists may alse provide technicat
support to an agency’s employees and train non-technlcal workers on
the business's Information systems.

Program Integrity lnvestgator
Quality Assurance Analyst

Operations Readinass Analyst
Survellance Utilization Review

Teamn Lead management, including hiring and training, and keeps management Operational Leader neads,
updated on team performance. Communicates concerns and policies  {Voluntesr Promoter - Compuiter skills knovdledge, Example: £xcel, #ower Paint, Word, Online Search
among nt and team I Team Lead Toals,
Implementation Analyst
ible for nebwork ftware deyal and Program Integrity Analyst - Bachetor's degree from a accredited university in information Systems or a related

subject.
- Pravious IT experience / expertise required based on the Level the GPR needs.
- Strong technical camputer skilis knowledge.

Technical Coordinator

Responsible for supervising technical analysts and support, coordinate

Technpical Project manager
Data Manager

projects, manage budgats, hlish deadlines and co: icate results
to stakeholders.

Tmpd ion Manager
Quatity Assurance Manager
Elactronic lnfermation Systams Supervisor

- Bachelor's degree from a accredited university in Information Systems or a related
subject.

- Previous IT Suparvision experience [ expertise required based on the Level the GPR
needs,

- Strong technical computer skills knowledge.




Techaiczl Suppart
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= Definition

Responsible for praviding assistance to p
P , sat up H train employees how to use technical
software and oversee the daily parformance of computer systams.

users, answer{ng their

Role Examples -
Data Governance

Data Quality Staff

Help Desk

Interfaces Data Conversion
IT Specialist

Computer aperator
Program Analytical Report
Program Techniclans
Security Compliance Officer
Secutity IT Gfffcer
Technical Staff

Technical Support

IT Tachnician

Systems Technlcians

Minimum Education Bequirenients

- Bachelor's degree from a accredited university in Information Systems or a related
suliject.

- Previous IT support experfance / expertise required based on Lhe Level the GPR
needs.

- Strong technical computer skils knowiedge.

Translator Oralfwrilten

Responsibile of interpreling oral or written text fiom one languapa to
another,

Translator

- Bachelor's degree from a accredited university.

- Previous transtator/finterprater support experience / expertise required based on
the Level the GPR needs.

- At a minimum, fully fluent in Spanish and English [written, oral and hearing).

Transfator Sfga Lenguage

R ible of from ane to

another,

preting sign }

Translator Sign Language

- Bachalor's degree from a accredited university.
- Previous translatar/inter preter support exp
the level the GPR needs,

a [ expertise required based on

- Able to ranslate into sign language fram Spanish and English,




