	

	Admin. Ops. Meeting

Minutes
	11/20/03
9:45 AM to 10:45 AM

31/6A-35

	

	

	Meeting called by:
	Lucy Greene
	
	

	

	

	Attendees:
	ARC Managers

	

	Agenda

	

	Announcements
	Lucy
	20

	CAMP Demo
	Mel Bronez
	20

	SLA agreement with HR
	Lucy
	20

	
	
	

	
	
	

	
	
	

	Additional Information

	Administrative Operations (Values: Teamwork, Creativity, Integrity, Customer Satisfaction, Making a Difference)

Strategic Goals                                                                                              Objectives
Improve Partnering with Science and Other Customers                              Streamline NCI orientation

                                                                                                                      Conduct customer surveys
                                                                                                                      Finalize standard AO position descriptions
Improve our Customer Services through Effective Processes                     Overhaul NCI redbook
                                                                                                                      Develop new online budget report for scientists; roll out new budget course
                                                                                                                      Redesign CAMP website

Manage our Human Capital in such a way to Attract, Develop,                 Develop succession plan for administrative positions
 and Retain a High Quality Workforce                                                        Participate in A76 initiative
                                                                                                                     Analyze functions to prepare for NIH administrative consolidation initiatives
                                                                                                                     Develop new mechanisms to reward staffs
                                                                                                                     

	

	


	

	Admin. Ops. Meeting

Minutes
	11/20/03
9:45 AM to 10:45 PM

31/6A-35

	

	Meeting called by:
	Lucy Greene

	Attendees:
	ARC Managers

	Announcements
	Lucy
	20

	
	Discussion:  

Janis and Lucy thanked everyone for attending the OM all hands meeting on Wednesday. 

A discussion was held about the customer service award policy.  This year the criteria was more closely followed than in past years.  Awards that were not from customers were not accepted, and the awards had to come from 3 different customers, according to policy.  Emails that simply said, “Thanks” were not accepted.  This change had been discussed previously. Next year the policy will be clarified further still. A working group is being put together to discuss how to clarify and improve customer service awards. 
Freeze: Internal merit promotions at the 13 and below are unfrozen.  Outside hires are still frozen. 14s and above still have to go to NIH (Chick Leasure), but are not going to have to go the freeze committee. DHHS still has a freeze on some areas to be consolidated.

We will set up training on Quickhire – please send Lucy a list of ARC people who want to attend.

The early out authority (VERA) is approved again for FY04. More information will follow.
Buyout: Buyouts will be offered to a few limited groups that were affected by A76 in ’03 (such as the Clinical center). A request was sent to DHHS last week to request a buyout for those affected by A76 in ’04.  Nothing has been heard yet.



	
	Action items: 
	Person responsible: 
	Deadline:

	
	Send Lucy a list of people who want Quickhire training.
	ARC managers.
	12/8

	
	
	
	

	CAMP Demo
	Mel
	20

	
	Discussion:    Mel demonstrated the new CAMP Website. It is live at this time, and will continue to be updated in certain areas. Mel would like to receive comments from everyone.  

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	


	SLA Agreement with HR
	Lucy
	20

	
	Discussion:  Postponed until next time.

	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	

	
	
	
	

	Additional Information

	

	


