	

	Admin. Ops. Meeting

Minutes
	12/4/03
9:45 AM to 10:45 AM

31/11A-10

	

	

	Meeting called by:
	Lucy Greene
	
	

	

	

	Attendees:
	ARC Managers

	

	Agenda

	

	Announcements
	Lucy
	20

	SLA
	Lucy
	20

	HR Update
	Patrick
	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
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	Meeting called by:
	Lucy Greene

	

	

	Attendees:
	ARC Managers

	Announcements
	Lucy
	20

	
	Discussion:  

Lucy handed out information on Leadership coaching being offered by Professional Resources Inc.  This coaching is for ARC managers or other supervisors who wish to improve their skills.  Feel free to contact PRI directly.
Donna Gellerson still needs to have head counts for the OM Holiday Party.

The Procurement workgroup will have their 1st kick off meeting in January.  The purpose of this group is to discuss the top issues or barriers that they feel are constraining procurement efficiency in NCI and identify ways to counteract these constraints.
A recent email notified NIH staff of HHS mandatory training for supervisors and managers. All staff who are considered either supervisors or managers should take the training.

	
	

	
	Conclusions:

	
	

	
	Action items: 
	Person responsible: Janis
	Deadline:

	
	
	
	

	
	
	
	

	SLA
	Lucy
	20

	
	Discussion:    Lucy went over the new Human Resources (OHR) Service Level Agreement being proposed by OHR. A number of concerns were raised about the document, including the lack of time frames for classification actions.  The problem of insufficient employee relations support was also raised. Ideally, employee relations support needs to raise the level of the knowledge of the manager. The discussion noted that we need to measure the outcome or the results of the service, not just whether the time frames were met.   In other words, it is possible to meet time frames on recruiting actions, and still not have a viable candidate.
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	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	


	HR Update
	Patrick
	20

	
	Discussion: Patrick reminded staff that Dr. von Eschenbach has retained the delegation for any non-scientific personnel action at the GS-13 and above.  He also reminded staff that Janis has not redelegated any authorities to the ARC managers at this point.  Award delegations will hopefully be signed by Dr. von Eschenbach soon.
 
New T42 Standing Committee procedures were distributed (see attached).
 
Additional information about EPMP closeout and performance contracts for ’04 will be coming.  Patrick has contacted OHR for information.
 
If ARCs have not submitted a “stale actions” list to Patrick and would like to, they should do so as soon as possible.  Patrick and Lucy will begin regular meetings with Richie and can go over stale actions.
 
There was also considerable discussion about QuickHire.  HR is experiencing many problems getting vacancies announced.  We will also look into training for admin staff.
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