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	Additional Information

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

         2004 TOP TEN GOALS for ADMIN OPS

1. Complete review of purchasing function in admin ops to look for efficiencies and recommend solutions to job classification and retention issues.

2. Facilitate the creation of a workforce plan for the Office of Management, including a hiring plan 2004 for Administrative Operations.

3. Create a mechanism for the tracking and coordination of recruitment packages in NCI.

4. Inaugurate an administrative “Grand Rounds” program.

5. Complete the update of the Title 5 and CRTA sections of the Redbook.

6. Inaugurate a new SOFIE financial reporting system for financial management and pilot the system for NIH in two of the NCI ARCs.

7. Collaborate with NIH on testing the IC access to the new WITS HR tracking system 

8. Roll out Academy for Career Excellence in the ARCs

9. Participate in a strategic planning process to update the strategic plan for OM

10. Finalize and publish new cash award guidelines for NCI

                                                                                                         

	

	


	Announcements
	Lucy
	20

	
	Discussion:  Lucy reminded everyone that the FISH! seminar in DC is on next Wednesday, May 12, 2004.  This is all day training on a new management best seller about motivation in the workplace.

Lucy mentioned to everyone that Arturo Giron who used to be the head of OSFM is in the Volunteer Leave Transfer Program and he is under treatment at the clinical center.

All performance contracts of the ARC managers are due by next Wednesday, May 12, 2004.

There will be a meeting tomorrow with Janis, Ann Fitzpatrick, John, Patrick, and Lucy to discuss processing procedure on emergency FTE packages. A procedure for handling these cases has been drafted and will be discussed with the deputy directors next week.
The Blue Ribbon panel will release its report on outside activities tomorrow.  It will include recommendations on who should file publicly and our relationships with outside organizations, among other recommendations. There will be a new database system which will allow individuals to see the status of outside activities.  ARC managers expressed interest in having access to the system. Lucy will also invite Jake to talk about this database.

NCI’s coding for the Fair Act Inventory went to NIH recently.  It will then be reviewed by functional reviewers to ensure consistency across the ICs.  Lucy handed out copies of the Fair Act Inventory for the ARC staff to all ARC managers so that they could see how their staff is coded.  As a reminder, we have not been told which codes fall under the inherently governmental category versus the commercial categories. Although a recent letter went from members of Congress to Mr. Thompson asking that the A76 activities be put on hold, NIH is continuing until they hear from HHS.  Nothing is known yet about which functions will be studied in 2005.  There was a short discussion about how the non-MEO work can be handled for the extramural ARCs.  This will continue to be discussed in the coming weeks.
Lucy noted that a recent email went out from NIH about travel card fraud.  Reasons for canceling a travel card might include intentional misuse and/or not paying one’s bills.  Accidental misuse should not be a reason for having someone’s card canceled. 

OPFs will be converted to electronic format by August, 2005.

The House and Senate budget hearings went well. However, there is a strong possibility that we will not get a budget before the election.

We have been given a waiver for infrequent vendors registering in the CCR.  However, there is a use limit of up to 6 times per year, plus the use cannot be on a regular basis.  The exemption is for “individuals (who) only provide their services once or very infrequently….”  “If they receive repeated awards, there is no exemption for this situation.”

Lucy handed out a guide produced by OSPA for new staff.  Any one interested in doing something similar should contact Thuy Vo.
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	Office of Workforce Development
	Chris Bruce
	30

	
	Discussion:    Christina Bruce and her staff from the new Office of Workforce Development, formerly the Office of Diversity and Employment Programs (ODEP), presented their new programs and initiatives.  For six years, ODEP endeavored to offer excellent recruitment, retention, and outreach programs.  These are not going away.  They are simply being joined by new programs and initiatives to address workforce development.  The office name has also changed to more accurately reflect the scope of all of its services.  
The Office of Workforce Development is implementing a comprehensive workforce development framework consisting of customized programs.  These new programs offer tools to assist scientists and supervisors in managing for results, improving individual and team performance, and channeling efforts to effectively pursue the NCI mission.  While these programs have been conceptualized as building on one another, managers will be able to access any of them as a stand-alone service.  The new programs include: 
· Workforce Development Service – partnerships with managers to develop and implement customized workforce development strategies for optimizing performance

· Supervisor Training And Resources (STAR) – providing resources and tools tailored for new and existing supervisors to assist them in managing and developing their workforce
· Coaching for Conflict Management – providing informal one-on-one guidance and support to managers around successful and productive ways to handle workplace dynamics
· Knowledge Management: A Mentoring Program – providing NCI employees a formal mentoring program for employees with administrative duties
· NCI Leadership Roundtables – facilitated leadership development programs for FTEs at all levels

· NCI Training Warehouse – a desktop resource to identify training options by utilizing existing resources and developing Institute-specific training as needed
For more information, contact the Office of Workforce Development at (301) 435-8524.
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