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	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
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	20

	
	Discussion:  

Lucy announced that there is more information to come out from Building 1 on how the new Title 42 policy will work.  In the meantime, continue to send cases forward under the old guidelines. Lucy also briefed everyone on the major changes that will take place due to the consolidation of the EEO offices.  A handout of the changes was given out.  The new plan calls for a continuation of collateral-duty EEO counselors, which was supported by the executive officers.

	
	David Elizalde, the new Executive Officer, stopped by for a brief introduction.  David said that he was pleased to meet everyone and that he was very supportive of staff training and empowerment.

	
	Lucy handed out a draft of the Academy of Career Excellence training program.  ARC managers should bring any proposed recommendations and changes back to Lucy by August 25th.  After that time, it will be distributed to staff.
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	NCI Organizational Culture Survey
	Bill Neale
	40

	
	Discussion:    Bill Neale, co-developer of the Denison Organizational Culture Survey, presented an overview of the Denison model, demonstrated the types of information that the survey can produce, and illustrated how various organizations have utilized the survey to improve their performance and achieve their goals.  The survey measures four culture traits that have been shown through over 15 years of research to significantly impact an organization's effectiveness:  Involvement (employee engagement, ownership), Consistency (systems, structures, processes), Adaptability (external patterns and trends), and Mission (direction, purpose).

 

Mary Regel Burness, from the Office of Workforce Development, described the process to be used at NCI.  She explained that staff and contractors will be informed about this initiative through a variety of communication mechanisms, the survey will be administered online to NCI's workforce in October, and the results will be presented to senior leadership in a variety of reports that will serve as a basis for action planning to align NCI's culture with its goals and priorities.  Results will also be available to any workgroups wishing to utilize their specific results to develop action plans for enhancing their effectiveness.



	
	

	
	Conclusions:

	
	

	
	Action items:
	Person responsible:
	Deadline:

	
	
	
	

	
	
	
	

	Additional Information

	

	


