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February 27, 1995

George Waldrop

Assistant District Director

INS - Miami

7880 Biscayne Blvd

Miami, FL 33138 VIA FAX

Dear Mr. Waldrop:
As we discussed on the phone, the need to expedite the applications for immigration have
become very clear. The threat of forced military service of the applicant's family in Cuba is

unacceptable.

The following individuals are listed under the two separate applications and are identified by
their relationship to their American applicant:

Application #1 Application #2
Case #: SRC-95-005-51104 SRC-95-005-50550
Daughter:  Nora M. Lopez Eva M. Lopez-Riera
Son-in-Law: Rodolfo Mayor Rodriguez Raul Suarez Junco
Grandchild: Anais Mayor Lopez Raul Suarez Rodriguez
Ana Isabel Mayor Lopez Eric R. Suarez Lopez

Elizabeth Suarez Lopez

I am personally grateful for your cooperation and counsel during this very challenging time. If
I can ever be of any assistance, you need only ask.

Sincerely,

Gustavo M. Ventura
Executive Assistant for the
Director of National AIDS Policy



February 27, 1995

George Waldrop

Assistant District Director

INS - Miami

7880 Biscayne Blvd

Miami, FL 33138 VIA FAX

Dear Mr. Waldrop:

At your request I am sending you the telephone numbers/points of contact and addresses for
the applicant's family in Cuba:

Nora M. Lopez
SRC-95-005-51104
Enrique Echevarria #34
Pinar del Rio, Cuba
011-53-82-2508

Eva M. Lopez-Riera
SRC-95-005-50550
Grabiel Lache #206
Pinar del Rio, Cuba
011-53-82-5880

I am very pleased to hear that their applications have been approved. I look forward to
helping you expedite the processing of these applications with the National Visa Center.

Sincerely,

Gustavo M. Ventura
Executive Assistant for the
Director of National AIDS Policy
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Gus M. Ventura

Executive Assistant for the
Director of National AIDS Policy
Daily Routine

- Review of office physical requirements (furniture, computers,
telephones, and general supplies)

- Liaison with building representatives on office requirements.

- General office management issues (correspondence control,
Project management, reference library, kitchen/vending machine
requirements, etc)

= Software analysis of computer capabilities and potential
hardware problems.

= Support of Patsy Fleming's HHS office on coordinating schediules
and other scheduling requirements. (Confirm scheduled meetings,
setup staff cars, contact other agencies, etc..)

- Travel claim for Patsy Fleming (Paris)

- Arizona Quilt

= Follow up on Travel issues sent to Humphrey Building

- Follow up on Television problem/Cable connection issue
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Gus M. Ventura

Executive Assistant for the
Director of National AIDS Policy
Daily Routine

- Review of office physical requirements (furniture, computers,
telephones, and general supplies)

- Liaison with building representatives on office requirements.
- General office management issues (correspondence control,
project management, reference library, kitchen/vending machine
requirements, etc)

- Software analysis of computer capabilities and potential
hardware problems.

- Support of Patsy Fleming's HHS office on coordinating schedules
and other scheduling requirements. (Confirm scheduled meetings,

setup staff cars, contact other agencies, etc..)
S

- Travel claim for Patsy Fleming (Paris)
;? - Arizona Quilt

- Follow up on Travel issues sent to Humphrey Building

- Get Mary McGonigel's home phone number

= Follow up on National Hemophilia Foundation Ltr

- Follow up with Kimberly Miles on Task Force phone call
- Follow uﬁ on Television problem/Cable connection issue

- Help with Television interview setup
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Gus M. Ventura
Executive Assistant for the
Director of National AIDS Policy

Daily Routine

- Review of office physical requirements (furniture, computers,
telephones, and general supplies)

- Liaison with building representatives on office requirements.
- General office management issues (correspondence control,
project management, reference library, kitchen/vending machine
requirements, etc)

- Software analysis of computer capabilities and potential
hardwvare problems.

- Support of Patsy Fleming's HHS office on coordinating schedules
and other scheduling requirements. (Confirm scheduled meetings,

——

2K

set staff cars, contact other agencies, etc..)
\)7;fz;31 orders for Karyn Feiden

X' Travel voucher for Brenda Kunkel

.= Travel claim for Patsy Fleming (Paris)

- Arizona Quilt
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Author: Arthur Lawrence at “ONAPC
Date: 2/9/95 2:09 PM

Priority: Normal

' CC: Jeff Levi

CC: Richard Sorian

TO: Sally Jones

TO: Gus Ventura

Subject: Re: Job description

-- Message Contents -
Gus -

All position descriptions contain the "other duties" caveat, not just
yours. I cannot think of a single duty which you are performing or
have been asked to perform which is not included in your existing
position description.

You are 100% correct that there are some things which cannot be asked
of a federal employee. For example, you cannot be asked to conduct
personal business in behalf of your supervisor. Or, you cannot be
asked to conduct government business from the personal residence of a
supervisor, except for what can be construed as "short meetings", i.e.
one or two day retreats or the like) strictly for business purposes
where the personal residence is offered for hospitality purposes only.

It is legitimate for you to be asked to lift a "heavy box", provided
that your are physically capable of doing so and that the box must be
moved in the disccharge of government business. You cannot be asked
to lift boxes and conducts manual labor except as it is incidental to
your principal job description.

Reply Separator

Subject: Job description
Author: Gus Ventura at “ONAPC
Date: 2/9/95 11:04 AM

Jeff has quite accurately noted that the job description for my
position is not current with the needs of the office. I would like to
ask how a job description goes about being redone and how it impacts
the individual currently filling the position.

Jeff also noted that the current job description states "and duties as
assigned” as a closing statement. Can the scope of these possible
duties be generally identified? I know there are some things that
cannot be tasked to a civil service employee regardless of this
phrase. An extreme example would be moving heavy objects or the like,
but what about other general restrictions or guidelines for this
"other duties assigned"?



Author: Gus Ventura at “ONAPC
Date: 2/9/95 1:09 PM
Priority: Normal

Receipt Requested

TO: Arthur Lawrence

CC: Jeff Levi

CC: Sally Jones

CC: Richard Sorian

Subject: Desk Audit

Message Contents

Mike James of HHS has recommended that I request a desk audit of my
position to accurately reflect the needs of this office.

It has become clear that the original position description does not
accurately reflect the new priorities and needs of this office. What
was once viewed as a temporary situation and staffing lapse has become
institutional with little hope of change in the near future. My
position has become a unique blend of Executive Assistant and
Administrative Officer with Sally's signature authority one of the few
things I lack. With temp contracts coming to a close it is becoming
more apparent that I will be the only stable staff support for three
staff officers and the occasional handful of interns (Brenda Kunkel
can really count as a fourth staff person). A new pd would help
define the scope of this support, office management and the
responsibilities for the Director's schedule as well. And, most
importantly, prioritize these responsibilities.

As such, to ensure that duties are clearly defined and the appropriate
skills required of any person expected to fill this position in the
future, Mr. James has determined a desk audit to be the most effective
personnel tool to achieve this.

I, therefor, request a desk audit of my position. Thank you.
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STATEMENT OF DIFFERENCE

This position is the same as the Staff Assistant, GS/0301/12
except that this position will receive more supervision.



STAFF ASSISTANT
- GS-301-12

"I. INTRODUCTION.

"rne incumbent serves as the Staff Assistant for scheduling, and

M-
as the Executive Assistant “c the National AIDS Policy
Coorcdinator (NAPC), Office of National AIDS Policy (ONAP).:  Under

Che cirection of the Assistant Secretary for Healith (ASH), the
Ziractor ¢ CNAP shall serve as the Deputy Naticnal AIDS Policy
Ccordinater in addition te the Director oFf the CNAP which:

z Serves as the crincizal HIV/AIZS szaff <o the ASY a=nd the

' National AIDS Policy Coordinator;

c Directs and/or coordinates HIV/AIDS policy pianning
processes and monitors progress toward achieving established
gcoalis;

o Provides Public Kealth Service (PHS) iiaison with and

' support to the National RIDS Policy Coordinator, Executive
Qffice c¢f the President;

o Identifies critical HIV/AIDS national and PES policy issues,
including inter- and intra-agency coordination needs, and
advises on how to resolve the issues;

o Provides liaison with other Federal organizations, State and
local entities, and non-governmental organizations involved
in AIDS activities;

© Assists in the preparation of responses to inguiries related
to PES AIDS activities as appropriate;

o Provides analytic and administrative support to national
HIV/AIDS advisory bodies, cross-Departmental coordinating
groups, and other subsidiary or independent task forces,
work groups, or subgroups;

o Maintains direct relationships with Stare arnd local agencies
invelvecd with HIV/AIDS activities; '

o} Provides guidance on the cocperative dissemination and
excnange oI accurate scientific, trevernticn, and educaticral
iniormat: iinical guidelines and between public
nesz ancd rrolessicnal and private sector

< anc exchange ci
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o} Reviews and makes recommendations on budget requests and on
research, prevention and services’ priorities as
incorpcorated, in planning cor budge: trcposals.

ZII. IZUTIES AND RESPONSIRILITIES

Serves as the Staff Assistant for scheduiing, and as the
Zx2cutiva Assistant tc the NAPC, ONADP. I- zhis capacity, the
ncumdent periorms a varietv of assignments or special projects
; 1on with varicus scheduling matzers with which the
s cerscnally concernsd. Thns tarformance of the
recuirs a knowiedge oI ths views, plans, priorities,
s c¢ci the Cccrdinactor.
Cccriinates effcrts with the Coordinator’s Ssecreatary tc ensure
inat the practlces and prccedures used by ths prciessional and
suprcrt stafif in the cffice are consistent with those of the NAPC
and responsive to those in the Executive Cffice of the President.
xesearcnes Iiles and gathers oacxgrou“q naterial on events and
invitations in preparing personal schedules for the Coordinator,
ONAP. Establishes and maintains ccmprehebs 1ve meeting and
briefing files required by the White House Reviews of the files
are conducted 1n concert wi the Office of the Chief of the

Suoport Operations Group on a regular basis to determine records
dispositicn reguirements.

Schedules all meetlngs with visitors from top-ranking .
departmental officials, PHS staff, high-level Federal, State and
iccal officials, members of Congress and their staff, the White
House, private and public organizations, universities, members of
the press and the publiic. Ascertains nacure of call and,
exercising considerable tact, judgment, and knowledge, determines
which should be handled perso nally and which may be referred to
immedlare staff{ members, derz2nding upor importance and/or nature
of inquiry and urgency of situation.

incumbent maintains the NAFC’S personal elsc:irconic appointment -
Ca.s=ndar; es:ab;lshlnc pricrities at own discre*ion and sets up,
shilts or reiuses appointmants. ;

automatiicaliv put on the schedul

a.wavs currsnt and mad vallabl

anc providss a copy £o 2C

NAFT wis CC:Mall or e ceon

2. Zays 1n zdvancs i

atTendance at meeti

ins Ccordinazor is

c2izre a scheduled
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scmetimes on a moment’s notice, to include preparing and readying

the Coordinator or staff member. Maintains in concert with the
Cccoceordinateor’s secretary active ghone and address listings of

TN A 4 A e ad Qe o

personnel and organizations freguently contacted.

in coordination with the Ccordinator’s secretary, in addition to
arranging meetings, issues invitations, ensures location and
seating, anc ensures that 211 details ave covered, f{e.c., that
SUSST speaxkers are invited suiiflciently in advance, ard adequate
Trovisicns are made Ior Troicccl reguirements!,

Zecsives inccming corresccondencs, inguiries, stc, from the
Ccorairater’'s secretary. FSorwards corrsspondence, inguiries,
2IC., TO the aDppropriats stzfif membar gspending upon their fisigd
cI competence.  Composes and trepares in finall form repliss to
ccrresgoncence ¢ a non-policy nature for sicnature ci the
Ccerainateor, if reguested, which reguires an understanding of ths
cerscnal views, policies, and schedules of the Coordinator, ONAP.
Attends meetings and conferences with senicr staff mempers to
Giscuss major operational and program implementation problems.
Assists higher level assistants in developing new management
systems to correct deficient situations and assists in the
implementation of the new systems covering the full ranges of the
Coordinator’s schedule and program responsibility.

In the absence of the Coordinator’'s secretary, effectively uses
the electronic database (controlled tracking and filing retrieval
system) and other network applications used in the office. 1Is
capable of training other staff in the immediate office on the
use of above computer applications.

Recaives and handles ingquiries and invitations from key
Acdministration officials, other Federal Departments and Agencies,
non-governmental organizations, congressicnal staff, and State
anc lccal agencies. Assures that answers to guestions and
inguiries ccnvey the views and concerns of Che Coordinator.

writes, develops and implements the NAPC orotocol for arranging
aproiniments and meetings and sefting up conference calls.
ent cemonstrates proflciency in all microcomputer
acxkages availablse in ONAD.
~ Surstantive preoperticn of work is cocmTizted in a team work
Snvirinment; nerelore, tne lacumbent works cifectively 1n a
SC..aIorative environment "o ersuve -ras tne mission of the
Tililce is acni=ved.
Fe2ricrms cothar Zuties gnad
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ITII. FACTORS

FRCTCR 1 - KNCOWLEDGE REQUIRED IN THIS PCSITION
i completing the duties and responsibilities of this position,
the incumbent 1s required to have the following knowledge and
sxills:
Lnowiedce of the dutiss, priorities, commitments and
Trograms’' activitiss cf ths CNAD, the Ixecutive Office of
e Presicdent {Z0F:, as well a5 the Derariment of Health an
Human Services’ (HES) crganizational structurs and progranm
Skill in scheduling NAPC’'s apoointments, establishing
cricrities, and contaciing individuals when apcointments
TUsST be changsd
SKiii in screening all calls and visitors in order to answer
mOst questions and complete most business involving
estabiisned policy cr routine matters without referrinc to
tne Ccordinator
Skill in dealing with, advising, and handling people of all
levels ana backgrounds. ' This requires a great deal of tact,
sensitivity, and diplomacy.
Skill in gathering information for the NAPC to assist
him/her in preparing speeches to be presented at numerous
meetings, conferences, and seminars.
Skiil in effective use of electreonic databases and other
networx applications used in the office. This requires the
capability of being able to train other staff in the
immediate office on the use of above computer applications.
Superior ability to perform, often simultaneously, a wide
variety cf assignments under extremely short time
constrairts, .and to shiit from one assignment to arnother on
own initiative as pricrities reguire.
Superior ability to establish and maincain good workinc
re.aticnships ang worx in tsams. Sxills in eliciting the
cocperaticon ©I ctihers, particularly in situations InVClVing
Iim2 prassures and stress
SRITIR Z - SUPZIRVISCEY CCUNTRILS
Tnz XAPC eszablishes the cverall czractives of tha work and sets
2s32_irnes Icry thelir azccomplishment The incumbent is reguired to
S¥zrclise 2 czcd deal of Sspencdent judgrent and initlacive Th=
LTTLTIDENRT nas exTens.vae 1Tuls In managing the o ce in any
w3 Z2emed aprrogriaza ZarYarcing meetincs to Zorm o
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emergencies; acknowledging correspondence, researching for
background information, and involving the NAPC cnly in matters
wnich should be D*oug“b to hill personal attenticn. Completed
work is reviewed for overall effectiveness and efficiency of
n2a tasxks.

PP ~<

2200 ..p......S..!"h_.... CI assice

TACTOR 3 - GUIDZILINES
Zuilgsliines Inciude goals, Dclicies, pricrities, and commitments
I ONAP, the zxecut:ive 0Office cf —he President, and HHG/PHES.
ncumzent rnas _atitude In perscnallv intergreting these
culgelines In Various work Situzticns and in individual cases.
Incumkent must use discreticon in interpresing and adapting the
€stab.iished guidslines and colicies in gsviating Ircm or
lnIerpreiing the guidslines and oo adapting cr dsveloping new

~ines.
S also usad are desk manuals, White House Staff Manual,

E HS manuals, reference material, medical dictionary, and
standard policies and ofifice procedures in forms of memoranda
from HHS/PHS noting changes in preparing letters for the
signature of the Secretary, ASH, or other officials cf HES/PHS.

U Lr

er guidelines used are Fede
. HES, and PES policies, or
ecedent cases, etc.

IeRURe,
4O

“ACTOR 4 - COMPLEXITY

Trhe work includes various duties recuiri rg difficult and complex
orcocesses and methods. Many of the tasks require a knowledge cf
medical terminology. The incumkent must decide on tasks to be
pariormed, the method of performance, and when the tasks should
o2 accomplished, based on an understanding of the goals,
ccmmitments, priorities, and progran goals. The incumbent
cncoses the best course of acticrn and informs tke NAPC as needec
-=Clslons concerning what needs o be done and how it should be
ZIZn2 are based cn an uncderstanding of the interrela ationship
cslwaen o*:aqlza_;ons, veop.ie, and issues involved. anumbent is
Irzzuently reguivrad to assis- in T2SOlVIng unigue situations
T2ZUlrIng Inmitlative In determining mecheds o use and the
3IIr0ach TC De takaen basad orn =2staplished 2iiZecilveness.

-.IaTC2en. ries - CCOrglnialliorn,
snzludine inzra , &S w2ll &s
SCCIIrJlni3ation &t The AssisTan- SeTYelary Ior Hez.tn znd Sscrecary
~f —rhs Tamcvemar- availg

-~ -e.T SOl T2 v o
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FACTOR 5 - SCOPE AND EFFECT

The ultimate goal of thes incumbent’s position

accurate scheduling on a guick reaction basis

executive assistant to the NADT, and to olimin

probiems involived witn the nighly complex wor

HZIV/AIDS-related activities. The impact of t S

DV ths incumbent coniribuies to the eilficiency ci

Ior the NAPC. The timsliness and accuracyv of the

afiscis tns progress and eifectiveness of the oz

TRITOR € - PEIRSOWAL CJONTACZTE

Contacts are with ONAP staff at 21l lsvels, staff of cne ==z,
Cifice cf the Secretarv and cther compenents ¢l EXES, ol

Federal Dzparimsnts zand Agsnciss, ke ZCF, Ccngressicnzl sz=:%,
State and local cificials, non-governmencal crcanizaticns,
institutions, universities, mambers cf thke rress, anc the zTubli-
FACTCR 7 - PURPCSE OF CONTAZTS

The purpose of the contacts is o olan and coordinate the
activities of the NAPC so that the office will fulfii: its
functicns, including exchanging information, setting up meetings
arranging travel, and performing other duties as assigned

FACTCR 8 - PHYSICAL DEMANDS
The work is essentially sedentary.

CTOR S - WORK ENVIRONMENT

)

The work is performed in an office setting.
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o} Reviews and makes recommendations on budget requests and on
research, prevention and services’ pricrities as
incorperated, in planning or budgs:t cropcsals.

ZI. IZUTIES AND RESPONSIRILITIES

Serves as the Staff Assistan:s £ as the
Zmscutlve Assistant tc the N2pC paclity, the
_numDdEnt ZeriIcrms 2 varistyv ol Crz. projects
I Zonmmecticsh with varicus sche wnich the

T T=xscnally cZcncs nce oI tTh=2

s Cuirs & KnOw.eigs 5, pricrities,

S ci the Cccrgéinater
Zccrainates effcris with the Coordinator’s sscratary tc ensure
lnat The graciices and preccedures used v -hz orofessional and
sucrcort staliil in the cifice are cconsistent with those of the NAPC
ani rasponsive to those in the Executive Cifiice of the President.
Researcnes Iiles and gathers background material on events and
inVitations in preparing personal scheduies Ior the Coordinator,
ONAF. Estabiishes and maintains ccmprehensive meeting and
briefing files reguired by the White House. Reviews of the files
are conducted in concert with the Office cf the Chief of the
Support Operations Group on a regular basis to determine records
daispositicn reguirements.
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Iimcumbent malntains the NAPC’'s personal elactronic appointment
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ITZI. FACTORS

FRCTCR 1 - KNCWLEDGE REQUIRED IN THIS POSITION
i :Cﬁpl,_inc the duties and responsibilitiss of this pocsicicn,
the 2 cumben- 1s required to have the foliowing knowliedge and

WO
O manwm
(B4

e Yal]
\d P o N
ContacIin
oo —~e Y - - , - A~ N - y—dg O-O answer
asLa. Calas ALl Visitcrs i1in oxder ¢ al er
complets most business involving
routine matters without referring to

Skill in doallng with, advising, and handling people of all
levels and backgrounds. Th:is reguires a great deal of tacg,
sensitivity, and diplomacy.

Skill in gathering information for the NAPC to assisr
him/her in preparing speeches to bs presented at numerous
meetings, conferences, and seminars.

Skiil in effective use o©f electrcnic databases and other
networx applications used in the office. This requires the
capabil:ity of being able to :train other sta‘f in the
immediate office on the use cf above com puter applications.
Superior ability to perform, ofrten simulitaneously, a wide
variety ci assignments undar exireme.y Shor: -ime
corstrairts, .and to shift from one ass.gnment to anothar on
Own initlative as priorities regulre
Superior ability to establisk and mair-ain good working
r2_aticnships and wOrx in tea-ws SXl.15 In esliciting the
cccperaticn ol cthers, particularly in situations Invec_oving
IlT2 pre2ssures and stress

vergll oo

_Ishmer =N

2=oarnis z

rzarran -




e o -

Page 5 - Staff Assistant, GS-201-1
emergencies; acknowledging correspondence, researching for
background informaticn, and involving the NAPC cnly in matters
wnich should be brought toc hill personal attenticn. Ccmrleted
work is reviewed for overall effectiveness and efficiency of
zccomplishment c©f assigned tasks
TACTCR 2 GUIDZLINES
S.ilzZ=linss lncluds coal S ccmmizments
I CNAP, the EIZxecus:n ¢ EHS/PHES.
-ncumzent nas lLazizud thess
TUlC=slinses Ln VErXious lgual cases.
interprezing and adapting che
viating Irch or
nC oY gasvelozing new
25k manuals, House Staff Manual,
ence material cal alctwona*y, arnd
Standara policies and cifice prcocedures in forms of memoranda
Irom HHS/PHS noting changes in prepar:ing letters for the
signature of the Secret ary, ASH, cr other officials cf HES/PHS.
Cther guidelines used are Feldeva! laws Y“les and regulaticn
=0?, HKES, and PHS policies, drocedures and instructions,
Trecedent cases, etc.
FACTOR 4 - COMPLEXITY
“rn2 work includes various duties rezu.rirg difficult and complex
frccesses and methods. Many of tre tasks regquire a knowledge of
medical terminclogy. The incumbent must decide on tasks to be
periormed, the method of performance, and when the tasks should
cz accomelished, based on arn understanding of the goals,
ccmmitments, priorities, and trogram goais. The incumbent
tnccses the best course of actiso- a-4 inficrms the NAPC as needed
-=T1s.0ns ccncerning what neads o ba dore ané how it should be
ZIm2 ars based ¢ an undersctanding of the interrelationship
T=-w2ern Oorganlzaticns, peop.e, ani .ssues inveoived. incumbent is
STEZusnIly raguirad to &asS3:5T ir vasalvis Lguie situacticns
TIoiring imitiative in decertinine IC use angd the
2TST0aCn TC 22 faxsn bassd orn 2s5tzpllshe I2Cctiveness
nl nas resgonsizility for zyu-a-gl C2rzl cocrdinatiorn,
nC InIra-FHES and intar-THD coova: n, as wsll as
30100 &t Th2 Assiszan- SeIretary Ior Hzazlih arnd Sscrecary
Cegarimant lewalsg : '
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Reviews and makes recommendations on buuge
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requests and on

P ZCUTIES AND RESPCNSIRILITIES
as the Stafif A nC as the
vz Assistant ¢ capaclioy
nT CTErXIcrms spEcizl D
2CTLCn o wiTh tn wnich
TIZIrZiinatcocry s oar crmance of
&3sIgonments ragulir T_&ns, pri
anc Lnteresis ci ¢
eifcrts with the Coordineator’'s secrztary tc en
zcilices and prccoedures used o ns prciessional
I in the cifice are consistent with those of ¢
ive tc those in the Executive Cfifice of the Pre
Iiles and gathers background materia. on event
in preparing personal schedules Zor the Coord
tablishes and maintains ccmprehensive maeting and
files reguired by the White House. 2eviews of the files
are conducted in concert with the Office cf the Chief of
Supzort Operations Group on a regular hasis to determine records

COsS:iTicn

State and
the White
, members of

and/or nature
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ais regulrements.

Schedules all eetlngs with visitors from toc-ranking
departmental officials, PHS staff, high-leve: Federal,
iccal officials, members of CODGYGSS and the:.r staff,
House, private and public crganizations, universities

the press and the public. Ascertains nature of caill and,
exercising considerable tact, judgment, an xnowledge
which shoulc be handled personally and which mav be
immediate staff{ members, depzrdlng upor 1mpor-ance

of inguirv and urgency of situation.

Incumbent maintains the NAPC's personal slacs-reonic appointm
Ca.=ndar; establishing pricrities a® own discre-ion and sets up,
shiits or reluses appointmants Rcutine agooiniments are
automatica.:v DUt on the scheduler. Electrcnic calendar i
2_wa¥s Currsni and mecds available trnree 3, msmths in adva
472 TrXoViZss & CODY IC the NAPC on a de cas.s Reminds
Sl oviz CCOiNMall o cor gerscnal con =z g Tnree
.z Z&aVE I aivancs s &>l s Icx
z22rdance gt meerin ' an See
Sn= looriinator is fully brisfed on ~mavtavs to ne comel der
SEICTre 3 sChEgfu.2d meeting Ero ter

}—-

w0,
} -4

~

, determines
referred to
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scmetlimes on a moment’s notice, to include preparing and readyinc
cne Coordinator or staff member. Maintains in concert with the
Ccoceordinatcor’s segcretarv active chone and address listings of
personnel and organizations frecuently contacted.

nation wit
~ o~ = — o~
m::\_l“ga,
ancs e2rnsure
e =
Q. ZT Ll [
— [ —_— oy -
o [~ R e T
LNCCWInG Correscongencs incul
Cr's secretarvy % corrsso
Lne acToproonriens z Dexr cers
~ —_ ——— o~ —— N <
Ccmooses Trecares o °
cI a non- Vvorzoura Ior
I reguested, which reguires
DA : , -
. ©Oilcies, anc schedules cf

S s x 2s with senicr staff members to
G1SCuss majo o) a program impiemsntation problems.
ASsists higher level assistants in deveioplnc new management
systems to correct deficient situations and assists in the
mplementation of the new systems covering the full ranges of the
Coorcinator’s schedule and pregram responsipilicy

In the absence of the Cocrdinator's secretarv, effectivelv uses
ine e.zctronic catabase (controlizd Cracxinc and filing retrieva.
Systen! and other netwcrk appliczcions ussd in the ffice is
capar:e of training other staff 1» the irmeciare cfifice on the
4sSe oI above computer applicaticns

mece2ives and handles inguiries and invita-ions from key
Administration cfficials, other Federal Departments and Agencies,
sOn-covernmental organizations, congress:conal stafif, and State
anc 1cocal agencies. Assures tnat answers ro guest:ions and
ingulries convey the views and ccncerns of s Cccrdinator.
“r.tes. develops and implements the NAPC oro-ocol for arranging
Apro-oniments and meelings and s2ITing ur cormfarence calls
Tn2 nIZumbent demonstrates croilclency Lnoall mlcrecomputer
SCITware £ackases avallabls i ONAD

CCrMT.zT2Z 1n & t=am wWork

1L owoyes zifectivel tnoa

T Lnat Tne ~ission of the
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IIZ FACTORS
FACTOR 1 - KNOWLEDGE REQUIRED IN THIS POSITION
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Skill in cdealing with, advising, and nandling people of all
levels and backgrounds. This requires a great deal of tact,
sensitivity, and diplomacy.

Skill in gathering information for the NAPC to assist
nim/her in preparing spesciss to ba presented at numercus
meetings, conferences, and seminars.

Skiil :in effective use of electrconic databases and other
networx applications used in the off.ce. This requires the
Capability of being able to train cther sta®f in the
immediate office on the use of above computer appliications.
Superior abpility to pexrform, often simu.taneously, a wide
variety ci assignments under exireme.y sShort time
COnStraints, ana to shiit from one assignment to anotrer on
Own initlative as pricrities regulres

Superior ability to establish and mair-ain ccod working
YS_3L1CnSNIps and worx in tsams S<ills in eliciting the
Ccoperaticocn oI cithers, car-: ~a¥Yly .n situaticns InvVc.ving
IiT2 pressures and stress
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emergencies; acknowledging correspondence, researching for
zackground informatiocn, and ano‘"*hd the NAPC cnly in matters
wnich should be brought to kil personal attenticn Completed
work 1s reviewed for overall effectiveness ard efiiciency of
zccomplishment c©f assigned tasks
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1scryeticn In Lnteroretinc and adagting rthe
&% TClicles L1 oZeviating Irshm oy
c.lnes and L adaciing or develosing new
s 2SRk manuals, White House Staff Marual
na e ence material, medical dictionary, and
5tancard policies and office procedures in forms of memoranda
Zrom HHS/PHS noting changes in preparing letters for the
signature of the Secret ary, ASH, cr other officials cf HES/PHS
Cther guidelines used are Federal laws, rules and regulaticns,
=CP?, HES, and PHS policies, Drcocedures and instructions,
Trecedent cases, etc.

Tz work includes various gutles rezuiring d:ifficult and comolex
?fCCESSEb and methods. Many of tre tasks require a knowledge of
medical terminology. The incumbent must decide on tasks to be
periormed, the method of perfo mance, and Nhen the tasks should
o= accomplished, based on ar understanding of the goals,
ccmmitments, priorities, and CrograT goals. The incumbent
Snooses Lhe best course of acticr and inferws the NAPC as needed.
roing what neecs T2 o2 done and how it should be
CnL an uncerstandling cf che interrelaticnship
aticns, peop.s, &nt Issuess :1nvolived. Incumbent s
gulrad Lc ass.s 30 T8 Uunlgie situaticns
; in ds 2 CC Uus2 and the
passg Cr estzplisned zlizctiveness
: ohd Ior cocrcination,
: nc - o W2.L as
IIZZrIinsoi s ar2 Sscrezary
I Tns CZexz
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