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February 27, 1995

George Waldrop 
Assistant District Director 
INS - Miami 
7880 Biscayne Blvd 
Miami, FL 33138 VTA 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 #\

Case#: SRC-95-005-51104
Daughter: Nora M. Lopez
Son-in-Law: Rodolfo Mayor Rodriguez 
Grandchild: Anais Mayor Lopez

Ana Isabel Mayor Lopez

Application #2

SRC-95-005-50550 
Eva M. Lopez-Riera 

Raul Suarez Junco 
Raul Suarez Rodriguez 
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 VTA 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 appbcations 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 Po:*.icy
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 recpiirements. (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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4

6us 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..)

- 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 up on Television problem/Cable connection issue

- Help with Television interview setup
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6us 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, 
setmr staff cars, contact other agencies, etc..)aet^

Tra\Travel orders for Karyn Feiden
X
Travel voucher for Brenda Kunkel 

-.Travel claim for Patsy Fleming (Paris) 

7 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

Gus -
Message Contents

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.

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

Reply Separator

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. Jcunes 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

ISfl

INTRODUCTION

The 
as : 
Coo: 
the

incumbent se:^es as the Staff Assistant for scheduling, and 
he Executive Assistant to the National AIDS Policy 
cinator (NAPC), Office of National AIDS Policy (ONAP). Under 
cirection of the Assistant Secretary for Health (ASH), the 
ctor cf ONAP shall serve as the Deputy National AIDS Policy 
cinator in addition to the Director of the ONAP which:

Serves as the principal HIV/AIDS staff to the ASH and the 
Nationai AIDS Policy Coordinator;

Directs and/or coordinates HIV/AIDS policy planning
processes and monitors orcgress toward achievina establishes' 
goa^s;

Provides Public Health Service (PHS) liaison with and 
support to tne National AIDS Policy Coordinator, Executive 
Office cf the President;

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

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 inquiries related 
to PHS AIDS activities as appropriate;

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

Maintains direct relationships with State and local aaencies 
involved with KIV/AIDS activities;

Provides guidance on tne cooperative dissemination and
f ■ accurate scientific, prevention, and educational 
~ciinica* guidelines witn and between public 

. . _e_es_ groups ano proiessiona_ ano private sector
^ ^ 9 ^ ^ ^ - - - — 2 i

^-v-,.;C^es me-nccs oi oi3se...inat ion and exchanae cf 
inror..nation to ana among the public,- and.



Page 2 - Staff Assistant, GS-301-12

o Reviews and makes recommendations on budget requests and on 
research, prevention and services' priorities as 
incorporated, in planning or budget crcpcsals.

II. DUTIES AITS RESPONSIBILITIES

Serves as the Staff Assistant for scheduling, and as the 
-xecutive Assistant to the NAPC, ONA?. In this capacity, the 
incurLbent performs a variety of assignments or special projects 

witn various scheduling matters with which the
Cctrcinator is personally concerned.
£ s s i crnTTisnt. s 
ar.d ir.zeres

of - the
require a

ts of the Cccrdinatc
knowledge of the views, plans, priorities.

Ccorcinates efforts with the Coordinator's secretary to ensure 
tnat the practices and procedures used by the professional and 
support staff in the office are consistent with those of the NAPC 
ana responsive to those in the Executive Office of the President.

-researches files and gathers background material o.n events and 
invitations in preparing personal schedules for the Coordinator, 
ONAF. Establishes and maintains comprehensive meeting and 
briefing files required by the White House. Reviews of the files 
are conducted in concert with the Office of the Chief of the 
Support Operations Group on a regular basis to determine records 
disposition requirements.

Schedules all meetings with visitors from top-ranking 
departmental orficials, PHS staff, high-level Federal, State and 
local officials, members of Congress and their staff, the White 
House, private and public organizations, universities, members of 
the press and the public. Ascertains nature of call and, 
exercising considerable tact, judgment, and knowledge, determines 
whic.h should be handled personally and which m>ay be referred to 
immediate staff members, depending upon im;oortance and/or nature 
or inquiry and urgency of situation.

_r.cumbe.nt m.ai.ntai.ns the NA.PC's personal electronic appointment- 
Ca* = .naar; estabxis.hing priorities at own discretion and sets uo, 
s.ni_ts or reruses appoi.ntments. Routine appointments are 
ai__om:a^icaj..Ly out o.n t.ne sc.neduler. Eiectrc.nic calendar is
always currer.t and made availab; e tnree m.or.ths in advance.

° NAPC on a daily oasis. Reminds the
R.-.-C via CC;.Yai_ or personal contact c: an-/ m.eetincs three 

cays in acvance. .Fakes all necessarv arrancements for 
atte.noance at meetings within and out of' tne country. Sees that 
-ne Cooroinator is fully briefed on matters to be co^midored 
oerore a schedu.ed m.eeting. Provides a_l oackcround matekal.
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sometimes on a moment's notice, to include preparing and readyino 
the Coordinator or staff member. Maintains in concert v/ith the 
.-cccroinatcr' 3 secretary active phone and address listincs of 
personnel and organizations frequently contacted.

iP. coordination with the Coordinator's secretary, in addition to 
cirranging meetings, issues invitations, ensures location and 
=ea_ing, ana ensures that ail details are covered, (e.o., that

oycdjveia invited surticientiy in acvance, and adequate
provisions are made for protocol requirem.ents / .

iin_.viiij.ng correspondence, incruiries, etc, from, the 
Ccoroinatcr' s secretary. Forwards correspondence, incruiries, 
t:_c. , _o i_ne =.ppropriate start m;emlDer depending uoon their field 

^w..._eten._=. ^om.poses ana prepares in rinal, form reolies to 
ccrresco.nce.nce of a non-policy .nature for sic.nature of' the 
Ccorainatcr, ir requested, which requires an understanding of the 
personal views, policies, and schedules of the Coordinator, ONAP.

.Pttencs m.eetings and conferences v/ith senior staff memloers to 
i^j-scvjSS major operational and program implementation problems, 
^-.ssists higher level assistants in developina new management 
systems to correct deficient situations and assists in the 
impiem.entation 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 
wOe e.i.ectronic database (controlled tracking and filina retrieval 
system) and other network applications used^in the office. Is 
capable of training other staff in the immediate office on the 
use or above computer applications.

Receives and handles inquiries and invitations from, kev 
Administration officials, other Federal Departments and Agencies, 
non-governmental organizations, congressional staff, and State 
ana Iccal agencies. Assures that answers to questions and 
inquiries convey the views and concerns of the Coordinator.

Writes; develops and im,elements the NAPC protocol for arrangina 
=i?pointme.nts a.nc m.eetings and setting up conference calls.

-ne incumltent dem.onstrates proficiency i.n all 
sertware packages available in ONAP.

rrocom.oute;

;t work is ccm.pleted in a team, -work-A substantive prooortio:
T=nyircnm.ent; tnererore, tne incum.bent wcr-cs effectively -a 
co__aoorative environment to ensure that tne mission of the 
--tice is ac.nieved.

— ri ~ ^ -V- ~r s other duties as assicned.
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III. FACTORS

FACTOR 1 - Ki:CVrLE?GE REQUIRED IN THIS POSITION

In ccrr.pleting the duties and responsibilities of this position, 
the incumbent is required to have the following knowledge and
5 .'1 a X 5 ;

Knowledge of the ducies, priorities, commitments and 
programs' activities of the CNAP, the Executive Office of

Pnesicent !E0?,- , as wei_ as tne Deoartment of Health and 
.-.uman Services' (HHS) organizational structure and orocram.

Skill in scheduling NAPC's appointments, establishing 
priorities, and contacting individuals when appointments 
must be changed.

Skill in screening all calls and visitors in order to answer 
most questions and complete most busi.ness involving 
establisneo policy or roucine matters without referrinc 
the Coordinator. :g to

Skill in dealing with, advising, and handling 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 
him/her in preparing speeches to be presented at num.erous 
m.eetings, conferences, and seminars.

Skill in effective use of electronic 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 ci assignments under extremely short time 
constraints, .ana to shift from, one assig.nment to another on 
own initiative as priorities reauire.

Superior ability to establish and maintain good workinc 
relaticr.ships and work in teams. Skills in'elicitinc t 
cooperation of ethers, particularly in situations invclvina 
time pressures and stress.

he

rAI.I- 2 - SUPERVISORY NITROUS

-ne N.iPC establishes the overall cb-ectives o" w^rk a^^-^ sets
deadlines for their^ accomplishment . ^ The incumbent irrequired tc 
ixtrcise a coco oeal of inoepe.ndenc judgm.ent and initiative. Th^ 

—- -tas extensive _atitude in m.anacino the 
way deemed appropriate oy rearranging meetincs to conform
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eiT'.ergencies; acknowledging correspondence, researching for 
background information, and involving the NAPC only in matters 
v;nich should be brought to hill personal attention. Completed 
work rs reviewed for overall effectiveness and efficiency of 
accomplishment of assigned tasks.

FACTOR 3 - GUIDELINES

_-uioej.ines inciuce goals, policies, priorities, and commitments 
cf 3NA?, the executive Office of me President, and KHS/PH3. 
Incumbent has laiiiude in personally inierpreting these 
r-tueiines in various wor.c siiuatio.ns and in individual cases.

I-.cumbent must use discretion in interpreting and adapting the 
^rstaoiisheo guiceiines ano policies in deviating from or 
i.nterpreting the guideli.nes a.nd in adapting or develooing nev; 
cuidelines.

Guides also used are desk manuals. White House Staff Manual, 
HP:S,''PHS manuals, reference material, medical dictionary, and 
stanaara policies and oiiice procedures i.n forms of memoranda 
irom HHS/PHS noting changes in preoaring letters for the 
signature of the Secretary, ASH, or other officials cf HHS/PHS.

Cther^ guidelines used are Federal laws, rules and regulations, 
r.CP, HHS, and PHS policies, procedures and instructions, 
precedent cases, etc.

FACTOR 4 - COMPLEXITY

Tr.e work includes various duties requiring difficult and complex 
processes and met.hods. Many of the tasks require a knowledge of 
.;;eoxcal terminology. The incumbent must decide on tasks to be 
performed, the method of performance, and when the tasks should 
oe accomplished, based on an u.nderstanding of the goals, 
ccm.mitm.ents, priorities, and program, goals. The incumbent 
tmeses the best course of action and informs the NAPC as needed.

Cetisions_ concerning what needs to be done and how it should be 
-_..e are based on an unoerstanding of the interrelations.hip 
cetween organizations, people, and issues involved. Incumbent is 
irequently required to assist in resolv; 
requiring initiative in determining metl 
ettroac.n to be ta-:e.n based on e

the Deoartm.e.nt levels.

resolving unique situations
ng methods to use and the
= t^-tshed effectiveness.

extensive Federal coordination,
coordination, as well as

ret ary for Health and Secretary
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FACTOR 5 - SCOPE AND EFFECT

The ultiir.ate goal of the incumbent's position is to provide 
accurate scheduling on a quick reaction basis, serve*as th^
executive assistant to the" NAPC, and to el im.inate"com.nu"'ica“ i'_
problems involved with the highly complex v/ork associated v.-it'- 
HIV/A*IDS-related activities. The impact of the service provide^ 
oy the incumbent^ contributes to the efficiency of the work flov.- 
tor tne NAPC. The timeliness and accuracv of the work oerfcr~e' 
affects the progress and effectiveness of"the ooeration" of ONAp'

i.o.T. c - ?:i,RSONAL CON.A.C.i

'Contacts are with ONA? staff at ail levels, staff of tne
------------ ,— ice ot tne c^ecretarv ano ctner ccmccnents 

Federal Departm.ents and Agencies, the" EC?, :cncress_;
State and local officials, non-governmental organizations, 
ins-ituticns, universities, rr.embers cf the uress, and the c’ '^1 ^ 

-L U. _

FACTOR 7 - PURPOSE OF CONTACTS

The purpose of the contacts is to plan and coordinate the 
activities of the NAPC so that the office will fulfill its 
luncticns, including exchanging information, setting uc meet 
arranging travel, and perform.ing other duties as assigned.
FACTOR 8 - PHYSICAL DEYiANDS

The work is essentially sedentary.

FACTOR 9 - WORK EWIRONT-IENT

The work is performed in an office setting.

ings
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STAFF ASSISTAf'JT 
GS-3G1-12

INTRODUCTION

Th-
5.S

incumbent ser-ves as the Staxf Assistant for scheduling, and 
the Executive Assistant to the National AIDS Policy 
ruinator (NAPC), Office of National AIDS Policy (ONAP). Unde;
direction of the Assistant Secretary for Health (ASH), the 

enter cf ON'A? shall ser\^e as the Deputy National AIDS Policy 
---- = tcr in accition to the Director cf the G'DA? v;hich:

s w 1 o n Cl 1 AIDS Pollev Cocrdinator;
_c tne ASH and the

Directs and/or coordinates HIV/AIDS policy planning 
processes and monitors progress toward achieving established
C O 5 ^ £; ;

c

erovices Public Healtn Service (FHS) liaison with and 
support to tne National A.IDS Policy Coordinator, Executive 
Office cf the President;

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

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 inquiries related 
to PHS AIDS activities as aoorooriate ,•

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

.Maintains direct relat lonshios with State and local aoenc-^^s 
invc-vec with HIV/AIDS activities;

Provices guidance on the cooperative dissemination and
accurate scientific, prevention, and educational 

..= ^_c.. c.nc c_inica,L guidelines with and cet’ween oublic 
..e= ---- erest groups anc prcressicnal anc private sector

.-rc..,ct_s ..etnccs c: ciase-1 na11on and exchange cf 
.icr.aticn to anc am.cnc: the cucli'~-
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o Reviews and makes recommendations on budget requests and on 
research, prevention and services' priorities as 
incorporated, in planning or budget proposals.

i;. rUTIES RESPOriSIBIlITIES

Serves as the Staff Assistant for scheduling, and as the 
Executive Assistant tc the XA?C, OhA?. In tnis capacity, the 
_nc-cjie.nt pericrms a variety of assig.nme.nts ci soecial orcjects 
in connection with various scheduling matters wich which the 
Cccrdinatcr is personally concerned. Tne cerfcrm.ance of the 
assignments require a knowledge of the views, plans, priorities, 
ano interests of the Cccrdinatcr.

ordinates efforts with the Coordinator's secretary ensurethat the practices and procedures used by the professional and 
support staff in the office are consistent with those of the NAPC 
sno responsive to those in the Executive Office of the President.

Researcnes files and gathers background material on events and 
invitations in preparing personal schedules for the Coordinator, 
ONAF. Establishes and maintains comprehensive meeting and 
briefing files required by the White House. Reviews of the files 
are conducted in concert with the Office of the Chief of the 
Support Operations Group on a regular basis to determ,ine records 
disposition requirements.

Schedules all meetings v/ith visitors from top-ranking 
departm.ental 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 a.nd the public. Ascertai.ns nature of call and, 
exercising considerable tact, judgm.ent, and knowledge, determines 
which should be handled personally and which may be referred to 
im.meaiate staff miembers, depending upon importance and/or nature 
of inquiry and urgency of situation.

Incumicent maintains the NAPC's personal electronic appointment 
calendar; establishing priorities at own discretion and sets up.

.Kouti.ne aoooi.ntm.ents aresnirts or retuses appointme.nts. 
au_om.a11 caiy put on the sc.neduler. E_ectrcnic calendar is 
always current a.no mace avai_able tnree ;3; mcntns in advance,
- o^provides a copy tc the NA?C on a daily oasis. Rem,mas the 

C via CC;.Yai_ or personal contact c: anv meetmos tnree 
cays in acvanoe. .ya.aes all necessary arrancem;e.nts for 

attendance at -.eetings witnin and out cf tne countrv. Sees that

Cl . .
N' 1

locrdinatcr is fullv ;rtere-'^ '-.a: ters
oetcre a soneou_eo Provides a.l

e ccnsioereo 
materia;
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scmetirr.es on a moment's notice, to include preparing and readyinc 
tne Coordinator or staff merrJcer. .Maintains in concert v/ith the 
Ccccrainator'5 secretary active phone and address listings of 
personnel and organizations freq-uently contacted.

^n coordination with the Coordinatcr's secretary, in addition to 
arranging meetings, issues invitations, ensures location and
rearing, and ensures that all details are covered, 
~ ~~~ s ^ spea.-'ers are r"

., that

•isicns are
Lnv^_._c suiti^ien — y :— r_vance, .rnc G.aecuate

ice tor orctocol reouirer.ents

r 1-iCOii.ing corres^onoe.iCr, i..ouirior, etc, trorr. tne 
Cocroinatcr's secretary. rcrwards correspondence, inquiries, 
rtc. , to tne appropriate staff memuDer deo-endino uoon their field 

^en^r. v-omposes ano prepares in tinal. term recites to 
ccrrespo.noence of a non-policy nature for sionature of the 
wocroinator, it requestea, which requires an understanding of t.ne 
personal views, policies, and schedules of the Coordinator, ONA?.

Attends meetings and conferences with senior staff memJoers to 
oiscuss major operational and program im.piementation problems, 
.-.ssists higher level assistants in developing new management 
Sv'stems to correct deficient situations a.nd assists in the 
implementation of the new systems covering the full ranges of the 
^-oordinator' s schedule and program responsibility.

In the absence of the Coordinator's secretarv, effectivelv uses 
tne electronic database (controlled trachinc'and filina retrieval 
system} and other network applications used in the office. Is ^ 
capable of training other staff in the immediate office on the 
use o: acove com.puter applications.

Receives and handles inquiries and invitations from key
officials, other Federal Departments and Agencies, 

..^..-governmental organizations, congressional staff, and State 
l...^al agenc...es. Assures that answers to auestions and 

-nq„iries convey the views and concerns of the Coordinator.

Writes, develops and im.plements the NA?C protocol for arranging 
= ------men^:r a.no meetings and setting uc conference calls.

Tne incumicent demonstrates proficiency in all mucrocemouter 
stitwane packages availaole in 0.\'A?.

sucstantive orcoertio 
enyiicnment; tnerefore,

----te IS achieved.

;i wci'.< IS co'r.p.etet in a team -work 
:e incu~oent wcincs effectivelv in a 
to ensure mat me "issio.n of the

duties as assicned.
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III. FACTORS

FACTC.R 1 - KNOVTLEDGE REQUIRED IN THIS POSITION

-ha Qutias ana ____ ______
reqxiired to have the following knowledge and

ao..>pj.etang t.^e duties and responsibilities of this position,

:<nowledge of the du-ies, priariries, ccnnitnenas and 
progra-.s' acaivizies of tne CM-.?, tne Executive Office of

?-----ant :eo?;, as well as me Deparm.enc of Health and
.-u~an i:ervices' i'.HHSj organizational structure and orogran'..

u).<ill in scheduling NAPC's appointments, establishing 
priorities, and contacting individuals when appointments 
must be changed.

-■— screening ao.j. caj.ls ana v'lsitcrs in order to answer 
most Questions and cornplete rr.ost business involving 
estaoiis.ned policy or routi.ne matters without referri.nc to 
the Coordinator.

p.ill in dealing with, advising, and handling peoole of all 
levels and backgrounds. This reauires a great deal of tact, 
sensitivity, and diplomacy.

Skill in gathering information for the NAPC to assist 
nim/her in preparing speeches to be presented at num.erous 
meetings, conferences, and seminars.

Skill in effective use of electronic databases and other 
network applications used in the office. This requires the 
capaoility of being able to train other staff in the 
imm^ediate office on the use of above com.puter applications.

Superior abi.,.ity to perform, orten simultaneously, a wide 
variety of assignm.ents under extremely short time 
constraints, .ana to s.niit from, one assionment to another on 
own initiative as priorities require.

superior ability to estab-ish and maintain cood workinc 
re-aticnships^and work in teams. Smlls m^elicitinc the

^ a.. ^ w-,,eis, particu^ar.y i.n situations invclvi.na
time pressures and stress.

NAPC establishes the overall co:eoti-es of me work and sets
._ines tor tneir acccm.c_ishm.ent. The i--------s'" i^;
cise a good deal of independent ' udcmnt''and“mm tat ivm 
..cmt^nas extensive lamt-de m manacmc me nffme in anv
cee...eo appropriate cy rearrancma meetmos t conform, to
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err.ergencies; acknowledging correspondence, researching for 
background inforr^.ation, and involving the NAPC only in matters 
wntch should be brought to hill personal attention. Comnleted 
wcrK IS reviewed for overall effectiveness and efficiency of 
accomplishment of assigned tasks.

FACTOR 3 - JIDZLINES

goa_^ ^_..c_ 1 _ies , cricrities, a.nd commitments 
c_ , cne r.xecutive Office of me Preside.nt, and HHS/FHS.
-.mcumuient .-.as lacicude in personally interpreting these 
cuiceiines in various worn situat.cns and in individual cases.

_.ncum.oent m.ust use ciscreticn in interpreting and adapting the 
-o^ao..isneo guiceiines and policies in deviating from or

--^'-“^-ng _r.r= cuiae__nes a.no i.n aoaoti.nc or deveioc’nc 
guice_ines. ' ' ' ^ “

= ^ manuals. White House Staff Manual,
' --terer.ee material, medical dictionary, and 

stanoajro policies and office procedures in forms of memoranda 
trom nnS/PHS noting changes in preparing letters for the 
signature of the Secretary, ASH, or other officials of HHS/PHS.

Other guidelines used are Federal laws, rules and regulations, 
.mr.S, ana PHS policies, procedures and instructions, 

precede.nt cases, etc.

FACTOR 4 - COMPLEXITY

Tne work includes various duties recuirir.g difficult and comolex 
P-^^esses and methods. Many of tne tasks require a knowledge of 
^:eoica^ terminology. The incumbent must decide on tasks to"^be 
perrorm.ed, the ^method of performance, and when the tasks should 
^-_°-^^^?lisnea, based on an understanding of the goals,

program goals. The incumibent-nooses the best course of action and informs the MAPO as needed.

---_s_ons concerning wnat needs to be done and how it should be 
none are cased c“ ■ uncerstandinc . - - uhe interrelationshio

s-h issues involved. Incumbent is
■3 •ct _. I V rr- ----------______________________:regi.entxy required to assist in resolvin- 

^-g--uinc i.nitiative in determ.ininc m;ethcds 
-^^to oe ta.een based

unique situations
:c use an: :he

eitablish.ed ef f ect i ve.ness .

-..tu-tnent nas resc;
--.t_-..oinc intra-.:
- — — — — - i_xO.. ct t

;nsici_itv f- extensive Federal ^rci.nation,

5 n a r t m. e n t _ e e'

------ r-r.“.r cooroi.natic.n, as well as
te Assistant Secretary for Health and Secretary
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FACTOR 5 - SCOPE AND EFFECT

The ultirr.ate goal of the incumbent's position is to provide 
accurate scheduling on a quick reaction basis, serve as th^ 
executive assistant to the* NAPC, and tc eliminate ccm,-'u’-i*'- = 
problems involved with the nighly complex work associated v; 
HIV/AIDS-related activities. The impact of the service'pro- 

incumbent ccntrioutes to tne ef f ' Lencv:ne NAPC. ihe timeliness and accuracy of tne work cerf
r "P" — n - n - n —. n u; — ~ - u:; OC'~ c: “ •' •••c;------^r:_ yrccr-^So till'-.__ i*v’6:~85S cr

" ^ c - rz.rcSONj^

^cntacts^are with ONAe staff at all levels, staff cf tne PHI, 
C_rice cr tne Secretary and ctner ccm.oonents cf PT-IS, cthe''' 
Federal Departments and Agencies, the*ECP, Ccngressicnal'^staf f , 
i>ta^e and xocal officials, non-governmental organizations, 
institutions, universities, mem.oers cf the cress, and th^ cu'-l-''

FACTOR 7 - PURPOSE OF CONTACTS

ihe purpose of the contacts is tc plan and coordinate the 
activities of the NAPC so that tne office will fulfill its 
tunctions, including exchanging information, settina uc m.eetincs 
°-~~s.ncxnc travel, and periorming other duties as assigned.

FACTOR e - PHYSICAL DEi'kANDS

Tne work is essentially sedentary.

FACTO.R 9 - WORK E.WIRONNENT

Tne v/crk is performed i.n a.n office setting.
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STAFF ASSISTAF.'T 
GS-301-12

INTRODUCTION

incumbent: se^es as the Staff Assistant for scheduling, and 
:ne Executive Assistant to the National AIDS Policy 
rcinator (NAPC), Office of National AIDS Policy (ONAP). Under 
cirecticn of the Assistant Secretary for Healch (ASH), the 
:_tcr c_ ONAP shall ser^’-e as the Deputy National AIDS Policy 
c_n=_cr _n aocioion oc one Direoocr no : he GM-.P v.-hich:

^ principa:. HIV/AIDS soaoo oo one ASH and the
N=iOiona^ A^DS eoiicy Ccordinaoor

Directs and/cr coordinates HIV/AIDS policy olanninc
processes and monitors progress toward achieving established 
g o a ^ £ ;

Provides Public Health Service (PHSi. liaison with and 
support to the National AIDS Policy Coordinator, Executive 
o'loice of one President;

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

Provides ^.laison with other Federal organizations, State and 
Iccci entities, and non-governmental crganizat:ons involved 
in AIDS activities;

Assists in the preparation of responses to inquiries related 
to Pr.S AIDS activities as approoriate;

Provioes analytic and administrative support to national 
HIV/AIDS advisory bodies, cross - Departmentai coordinating 
groups, ana other subsidiary or independent task forces, 
worK groups, or subgroups;

Naintains direct relationships with State ano local aaencies 
invc^vec witn HIV/AIDS activities;

rrcvices guidance on the cccoerative dissemination and
^nc ecucaticnai

*•-'7'-;^— guidelines wiin ana cet'ween cublic
If'“1^“' 5nc prcressicna. ano private sector

h-ssemmaticn ano excnange of
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o Reviews and makes recommendations on budget requests and on 
research, prevention and services' priorities as 
incorporated, in planning or ludqet nrcoosalr

RESPOhSIHILITIES

serves as the Staff Assistant for scheduling, and as the 
Executive Assistant to the NAP-C, OMA?, In tnis capacity, the 
_nc..cn)ent pericrm.s a variety ci assignments cr special projects 
in connection witn various scnedu^ing matters v.utn which the

n = vu e w 5 , n _ a n 5 , o r i o r 11 i e sassign;.-.en_;= rec^uire a Knowledge of tne 
anc interests of the Cocrdinatcr.

■-ccruinates er torts with the Coordinator's secretary to ensure 
tnat tne practices and procedures used by the professional and 
support staff in the office are consistent with those of the NA? 
ana responsive to those in the Executive ft ice of the President.

.mesearc.nes tnes and gathers background material on events and 
invitations^ in preparing personal schedules for the Coordinator, 
ONAP. establishes and maintains comprehensive meeting and 
briefing files req’uired by the White* House. Reviews of the files 
are conducted in concert with the Office cf the Chief of the 
SupyOi L. Operations Group on a regular basis to determine records 
dispositicn requirem.ents .

Schedules all meetings with visitors from ton-ranking 
departmental officials, PHS staff, high-level Federal, State and 
iccal officials, memibers of Congress and their staff, the White 
House, private and public organizations, universities, members of 
the press and the public. Ascertains nature of call and, 
exercising considerable tact, judgment, and knowledge, determines 
which should be handled personally and which may be referred to 
immeoiate staff m.errlDers, depending upon imoortar.ee and/or nature 
of inquiry and urgency of situation.

Incu^Ae.ht maintains the N.APC's personal electrc.cic appointment 
Gi = .;ac:r; eSiabj.is.hi.ng priorities at own discretion and sets uo, 

s.hirts or refuses aDon-i nr n anooinf^ents a^e^■''’*ts or refuses appointm.ents. Rcutin
automatica^put on the scheduler. Electronic calendar is 
a.ways current and made available tnree ;3. mentns in advance, 

mines a copy tc tne XA?C or. a dailv casts.a.. s xer^.ir.ds the
■ -— or persena_ contact oi anv c. — etincs t.cree

^ c; . a _ . . a C V a n 0 e . a .K e £ a _ _ .. e c e = a a i' v

oefore a sone:

.ngs wit.cin anc 
u-

aria.cgeevents ter 
t.-.e country. Sees t 

c r s to ce considered
r»-. a c r -i . Provides a.

Ci w . ?rial,
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sometimes on a moment's notice, to include preparing and readyinc 
^ne Coordinator or staff m.ember. Maintains in concert v/ith the 
Ccccrcinatcr'^5 secretary active phene and address listings of 
personnel and organizations frequently contacted.

_n coordination v/ith tne Coordinator's secretary, in addition to 
meetings, issues invitations, ensures location and

= -----g, anc ensures that a_i detai..Ls are covered, 'e.cr., that
guest^speauers are invited suffioiently in aovanoe, and adecuate 
pr.^-/ioio..o ar= mace for protocol requirements .

— CGi"r‘£spcnci£riC6, ir.ggiriss, stic iGcrr. tiGs
wccrc_.natcr' s secretary. Forwarcs correspondence, incuiries,
-^ne appropriate stair mem.ber denendina uoon their

. composes anc prepares in rinal form reolies to 
oorresocndence cf a non-policy nature for signature of'tne

p requestea, wnicn requires an understanding of tne 
v.^ews, policies, anc schedules cf the Coordinator, ONA?.

Attencs meetings and conferences with senior staff members to 
C1SCU..S major operational and program imciementation problems. 
•Assists higner level assistants in developing new management 
systems to correct deficient situations and assists in the 
im.piem.entation or the new systems covering the full ranges of t.he 
v_oord 1 na tor ' s schedule a.nd prcgrami responsibility.

In t.he absence cf the Coordinator's secretarv, effectively uses 
tne electronic database (controlled trachinc'and filina retrieval 
system,' and other network applications used in the office. Is 
oapao.Le of training other staff in the immediate office on the 
use o: above ccm.puter applications.

Receives and handles inquiries and invitations from key 
-Aamin.stration officials, other Federal Deoartments and Agencies 
nc^.-governmental organizations, congressional staff, and State 
anc lOcai agencies. Assures that answers tc questions and 
inq...iries convey the views and concerns cf tne Coordinator.

and implements the NAPC orotocol for arranging 
- - n.. men t s a.nc m;eeting5 and setting up conference calls.

Tne incumbent demonstrates proficiency m all micrccomouter 
scitwane pac.<ages available in ONA?.

^^ _S ~ ^ ^ a ceaG v;orK
....tneretore, tne incu-oent woimes effectivelv in a

to — acora11Ve r-prr.- - p ^   _ ■     ■■ .....— - -o — ._E3io.n or t.ne
t : - 1 ce 15 acnieved.

■ ~ - - o ^ .ne: ou 11 es as a s.s i cneo .



Page 4 - Staff Assistant, GS-301-12 

III. FACTORS

FACTOR 1 - KNOVILEDGE REQUIRED IN THIS POSITION

w - 1 ::r -O. .-ies and responsibilities of this position, 
tne^incumbent is required to nave the following knowledge and
s n 1 _ j. £ ;

?hnov;ledge of the duties, oriori' 
programs' activiiies of tr.e Ch'A: 
me President ;eoP;, as well as

.es , :s anc
:.te executive Office of 
^ '^-’-arment of Health an:

1;.— v_-^0s in.-u; crcc;;. 1 zc;11 cuc:_ c:_ructure and or :rarr,.

"'a c;_...pointi;;ent s , establishincSkill in scheduling NAP
^cr.L ^ , and contacting incividuais when apccintments

must oe changed.

screening caxls and visiters in order to answer
most questions and comiplete m.ost business involving 
estabiisned policy cr routine matters without referrinc to 
the Coordinator. ■'

pill in dealing with, advising, and handling peoole of all 
leveis ano backgrounds. This requires a great*deal of tact, 
sensitivity, and diplom.acv.

Skill in gathering information for the N.APC to assist 
him/her in preparing speecnes to be Presented at nummous 
meetings, conferences, and seminars.

Skml m. efpctive use of electronic databases and other 
neuwork applications used in the office. This requires the 
capaoility of being able to train other staff in the 
immediate office on tne use of above computer applications.

Superior pility to perform, often simultaneously, a wide
variety of assignments unde 
constraints, and to shift

extremely short 
:om one assic.nmen"

: ime
own initiative as priorities require :o another on

superior ability to establisn and maintain Good workinc 
re.aticnsnips^anc work in teams. Stills in elicitinc the 
.ccperation cr ethers, particularly in situations invclvinc 
^i-re pressures anc stress.

ip- ishmer.t .
s ■

their a:
od deal or incecer.ue: 
extensive latitude 

leu accrccriate cv rear ran:

tne work and sets
• — r-v - ^6r. 1 IS recuirsd

:uccmen: an initiative, 
tne tffice in any 

1 r. g5 r n conf orm, t o
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en,ergencies; acknowledging correspondence, researchinc for 
background inforT.aticn, and involving the NAPC only in matters 
v.’nich shoula be brought to hill personal attention. Comcleted 
wcrK IS reviewed for overall effectiveness and efficiency of
accomplishment of assigned tasks.

?v 3 - :iDELINES

''i'hh:::"'''" pc_icie = . cricricies, and ccmmicments
c: cne executive Office cf ice Presicent, and
-ccumcient nas _aiiiude in cers cna 11 iniercretinc t'^-s-

”S--ou3 -wcr.K siiuaiicns anc in indivicual. cases.

-s^=-screticn_ m inierpreting and adapting the
;scac..i3n 

guicelines.

guice_i.nes a.n leviatinc fr or
— —------ ..-.no i.n acapti.nc cr develocinc new

manuals, White House Staff Manual, 
.-..“.r/PHS manuals, reference material, medical dictionary, and 
sea.,aa^rc policies and office procedures in forms of memoranda 
_rom nnS/PHS noting changes in preparing letters for the 
s.gnature or the Secretary, ASH, cr other officials cf HHS/PHS.

Other guidelines used are Federal laws, rules and regu]aticrs 
-o.--, .n.nS, ana PHS policies, procedures and instructions 
precedent cases, etc.

FAOTOR 4 - COMPLEXITY

various duties requiring difficult and comolex 
^--_esses and methods. Many of tne tasks require a knowledae of 
..:ecica^ terminology. The incumbent must decide on tasks to'”be 
peri-ormea the method of performance, and when the tasks should

on an understanding cf the goals,
' P^^orities, ana program gears. The incumibent 

encases the best course of action and informs the MAPC as needed.

Eecisions_ concerning what needs to be done and how it should be 
cene are cased cn an understanding c: the interreiatlonshio

poop^e, and issues involved. Incumbent is 
--poirea to ar,:=i^t in resolving unicue situations 

ve in determining methods tc‘use and the
: c roacn :c ce ta'-'.en based

le.nc nas re scons i b i 1 i c 
line incra-1

veness.

cord mat ion,
- . : Cl u. : C w

^ ^ c 5 r t. T. -9 r. T7 * 0“ 1 s

mgosici.icy ror ex: ensure .-ederal
‘cccramai icn , as well as 

ne asii = _an.. Secreiary for Healed and Secretarv
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FACTOR 5 - SCOPE AND EFFECT

The ultirr.ate goal of the incumoent's Dosition is to D---ovid^ 
accurate scheduling on a cuick reaction basis, serv-' 
executive assistant to the NAFC, and to eliminate 
problems involved witn the nignlv comolex worx associa-e^ v 
HIV/AIDS-related activities. The impact of the servic- cr-^ 
oy the incumbent ccntrioutes to tne efficiencv of tre woin-'"

“oS a no accuiacv ot t.te v,’or.< oer~:ne NAPC.

r

Contacts are with ONA? s- 
Ottice oi tne Secretar

aj.1 levels, staff 
rr comccnents of H:

Concress_:
Cl.. C O _ . . 0 1 CO

otate and .LOca.L officials, non-governmental orcanizat 
institutions, universities, riemoers cf tne cress, and

rACTCR 7 - PURPOSE OF

ihe purpose of the contacts is to clan and coc'-di^a^e -he 
activities of tne NAPC so that tne'office will fuifiirits 
-L^ncticns, including exc.nanging information, settinc uc 
arranging travel, and performing otner duties as assigned^'

FACTOR e - Physical de'ianls

I'he work is essentially secentary.
FACTOR = - WORK ENVI RONIiEI'T

Tne wcr.K is performed in an office setting.

: ncs


