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THE CHAIRMAN 

EXECUTIVE OFFICE OF THE PRESIDENT 
COUNCIL OF ECONOMIC ADVISERS 

WASHINGTON, D.C. 20500 

September 25, 1998 

MEMORANDUM FOR BOB NASH 
DIRECTOR OF PRESIDENTIAL PERSONNEL 

FROM: Janet Yellen Z^,^-^ ij,(M ..^. 

SUBJECT: Schedule C Employee -- Title Change 

I am writing to request approval for a title change for Alice H. Williams. Ms. Williams 
serves as a Confidential Assistant to the Chairman of the Council of Economic Advisers (CEA). 
During her years at the CEA, she has taken on many additional areas of responsibility which are 
detailed below. 

Ms. Williams participates in the administrative management of my office, handling a 
variety of procedural and management problems. The confidential relationship is imperative 
since Ms. Williams performs duties requiring a working knowledge of my political, personal, and 
management philosophies and views. She reviews and analyzes requests and makes 
independent decisions regarding my schedule; plans and coordinates meetings; reviews and 
analyzes incoming con'espondence, reports, and memoranda; analyzes outgoing correspondence, 
replies to inquiries, and coordinates requisitions for suppoit services. 

Ms. Williams arranges and coordinates my domestic and international travel and 
itinerary, and she handles many administrative details incident to my attending and chairing 
international conferences. 

Ms. Williams is an invaluable member of my staff. She has extremely good judgment, 
works well independently, and in general exercises great discretion. I depend on her to keep the 
work flow moving and to keep me informed. She genuinely deserves this title change to reflect 
the scope of the work she has been performing for quite some time. 

For these reasons, I believe the request for a title change should be approved. 

cc: Vanessa Weaver 



Guide to Schedule C Positions 16 

Information on Schedule C 
Position and Incumbent 

(Instructions for Use on Back) 

1. Date (Month. Day, Year) 

9 / 2 5 / 9 8 

2. Name of Employing Agency, Bureau and Office 

C o u n c i l o f Economic A d v i s e r s 

U.S. Office of Personnel Management 
Room 6500 
1900 E Street, NW 
Washington, DC 20415-0001 

FAX Number is (202) 606-3603 

3. Reason(s) for Submission 

New Authority 

Cl Reestablishment of Authority 

Upgrade From: To: 

n Downgrade From: To:_ 

H Change in Title: (old) UH^l^clll^rllfi^^ 

d Change in Immediate Supervisor 

cn Change in Organizational Location 

n Notice of Entry on Duty (see A below) 

• Notice of Date Position Vacated (see B below) 

n Other (specify): 

4. Position Title 

C o n f i d e n t i a l A s s i s t a n t t o t he Chai rman 

5. OPM Approved Number 6. Occupation. Series, Grade or Salary and Duty Station 

3 0 3 , 1 3 , W a s h i n g t o n , DC 

7 a. Name of Nominee or Incumbent 

A l i c e H. W i l l i a m s 

A. Date Entered on Duty (Month, Day, Year) 

10 /23 /88 

7 b. Name of Former Incumbent 

Same 

B. Date Position Vacated (Month, Day, Year) 

n o t v a c a n t 

8. Name and Complete Mailing Address of the Official to be informed of OPM's Action 

The Honorable Janet L. Yellen 
Chair 
Council of Economic Advisers 
Room 314, Old Executive Office Building 
Washington,DC 20502 

9. Supervisor's Title 
C h a i r 

Supervisor's Appointment Type 

S PAS 

• PA 

• SES in a General Position 

• Schedule C, Grade: 

10. Position Description Cenification (Official's Type of Appointment) 

S PAS • PA • SES in a General Position 

U. Agency Contact: (Name and Telephone Number) 
M i c n e l e J o l i n 
(202) 395-5034 

CERTIFICATION STATEMENT 
I certify that the position indicated above, for which a request has been made to the Office of Personnel Management to except the 
position from the competitive service because of its confidential or policy-determining character, was not created solely or primarily 
in order to detail the employee to the White House. 

Signature of Agency/Department Head: '^/•^ CC- Date: '//i-^'rS' 

BELOW FOR OPM USE ONLY 

n Your request for a Schedule C exception, reestablishment or amendment is Approved. _ 

n Your request for a Schedule C exception, reestablishment, or amendment is Disapproved. 

Signature Title Effective Date (Month, Day, Year) 

To Be Reproduced Locally by Agencies OPM Form 1019, Rev. 2/98 



Pp.SITICN DESCRIPTION (Please Read Instructions on the Back) 

2. Reason for SuDmission 

Redescriplion 

Reestadlishmeni X 

New 

Other 

3 Service 

Hdqtrs. I I Field 

Explanation (Show any positions replaced) 

Change i n Position T i t l e 
and Occupational Code 

4. Employing Oltics Localion 

Washington, DC 
7 Fair Labor Slandards Act 

Exempt Nonexempt 

10. Position Status 

Competitive 

Excepted (Specify in Remarks) 

SES (Gen.) | | SES (CR) 

5. Duty Slalion 

Washington, DC 
8. Financial Slatemenis Required 

Executive Personnel | 1 Emiiloyment and 

LJ_'" Financial Disclosure 

11. Position 

Supervisory 

Managerial 

y- Neittier 

Is: 112. 

iory Q 

Financial Interests 
Sensitivity 

J-Non-
Sensifivs 

2—Noncnttcal 
Sensitive 

1. Agency Position No. 

EORHO14001 
6. OPM Cartilication No 

S :-Criticjl 
Se 

n 
Sensitive 

4-SDeciJl 
Sensitive 

9. Subject ro IA Action 

I Yes f x ] No 

13. Competitive Level Code 

14. Agency Use 

15. Classitied/Graded tiy Otticial Title of Position Pay Plan Occupational Code Grade Initials Date 
a. U.S. Office of Per­

sonnel Management 

b. Department, Agency 
or Establistiment Confidential Assistant to the Chainnan GS 303 13 J 

c. Second Level 
Review 

d. Rrst Level Review 

e. Recommended by 
Suoenrisor or 
Initiating Office 

18. Organizational Title ot Position (it diltarant from olflcial title) 17. Nam* o( Employee pf vacant, spaci/y) 

A l i c e H. Wi l l i ams 
18. Depanment, Agency, or Establishment 

Executive O f f i c e o f the Pres ident 
c. Third Subdivision 

a. First Subdivision 

Council of Economic Advisers 
d. Founli Subdivision 

b. Second Subdivision e. Fiftti Subdivision 

19. Employee Heview—This is ar. accurate description of the major duties and | 
" pnnsibii'*"* ?'"ny fy)slt;on. _ I 

Signature of Emptoyee (optional) 

20. Supervisory Cartitlcatlon. / certify that this is an accurate statement of 
the major duties and responsibilities of this position and its organizational 
relationships, and that tha position is necessary to cany out Govemment 
functions far which I am responsible. This certification is made with the 

knowledge that this information is to be used for statutory purposes relating 
to appointment and payment ot public funds, and that false or misleading 
statements may constitute violations of such statutes or their implementing reg­
ulations. 

a. Typed Nama and Title of Immediate Supervisor 

Michele M. J o l i n , Chief of Staff 
Council of Economic Aiivi^ers 

Signature 

b. Typed Name and Title of Higher-Level Supervisor or Manager (optional) 

-r, Data fsi; Ignatura I Data 

I 
2i .Ctassi{icatlon/j|pb^radlng Certification. / ibrtify that this position has been 

classified/graded as required by Title 5, U.S. Code, in conformance with stan­
dards published by tha U.S. Office of Personnel Managemant or, if no published 
standards apply direaly, consistently with the mist applicable published standards. 

Typed Name and Title ot Official TaKing Action 

Mary Coutts Beck, Assoc ia te D i r e c t o r f o r 
Human Resources Management 

Signature Date 

22. Position Classification Slandards Used in ClassifyingyGradIng Position 

US OPM PCS for Miscellaneous Clerical and 
Assistant Series, GS-303, date Jan. 1979. 

information for Employees. The standards, and information on thai,'application, 
are availatile in the personnel office. The classification of the position may be reviewed 
and corrected by the agency or the U.S. Office of Personnel Managemant. Infor­
mation on classification/job grading appeals, and complaints on exemption from 
FLSA, is available from the personnel office or the U.S. Office of Personnel 
Management. 

23. Position Review Initials j Date Initials j Date Initials 1 Date Initials I Date Initial.s 1 Date 
a. Employee (optional) 1 

1 
I •• •• 
1 
1 

1 
1 1 

b. Supervisor 
1 
1 
1 

1 
1 
1 

1 1 
c. Classifier 1 

1 1 1 
1 1 1 

24. Remarks Position status: Excepted - Schedule C. Confidential relationship of a Schedule C 
nature is imperative since the incumbent w i l l be performing duties requiring a working knowledge 
of the p o l i t i c a l , personal, and management philosophies and views of the Chairman, CEA. 

Target grade level is GS-13. 

25. Description of Major Duties and Responsibilities (See Attached) 

NSN 7540-00-604-4265 Previous Edition Usable 5008-'06 OF 8 |B«v 1-85) 



MAJOR DUTIES 

The incumbent o f t h i s p o s i t i o n serves as the Confidential Assistant 
to the Chairman, Council of Economic Advisers. 

1. Sets up the Chairman's and calendar, scheduling a l l 
appointments and interviews for the Chainnan with top 
o f f i c i a l s of other executive branches of the Government, 
Congress and private enterprise, as well as Council 
personnel. In order to expedite the work of the o f f i c e , the 
incumbent i s given f u l l l a t i t u d e for committing the 
Chairman's time w i t h i n the general outlines they have 
prescribed and for making the numerous adjustments i n t h e i r 
schedules necessary to complete the maximum amount of work. 

2. I n i t i a t e s and completes a l l arrangements for the Chairman's 
conferences as the need arises. This may involve contacting 
the most appropriate o f f i c i a l s or persons on t h e i r s t a f f s to 
handle ce r t a i n matters, determining what materials and 
supplies are needed and act^uiring such, contacting s t a f f 
members who should be present at the conferences, making 
arrangements for the proper s t a f f members to b r i e f the 
Chairman or b r i e f i n g him/her personally, greeting 
p a r t i c i p a n t s upon t h e i r a r r i v a l , seeing that they are 
properly and courteously received and that the conference 
arrangements move smoothly. 

3. Receives and places a l l incoming and outgoing c a l l s f o r the 
Chairman as they request or as determined feasible. 
Whenever possible, takes care of the c a l l s personally or 
refers to s t a f f members i n order to conserve the Chairman's 
time and e f f o r t and notes items that require f u r t h e r action, 
and where advisable, takes that action personally or 
transmits a summary of the c a l l to members of the s t a f f , and 
when appropriate, maintains a follow-up. 

4. Handles the Chairman's personal correspondence. Upon own 
i n i t i a t i v e or a f t e r general i n s t r u c t i o n from the Chairman 
composes correspondence for t h e i r signature. Takes the 
Chairman's personal d i c t a t i o n and i s responsible f o r seeing 
tha t the work i s handled i n the most e f f i c i e n t manner. 

5. Arranges and maintains the Chairman's personal f i l e s of 
correspondence and other materials as they may require. 

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION 

1. Thorough knowledge of the names and positions of high 
o f f i c i a l s i n the White House", other parts of the Executive 
Office of the President and Federal Government and a high 
degree of s k i l l i n meeting and dealing with people at t h i s 
high l e v e l . 

2. Discretion and tact i n dealing i n sensitive areas. The 
highest l e v e l of personal i n t e g r i t y and l o y a l t y i s required 



i n view of the c o n f i d e n t i a l r e l a t i o n s h i p t h a t must e x i s t 
between the incumbent and the Chainnan. 

3. Thoroligh knowledge of the a c t i v i t i e s of the Council of 
Economic Advisers and i t s r o l e i n the Executive O f f i c e of 
the President. 

4. Substantive knowledge of the s t a f f assignments and 
r e s p o n s i b i l i t i e s of Council personnel, together w i t h an 
i n t i m a t e knowledge of the most appropriate and expedient 
p o i n t s of contact on Council matters. 

5. Knowledge of the way i n which the Executive Branch of the 
Government operates and f a m i l i a r i t y w i t h the o r g a n i z a t i o n 
and operations of the various Federal departments and 
agencies. 

6. Judgment and t a c t i n r e l e a s i n g i n f o r m a t i o n i n response t o 
i n q u i r i e s . 

7. S k i l l i n t a k i n g and t r a n s c r i b i n g d i c t a t i o n w i t h accuracy and 
speed. A q u a l i f i e d stenographer i s required. 

8. A b i l i t y t o provide guidance and t e c h n i c a l assistance t o 
ot h e r s . 

FACTOR 2. SUPERVISORY CONTROLS 

The s u p e r v i s o r sets o v e r a l l o b j e c t i v e s . The employee and 
supervisor, i n c o n s u l t a t i o n , develop and deadlines, p r o j e c t s , and 
work t o be done. 

The employee has r e s p o n s i b i l i t y f o r planning, designing, and 
c a r r y i n g out programs, p r o j e c t s , s t u d i e s , or other work, 
independently. 

Completed work i s reviewed only from an o v e r a l l s t a ndpoint i n 
terms o f f e a s i b i l i t y , c o m p a t i b i l i t y w i t h other work, or 
e f f e c t i v e n e s s i n meeting requirements or expected r e s u l t s . 

FACTOR 3. GUIDELINES 

W r i t t e n and u n w r i t t e n procedural and general p o l i c y g u i d e l i n e s 
are a v a i l a b l e , but the a p p l i c a t i o n of the g u i d e l i n e s o f t e n leaves 
much t o the judgment of the incumbent. Incumbent must keep 
acquainted w i t h the substantive content and st a t u s of the work of 
the Chairman. Incumbent obtains by personal i n v e s t i g a t i o n , or by 
c o n s u l t i n g o t h e r o f f i c i a l s , f a c t s and judgments which w i l l 
f a c i l i t a t e prompt and accurate support t o the Chairman. 

FACTOR 4. COMPLEXITY 

The incumbent serves as the eonfidential Assistant to the 
Chairman. The r e s p o n s i b i l i t i e s of t h i s p o s i t i o n encompass the 
e n t i r e range o f a c t i v i t i e s and f u n c t i o n s of the Council of 
Economic Advisors (CEA). The p r i n c i p a l r e s p o n s i b i l i t y of the 



incumbent i s t o provide assistance t o the Chairman by the 
performance of d i v e r s i f i e d tasks and a c t i v i t i e s which enhance the 
Chairman's e f f e c t i v e n e s s i n conducting the a f f a i r s of CEA. 

FACTOR 5. SCOPE AND EFFECT 

The incumbent ensures t h a t the c l e r i c a l and a d m i n i s t r a t i v e 
p o r t i o n s of the supervisor's work are accomplished e f f e c t i v e l y 
a l l o w i n g t he supervisor t o concentrate on p r o f e s s i o n a l and 
managerial d u t i e s . The incumbent's e f f e c t i v e n e s s determines the 
degree t o which the programs and assignments of the Chairman are 
accomplished e f f e c t i v e l y . 

FACTOR 6. PERSONAL CONTACTS 

W i t h i n CEA, contact i s made w i t h s t a f f a t a l l l e v e l s . Other 
contacts i n c l u d e the EOP and White House s t a f f , high l e v e l 
o f f i c i a l s and s t a f f from Congress, other Federal departments and 
agencies, the business and p r i v a t e sector, the media, academia, 
and the general p u b l i c . 

FACTOR 7. PURPOSE OF CONTACTS 

Incumbent b r i e f s or advises s t a f f members or persons o u t s i d e the 
agency on the supervisor's views on c u r r e n t issues f a c i n g the 
o f f i c e . Makes contacts necessary t o plan and coordinate the work 
of the o f f i c e t o include a l l c l e r i c a l and a d m i n i s t r a t i v e support 
d e t a i l s i n c i d e n t a l t o t h a t work such as exchanging i n f o r m a t i o n , 
d i s p a t c h i n g or r e c e i v i n g m a t e r i a l s , gathering i n f o r m a t i o n 
assuring t h a t deadlines are met, ensuring the smooth fl o w of 
correspondence, arranging conferences and f o l l o w i n g up t o ensure 
t h a t r e q u i r e d actions are completed. 

FACTOR 8. PHYSICAL DEMANDS 

Work i s sedentary. Work req u i r e s some walking, standing, 
bending, and c a r r y i n g l i g h t items such as books and papers. Long 
hours and urgent work demands are o f t e n r e q u i r e d . 

FACTOR 9. WORK ENVIRONMENT 

Work i s performed w i t h i n an o f f i c e s e t t i n g . 
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SCHEDULE C STATUS CHANGE 

APPOINTEE INFORMATION: 
Namei A l i c e H. Will iams Date: 10/1/98 

(Ai il appears on fbmul records) 

Date of Birth (M/D/Y): 

Department or Agency: 

Social Security Number: 

Council of Economic Advisers 

ACTION REQUESTED: 
(Please check all that ^ply) 

REASSIGNMENT. 

New Position Title/Area: 

Old Positon Title/Area: 

ACCRETION: 
(Please attach justification) 

New Pay Grade: 

Old Pay Grade: 

TITLE CHANGE x 

. '.w Position Title/Area: Conf ident i ia l As.sisranf tn thp. Ch^i rmpn/Of f i rp n f t h f r.h^m'rnian 
Council of Economic Advisers 

Old Positon Title/Area: Pr ivate Secretary to the Chairman/Office of the Chairman 
Council of Economic Advisers 

Name and Phone U of Person Completing this Form: Mary C. F ib ich (202) 395-5034 

For PPO use only: 

Date:/o/5'/^^ 
Approved: Disapproved: Received and Noted: 


