PASTG NEWSLETTER

June 12, 1998 Newsletter

SUMMARY OF THE MARCH MEETING

The PASTG thanks everyone for their help and cooperation in making our Secretarial meeting, "Positive Attitude to Strive for Teamwork and Growth," a great success. From the results of the evaluations and conversations we heard, we feel everyone left with a positive attitude and desire to be part of the Midwest Area Team! It was great to see everyone at the first meeting held exclusively for Secretarial/Clerical Employees within the Midwest Area. Approximately 80 individuals attended the meeting from our locations as well as invited guests from the National Secretarial Council. The reviews of the meeting were outstanding. The ratings were highly favorable of the entire meeting with Dr. Hewings, Mark Towers and Linda Calmeses listed as Superb! During the meeting we had an opportunity to break into groups to share with one another our concerns and to voice our opinions on what we need to get the job done. Your input has been reviewed by the PASTG and this is the result of this breakout. 

· Communications: Communications between RL and Secretary - Secretaries want to be included in staff meetings and want to be informed of major issues. 

· Training: Numerous comments regarding a need for different kinds of training. Some concerns dealt with ARS programs, others dealt with money for training. 

· Equipment: Make sure clerical staff has adequate equipment to do their job. There is a concern that all of the programs received are not compatible with the computers available. There was additional concern about receiving E-Mail items. This has been addressed at the Area office and they have modified the way they are disseminating information by sending several types of files. 

· Personnel: Eliminate Secretary titles. We recommend that you change your working title by submitting an AD-332 Position Description Cover Sheet through your supervisor and LAO (if required) to HRD. A list of possible job titles for secretarial positions is: 

Center/Laboratory Director Secretarial Positions: 

· Executive Assistant 

· Special Assistant 

· Office Manager 

· Program Management Assistant 

Research Leader Secretarial Positions: 

· Program Office Manager, Assistant, or Coordinator 

· Program Services Manager, Assistant, or Coordinator 

· Program Support Assistant 

· Program Office and Services Assistant

· We are encouraging secretaries to take initiative on the following issues: 

· promote teamwork and close coordination with supervisors and all co-workers for equipment and training needs (especially for ARMPS submission). 

· keep current with information necessary to do their jobs. 

· set up standard operating procedures for coworkers to follow proper administrative procedures (travel, 425s, 115s, T&As, etc.), and supervisors need to support them in this role. 

· send reminders to coworkers for deadlines and needed information. 

Watch for our next newsletter for responses from the Area Directors on each of these issues. 

CHANGES IN PASTG:

Jean Sparks is the new Recording Secretary/Public Relations Representative. 

Sedina Lowe from Wooster, OH, is the new member replacing Karen Sussman. She represents the Ohio and Michigan locations. 

LonaJean Strickland, from West Lafayette, IN, is the new member replacing Alice McCain. She represents Indiana and Urbana, IL. Please welcome these individuals to the PASTG and feel free to contact any of them with your concerns. 

CHANGES ACROSS THE MIDWEST AREA:

We've been notified that Karen Sussman will be leaving ARS with her husband for a new job in Iowa. Karen served on the PASTG from the beginning and assisted as recording secretary. She created some of the previous PASTG NewsNotes. Good luck and thank you very much Karen!! 

Judy Spillman, Plant Genetics Unit from Columbia, MO, is moving to Chicago. Her husband is taking a job with Argonne National Laboratory. Good luck to Judy and her husband. 

We would like to welcome the following new employees to our Midwest Area Team: JoAnn Fernandez is the new LAO in Columbia, MO. JoAnn was formerly a Transportation Assistant with ARS in Fort Collins, CO. 

Mary Reynolds has been selected as the secretary of the Avian Disease and Oncology Laboratory in East Lansing, MI. In addition, Cassandra Drake was selected as the Office Automation Clerk at this location. 

Jerry King returns to the Midwest Area Administrative Office as the new Purchasing Agent. 

NEWS TIPS:

FYI: The 425 Cheat Sheet is on the MWA HomePage and in the SOP at: http://www.ncaur.usda.gov/mwa/ad/425.htm 

REMINDERS: 

· Other secretaries and clerical staff at your location/Area/PASTG are a great resource; Give them a call! 

· Issues sheets are still available. Please send us your items and we will forward them to the Area Directors. 

· Sherri and Lori will be visiting Ohio, Wisconsin and Minnesota locations this summer and early fall. They will be contacting you in the near future to set up a time which will fit with your schedule. 

Current members of your PASTG are: 

Sherri Buxton, Co-Chair (309) 681-6602 
Lori Wilson-Voss, Co-Chair (515) 294-3255 
Jean Sparks, Recording Secretary/Public Relations Representative (573) 882-1114 
Shirley Runge, Training/Mentoring Chair (309) 681-6595 
Sandy Groneberg (320) 589-3411 EXT: 133 
LonaJean Strickland (765) 494-4381 
Sue Ohlendorf (515) 239-8254 
Sedina Lowe (330) 263-3870 
Marcia Jenkins, National Council Representative (Ex-0fficio Member to this Council) (309) 681-6601 
Good luck on the ARMPS and have a great summer!
