PASTG Newsletter - March 24, 2000 

1999 SECRETARY OF THE YEAR:
The Area Office is pleased to announce that Ms. Georgetta Stonewall, Program Office Manager for the Microbial Properties Research Unit at NCAUR, Peoria, IL has been selected as the 1999 MWA Secretary of the Year. Georgetta is being recognized for her outstanding secretarial skills in office operations, management of scientific databases, and mentoring of colleagues. 

MIDWEST AREA LEADERSHIP MEETING 
On March 6 & 7, a number of Midwest Area secretaries attended the RL/LAO meeting in Peoria, IL. Several presentations were held throughout the afternoon and morning sessions. 
A presentation was given by Stephen Duke from the Office of Scientific Quality Review (OSQR) on the new ARS National Programs procedures for creating new CRIS projects and the peer panel review procedures. Marcia Moore led the Administrative break out session and discussed in more detail formats, timelines, roles and responsibilities, and chain of command. Additional information will be forthcoming to assist secretaries with this process. Pat Bothast is the Area Office contact for the CRIS replacements. 

Harvey Ratzlaff and Lynell Odenbach from the Office of the Inspector General discussed how to handle vandalism and violence on the job. Handouts provided were: Assault and Threat Reporting Procedures, Bribery Reporting Procedures, and a listing of all USDA, Office of the Inspector General sites throughout the U.S. The Midwest Area Office will provide more detailed information on these issues. 

Janet S. (Kim) Kaplan, Public Affairs Specialist for the Information Staff provided useful techniques on how to perform effective interviews with the news media. She also videotaped an interview with a meeting attendee and later critiqued the "dos" and "don'ts" of the interview. 

The PASTG had a breakout session to share ideas and concerns of Area secretaries. Concerns of those attending were:

RMIS, ARMPS and OSQR training for all secretaries (possible video clips) 
More frequent PASTG newsletters 
Conference calls for Midwest Area 
Another Midwest Area secretarial meeting 
Links on PASTG website for training, Cooperative Resolution Program, and a list of available hotels 
Names of all Midwest Area clerical personnel, email address, phone and expertise on PASTG Website 
Calendar on PASTG homepage with deadlines 
Inability to read actual subsistence messages with actual subsistence as an attachment 
Items for SOP: alphabetized table of contents; Cooperative Resolution Program; OSQR 
Classification concerns: Take RL secretaries out of 300 series; give supervisor authority to set grade. Secretaries were encouraged to initiate individual job audits. 
Individual worksheets for tasks 

PASTG HOMEPAGE:
The PASTG homepage is now available for your use. Our address is:
http://www.mwa.ars.usda.gov/mwa/pastg/index1.htm 
Some of the things on the homepage which will be of use to you are: links to information you will find helpful in your everyday work; scholarship, mentor, and secretary of the year forms and application information; PASTG newsletters, Issues sheets, charter and mission statement; information on the National Secretarial Meeting in Hunt Valley, MD, and the Standard Operating Procedures (SOP) Manual. 
One of the items discussed at the breakout session at the RL/LAO/Secretarial meeting in Peoria was the benefit of listing the Secretaries of the Midwest Area on the PASTG home page, including their location, email address, phone and fax number, along with areas that they had enough expertise that they would be willing to accept a phone call from another secretary and try to help them out with a question. For example, if you felt comfortable helping others with PowerPoint or graphics, you would indicate that. This page would give you a fast accurate access to phone and email for the MWA secretaries who could help you with your question. We are requesting that you email the following information to Sandy Groneberg (groneberg@morris.ars.usda.gov) to include on the home page. If you prefer not to take any phone calls, you don't need to list areas of expertise, but we would still like to have the rest of the information: name, location, email address, phone and fax number, areas of expertise. 

The official updated version of our SOP manual will be maintained on our PASTG website. Hard copy revisions will no longer be mailed. Secretaries will be notified by email when revisions have been made. 

CHANGING FACES
We would like to welcome the following new employees to the Midwest Area: 

Jacilyn Weese, Office Automation Assistant, has recently joined ARS as part of ARS's role in the National Swine Research and Information Center. Jaci lives in Ames, IA with her husband and two daughters. She worked for three years as the Building Secretary with the Amex Community School District and seven years as an Administrative Assistant at St. Andrews Lutheran Church. Jaci serves on the Board of Directors for the Children's Museum of Central Iowa. She enjoys reading, bicycling, camping, and spending time with her family. Jaci is looking forward to many new challenges in working for ARS. 

Sue Peters has been selected for the Secretarial position with Dr. J. L. Willett, Research Leader, Plant Polymer Research Unit at NCAUR. She has worked for various local temporary service agencies and several Government agencies in the past. She and her husband enjoy boating and skiing. She began her new position March 13. 

Barbara Henry has accepted a position at NADC in Ames, IA as Personnel Clerk. She was formerly an Office Automation Assistant in the Plant Introduction Unit. 

Dr. Michael R. McGuire, Research Leader of the Bioactive Agents Research Unit, is serving a detail in the Midwest Area as Acting Assistant Area Director. 

PASTG MEMBERSHIP ROTATION
Shirley Runge and Jean Sparks, two of the original PASTG members, have completed their terms on the Task Group. We would like to thank Shirley & Jean for all of their hard work and dedication to the group and members they represent. 

The PASTG is pleased to welcome two new members: 

Georgetta Stonewall is the Program Office Manager for the Microbial Properties Research Unit at NCAUR, Peoria, IL. In addition to developing new methods to define, characterize, and rapidly identify microorganisms, MPR is responsible for the management, maintenance, and curation of the over 80,000 strains which comprise the ARS Microbial Culture Collection. Georgetta started her Federal career at the Canton Post Office in 1985 before becoming an administrative clerk in the MWA office followed by a year and a half as the Procurement Clerk in the MWA Purchasing Office. She started her present position in 1992. Georgetta lives in the small village of Kingston Mines, IL, with her husband, Mark, and their three sons, Josh, Jason and Jamie.

Heather Pace joined ARS as Secretary for the Plant Genetics Research Unit in Columbia, MO in June, 1998. Unit scientists concentrate on research in maize, wheat and soybean genetics, and also on pests (European corn borer) associated with the development of maize. Prior employment was with the City of Columbia for 16 years. Heather is a native of Columbia, MO and enjoys playing volleyball. 

NOTES FROM THE PASTG MEETING - ST. PAUL, MN
The PASTG met in St. Paul, MN, November 1-4. The task group finalized plans for the PASTG website, updated the SOP, and planned and designed the PASTG booth for the National Secretary Meeting in Hunt Valley, MD. Jan Overton, Location Administrative Officer, met with us and presented a program entitled "How Can We Help You Do Your Research or What Does an LAO Really Do?" We also met with the St. Paul secretaries and toured facilities on campus to become familiar with the types of research being done in St. Paul. The tours were all excellent and very interesting. 

NATIONAL SECRETARIAL MEETING
The National Secretarial Meeting in Hunt Valley, MD "Odyssey 2000" will be held May 1-5, 2000. The Midwest Area will have 18 representatives; a total of 150 ARS support personnel staff will be attending. We will have a booth showing our PASTG accomplishments and activities since our inception.

