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National Secretarial Advisory Council Meeting--Brief Report
June 10, 1996
The National Secretarial Advisory Council met in College Station, Texas, May 29-30, 1996, for its 3rd annual meeting. Anne Steele, Secretary, Food and Feed Safety Research Lab, coordinated the meeting site and made hotel arrangements, plus scheduled tours of ARS facilities in College Station. The Southern Plains Area Task Group also convened during this same time frame and interacted frequently with us in development of their charter and goals for 1997. The National Council and Area Council then jointly met with the Southern Plains Area Director, Charles Onstad, and clerical staff for a round table discussion. 

Agenda items for the full 2-day meeting included: 

· Distribution of the "Partnership in Excellence" Program and the Training & Planning Guide to all Area councils and follow-up implementation 
· Discussion on the Secretary of the Year Awards for each Area, and criteria developed for the award 
· Development of an NSAC Newsletter to be published semi-annually 
· Group brainstorming for an ARS Secretarial Handbook defining key chapters for the handbook to be sent to each Organizational Task Group for tailoring to Area needs (Handbook Subcommittee: Sandra Warren, Co-Chair, Sue Thornburg, Co-Chair, Kay Carr, Elaine McGuire, Mary Silva, and Joyce Smith) 
· Development of a Home Page for Internet 
· Formal report for Administrator's Council 
· Tentative plans for a National Secretarial Training Conference 
These items will be included in the Goals for 1997, as well as a formal report to be forwarded to Jane Giles and Headquarters Staff. 
National Council members are: 
Elaine McGuire, Beltsville, MD 
Sandra Warren, Stoneville, MS 
Joyce Smith, Wyndmoor, PA 
Sue Thornburg, Fort Collins, CO 
Libby Fouse, Fresno, CA 
Kay Carr, Tifton, GA 
Anne Steele, College Station, TX 
Angie Marchetti, Greenbelt, MD 
Mary Silva, NAL, Beltsville, MD 
Carmela Carrick, NPS, Beltsville, MD 
Queen Spriggs, HQ, Washington, D.C.
Marcia Jenkins, Peoria, IL 
Cecelia Stortzum, Technical Advisor, HRD, Greenbelt, MD 
Recent PASTG Meeting
We recently held our annual Program Administrative Support Task Group Meeting in Ames, Iowa. The Task Group would first like to thank Lori Wilson-Voss, and Sue Ohlendorf for hosting this years meeting. 

The Task Group covered a lot of ground this year. Some of our major items were: 

· Establishment of the"Issue Sheet" 
· Review of Mentor/Training Program 
· Review of Goals and Accomplishments of Task Group. 

Attached is the "Issue Sheet" which was established at the meeting, below you will find Dr. Dunkle's response to our recent meeting, and also the Area Directors response to the issues that were raised at the meeting. 
May 29, 1996 memo from Dr. Dunkle: Drs. Hewings, Gerloff and myself had the opportunity to visit with Marcia and Sherri concerning your meeting last week. It appears that the meeting was productive, generating many good ideas and suggestions. I am pleased to say that the Directors will accept the following recommendations: 
1. Mentoring Program - We support and will implement the suggestion that all new secretaries to the Midwest Area will be provided a Mentor for a one year period of time. We are delighted that the members of the Task Group are willing to serve as mentors in order to get this program initiated. 
2. Issues Paper - We endorse the use of the Issues paper to convey concerns of our secretarial/clerical support group to the Area. Please disseminate the form to the people you represent for their use. Attached is our response to the Issues you presented for Area consideration. 
3. Additional Meeting of the PASTG - We also support the additional meeting recommendation of the PASTG. This will be an opportunity to keep the momentum of the group going and provide an opportunity for you to address issues in a timely manner. 
4. Newsletter - We are pleased that you will continue to use the newsletter to distribute information. The format you are adopting may generate more input from the Area. 
5. Quarterly Conference Calls - We will support the groups intention to discontinue conference calls. However, we encourage you to revisit this issue at a later date. 
6. Internet Addresses/Home Page - We will have a mailbox set up at the Area when the addresses have been accumulated. This will aid our office in transmitting information to the secretaries in a more timely manner. As soon as everyone has the capabilities to access Internet we encourage you to set up a Home Page for your group. 
AREA DIRECTOR RESPONSE TO ISSUES PAPER
Issue #1: Lack of training dollars provided for clerical positions. Recommendation: The Area office has always supported training of all employees to enhance their job performance. The Directors will work with each RU during the upcoming ARMPS cycle to assure that adequate money is set aside to provide training. In addition, we will encourage supervisors/employees to utilize the IDP in identifying training needs. 
Issue #2: Standard operating guidelines for secretarial/clerical positions. Recommendation: We concur with the recommendation from the PASTG and are requesting that you take the lead in developing Area SOP/Guidelines. Please be prepared to brief our office during your October/November meeting of your progress. 
Issue #3: Lack of training provided to supervisory personnel, i.e. communication skills, people skills, etc. Recommendation: The Area is planning a RL meeting for next spring to target these issues.
Issue #4: Lack of information provided to unit secretaries. Recommendation: We concur with the recommendation of the PASTG to include all RU secretaries on a separate mailing list at the Area level to keep them informed of pertinent issues related to their job.
  

TRAINING
USDA Graduate School, Midwest Training Center Questions: (312) 353- 2919 Fax training forms to: (312) 353- 3297 Mail training forms to: Chicago Midwest Training Center 230 S. Dearborn Street, DPN 30-4 Chicago, IL 61604-1687 

Kansas City, MO: 


July 9-10, 1996 Effective Listening and Memory Development 
July 10-12, 1996 Management Skills for Secretaries 
July 17-19, 1996 Writing Effective Letters 
J uly 24, 1996 Telephone Service Skills 
July 24-25, 1996 Effective Communicating With Customers 
August 6-8, 1996 Essentials of English 
August 15-16, 1996 Managing Effective Meetings and Conferences 
September 10-11, 1996 Assertiveness Skills 
September 18-20, 1996 Office Management 
Chicago, IL: 


July 10-12, 1996 Technical Writing 
July 24-26, 1996 Office Management 
July 24-26, 1996 Report Writing 
August 7-9, 1996 Basic Writing 
August 13-14, 1996 Stress Management for Support Staff 
August 13-16, 1996 Effective Briefing Techniques 
September 5-6, 1996 Managing Effective Meetings and Conferences 
September 11-12, 1996 Effective Communication with Customers 
September 17-18, 1996 Effective Listening and Memory Development 
September 23-25, 1996 Secretarial Techniques 
St. Louis, MO: 


July 8-10, 1996 Secretarial Techniques 
July 25-26, 1996 Decision-Making and Problem Solving for Support Staff 
August 7-8, 1996 Proofreading 
August 16-17, 1996 Stress Management for Secretaries 
August 20-21, 1996 Effective Listening and Memory Development 
August 20-22, 1996 Better Office Skills and Services 
September 17, 1996 Strategies to Cope with Burnout 
September 17-18, 1996 Advanced Proofreading 
September 25-27, 1996 Basic Writing 
Atlanta, GA: 


October 27-30, 1996 AMA's Conference for Executive Secretaries and Administrative Assistants "Striving to win in the Changing Workplace"
CONGRATULATIONS
Debbie Bitner, Secretary for Biopolymer Research Unit at NCAUR received the Center's Support Person of the Year Award. Congratulations, Debbie! Jean Sparks, Secretary for Cropping Systems and Water Quality Research at Columbia, MO received the Central Missouri Federal Woman of the Year. Congratulations, Jean ! 
