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The Division of Administration is a service team, committed to serve our visitors and our personnel; we call these our “customers.”   We strive to assist in all aspects of administration.  This consist of an array of duties, ranging from answering the telephone, orientating personnel and visitors, assisting our customers with IT problems, uniforms, purchasing, personnel issues, travel, to administering multi-million dollar budgets.  


Our main focus of course, is to uphold the mission of the National Park Service, and to meet the needs of a diverse people.  


We, like other divisions at our sites are small in size.  We service all 3 of our sites with a staff of 3 permanent and 1 part-time student.  This quarter, a major segment of our staff moved to the Selma to Montgomery NHT Interpretive Center, Diane May, Secretary for the SEMO Site.  This set up our first remote administrative office.  She is still responsible for most of the travel for all three sites and also initiates the input of time and attendance. 


I thank the entire Administrative Team this quarter and commend you for the professionalism exhibited in handling your jobs.  Keep up the good work! …Lorraine Thomas, Diane May and Christina Jackson-Garrett.


























The key to a successful newsletter is making it useful to your readers. Include information about all areas of the company – but make sure it is information that your readers want and need.

















We have set up a schedule during the week for focusing on different aspects of Administration.  On these days our main focus will be:


Human Resources		MONDAY


Budget		TUESDAY


Contracting & Property Mgmt		WEDNESDAY


Information Technology		THURSDAY


Miscellaneous Admin. Work		FRIDAY


We will work this schedule to the best of our ability.  Of course, we are aware that emergencies and unexpected situations arise.  We appreciate all of your working with us on this.


 














A WORD FROM THE A. O.





Administrative Work Assignments





Happy New Year!


FY07


October 1, 2006 – September 31, 2007
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TSP OPEN SEASONS ELIMINATED


TSP open seasons were eliminated as of July 1.  This change will benefit you in a number of ways:


You can now make an election to adjust in the amount of your contributions at any time.


If you are a new hire, you can begin contributing to the TSP at any time.  (However, there is still a waiting period before FERS employees may receive agency contribution.  


 If you must terminate your contributions for any reasons, you are not required to wait for the second open season to restart them; you can restart at any time.














Insurance Services Programs -- providing health, life, dental, vision and long term care insurance and flexible spending accounts to the Federal family 





The FEHBP, FEDVIP, and FSAFEDS Open Seasons ran from November 13, 2006 through December 11, 2006





FEHB – Federal Employees Health Benefits Programs


FEDVIP – Federal Employees Dental and Vision Insurance Programs


FSAFEDS – Flexibilities in Employee Benefit Programs















































INSURANCE SERVICES PROGRAMS





There is no shortcut to achievement. 





            ~George Washington Carver











THRIFT SAVINGS PLAN HIGHLIGHTS














http://www.usajobs.opm.gov


USAJOBS, the Federal Government's Employment Information System, provides worldwide job vacancy information, employment information fact sheets, job applications and forms on-line. It has on-line resume development and electronic transmission capabilities. Job seekers can apply for some positions on-line. USAJOBS is updated every business day from a database of more than 18,000 worldwide job opportunities and is available to job seekers in a variety of formats to ensure access for customers with differing physical and technological capabilities. It is convenient, user friendly, accessible through the computer or telephone and available 24 hours a day, 7 days a week.  .





AUTOMATED TELEPHONE SYSTEM - An interactive voice response telephone system which can be reached at 1-703-724-1850 or TDD 1-978-461-8404. By telephone, job seekers can access current job vacancies, employment information fact sheets, applications, forms, and apply for some jobs

















2007 Federal Holidays


Federal law (5 U.S.C. 6103) establishes the following public holidays for Federal employees.  Please note that most Federal employees work on a Monday through Friday schedule.  For these employees, when a holiday falls on a nonworkday -- Saturday or Sunday -- the holiday usually is observed on Monday (if the holiday falls on Sunday) or Friday (if the holiday falls on Saturday).�
�



Monday, January 1 �
New Year's Day�
�
Monday, January 15�
Birthday of Martin Luther King, Jr.�
�
Monday, February 19*�
Washington’s Birthday�
�
Monday, May 28�
Memorial Day�
�
Wednesday, July 4�
Independence Day�
�
Monday, September 3�
Labor Day�
�
Monday, October 8�
Columbus Day�
�
Monday, November 12**�
Veterans Day�
�
Thursday, November 22�
Thanksgiving Day�
�
Tuesday, December 25�
Christmas Day�
�
.
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News from Human Resources





JOB SEEKERS





Kevin Colley	Oct 11


Meroe Adeeb	Oct  14


Diane May	Nov 04


Tyrone Brandyburg	Nov 24


Quincy Harris	Dec 15


 Shirley Baxter	Dec 21


Tina Smiley	Dec 31


Andrew Callens	20 Years


 	 














Events include Report deadlines for projects, Federal holidays, Human               Resources events, and social or morale events.





Columbus Day	October 9


Veteran’s Day	November 10


Christmas Day	December 25


FY2006 Leave Year Ends	January 7, 2007


Managers’ Meeting	10:00am, Every Monday


Administration Meeting	2:00pm, Every Tuesday


Timecards Released	Monday, After end of each PP


 FY 2008-2011 GPRA	December 12


PMIS/OFS	January 2007, 1st Week


Performance Appraisals	October 31


Performance Standards	November 30


Holiday Social	December	 





























�





February – March		Optional Uniform


April – October		Summer Uniform (only)


November			Optional Uniform


December – January	Winter Uniform  (only)





TSP – NO MORE OPEN SEASONS!























Upcoming Events








Birthdays and Anniversaries
















































































































































































Working for America








� INCLUDEPICTURE "http://www.coolarchive.com/clipart/office_business/officeandbusiness007.gif" \* MERGEFORMATINET ���




















� HYPERLINK "http://www.timeanddate.com/calendar/monthly.html?year=2006&month=10&country=1" �October 2006� �
�
Su Mo Tu We Th Fr Sa 


 1  2  3  4  5  6  7 


 8  9 10 11 12 13 14 


15 16 17 18 19 20 21 


22 23 24 25 26 27 28 


29 30 31 �
�
  �
�



� HYPERLINK "http://www.timeanddate.com/calendar/monthly.html?year=2006&month=11&country=1" �November 2006� �
�
Su Mo Tu We Th Fr Sa 


          1  2  3  4 


 5  6  7  8  9 10 11 


12 13 14 15 16 17 18 


19 20 21 22 23 24 25 


26 27 28 29 30 �
�
 �
�



� HYPERLINK "http://www.timeanddate.com/calendar/monthly.html?year=2006&month=12&country=1" �December 2006� �
�
Su Mo Tu We Th Fr Sa 


                1  2 


 3  4  5  6  7  8  9 


10 11 12 13 14 15 16 


17 18 19 20 21 22 23 


24 25 26 27 28 29 30 


31 �
�
  �
�












Uniform Guidelines for ALL Parks

















Newsletter:  FY 2007, 1st Quarter





















































