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Congratulations!  
New Officers - 


Election results of TWO Officers for the new year beginning July 1, 2000 are now final.  

We thank the membership body for nominating and voting for a strong panel.  We also thank the Elections Committee for doing the hard work that goes into the elections process. 

Here are the TWO Officers for the new term:

President

Cathy Hedglen
Vice President

Debbie Cervantes 

Secretary

Mary Thomas

Treasurer

Vicki Richard
Editor/Webmaster
Merry Creamer

AMC Rep

Judy Holcomb

AAL Rep

Patti Mattison
ACE Rep

Marilyn Tomko

ACT Rep

Marie Sharpe
AEA Rep

Julia Oyewo 

AGL Rep

Candy Close

ANE Rep

TBD

ANM Rep

Thembi Ndlovu-Hickey
ASO Rep

Robertha Walley
ASW Rep

Joann Passerino
Wash HQ Rep

Carmela Vaccarella 

AWP Rep

Susie Peasley

The skills learned in a TWO Officer Position adds value to your leadership experiences and prepares you for career advancement. If you are looking to expand your area of responsibility, accountability, and management and organization skills, this is a tough job you'll love.  You'll have the support of the entire Executive Board, as you challenge the boundaries of achievement.


	
	Reunion of the Project 150
The Electronics Technician Qualification (ET Qual) Course, also known as "Project 150", is preparing for its 30-year reunion.

The "Project 150" was initiated in 1970 to address under representation of minorities in the electronics and engineering fields, in the FAA.  One hundred and fifty (150) participants were selected from cities across the nation with the expectation that graduates of this program would progress to the journeyman technician level.  The program was a success.

Graduates of Project 150 and ET Qual programs have mad significant contributions to the FAA over the past 30 years.  They occupy supervisory and managerial positions throughout the agency, and serve as senior program and project specialists on important NAS projects.  Project 150 and ET Qual graduates continue to play major roles in leading this agency into the new millennium.

The reunion will be held at the Westin Hotel in Oklahoma City, OK July 20-22.  Anyone interested in participating should contact Joshua Davis via cc:Mail, or at jdavis4422@aol.com.  Everyone is invited.




	Message from the President 

Dear TWO Members and Friends,

I invite all of you to attend this month's National Training Conference.  By joining with TWO other FAA Employee Associations (EAs), the National Coalition of Federal Aviation Employees with Disabilities (NCFAED) and the Gay, Lesbian and Other Bisexual Employees (GLOBE) we make the most of scarce resources.  There is a great deal the EAs can learn from each other.  We all have similar goals.  Our common goal is a model work environment.  I hope in joining forces, we have begun a tradition that will become perpetual.  Next year, TWO will join with the Professional Women Controllers (PWC) in a shared National Training Conference in Memphis, TN.

I would like to extend TWO’s thanks to Charlene Campbell, Marty Ingram, and Patricia Mathes, the Southern Region members who manned the TWO booth at the Women in Aviation (WAI) Conference in Memphis in March.  I would also like to thank Robertha Walley, your Southern Region Representative, for representing TWO at this years PWC National Training conference.  In Order to conserve funds, I have been asking local members to represent TWO at events.

One subject the EAs discussed with Administrator Garvey in March was job sharing and part time employment.  Now, a committee headed by Keith Washington, ATX-200 is researching the issue. They are interested in hearing our perspective and issues on this topic.  Please send you comments to me via cc:Mail, by June 30th.  I will respond for TWO.  Send me your stories, successes, and wishes for job/sharing and part time work.

Our SES project is continuing.  We have 11 participants and hope to open this project up to more participants in October.  


	
	We have a group of 4 specialists standing by who volunteered to assist with the job task analysis being conducted on the FG-2101/0856 ATSS/ET positions.  They have not yet been called.

TWO had meetings planned with Alan Moore, AAF-1 and Ron Morgan, AAT-1 on June 20 & 21.  If you had issues you wanted discussed, hope you sent them to your regional reps.  It's never to late….

Many of us, including your past Vice-President Clarissa Holland, and myself are graduates of the “150 Program”.  This program will be holding a 30-year reunion in July in Oklahoma City.  Find more information about the reunion in this newsletter.

I hope to meet many of you at the conference.  

Remember, TWO is here for you.
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Cathy Hedglen

TWO President
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Highlight on TWO Members:

Belated congratulations to Virginia Sousa, who was promoted to NAS Operations Manager, for the GAA MCC. 




	New Rules on Family Leave Published


The Office of Personnel Management has published new final rules that further outline both employee and agency responsibilities under the Family and Medical Leave Act, which guarantees employees up to 12 administrative workweeks of unpaid leave during any 12-month period for the birth or adoption of a child or for serious personal or family medical conditions. 

The rules cover important issues such as procedures for invoking the leave, holidays, use of other types of leave, and medical certification requirements. For a look at these important new rules, go to: www.fedweek.com and click on the "Hot Free Info" button. 
TWO Mentoring Program:
The Headquarters Technical Women’s Organization (TWO) has successfully completed its second year of the TWO Mentor Program.  Although this nine-month program is designed to promote career development among women, it is open to the entire Headquarters workforce.  

In 1997, TWO Headquarters Representative Carmela Vaccarella, met with Acting Administrator Barry Valentine to present our organization’s desire to conduct a mentor program for the Headquarters lines of business.  

Mr. Valentine fully supported this idea and upon the arrival of the new Administrator, he and Ms. Vaccarella met with Administrator Garvey, who embraced the concept, promoted it among her management team, and provided financial support for the Dr. Glenn Pfau “Projecting A Professional Image” workshops conducted for the Mentor Program sessions held during 1998-99 and 1999-2000.


	
	The 1999-2000 program year had a total of 18 mentees, mentors, supervisor triads with representation at all pay levels across various lines of businesses – Research and Acquisitions, Air Traffic Services, Regulation and Certification, Human Resource Management, and Civil Aviation Security.  The program provided an opportunity for Headquarters employees to network and interact with others outside their own organizations, learn more about themselves, plan career strategies and goals, and examine methods to enhance their knowledge, skills, and abilities.  

Their many activities included several guest speakers with topics ranging from “Triumph over Failure to “Why Should I Hire You”.  There were also panel discussions with panelists representing all levels of the organization.  The high point of both sessions was the 2-day Dr. Pfau workshop, “Projecting A Professional Image”.

The closing testimonials included words of praise, thanks, and gratitude for the challenges and growth the program provided.  Many of the participants expressed their desire to continue working with a future mentor program, which is always a true indicator of success.

One of the mentee’s concluded her final report this way:  “I am elated that by joining this program, it has given me the opportunity to accomplish goals I probably wouldn’t have accomplished, if I hadn’t joined.  The most important thing that I’ve always heard and now can relate to is ‘Knowledge is Power’ and ‘a mind is a terrible thing to waste’, use it wisely!  I have attended various seminars and am learning everything I can.  It feels great!  I can now say that my heart is open to accept all of this information and take it to heart. No matter what ups and downs have occurred or will occur in my life, I’m not a failure.  I was proud to serve as a mentee with the Technical Women’s Organization Mentor Program.  Thanks for having me.”

This program could not have been successful without the hard work and dedication of the program managers, Marcia Corey, Lynn Strazzini, and Karen Geranis of the Headquarters Airway Facilities Services, Administrative Services Division - as well as the support of the Headquarters TWO President, Carmela Vaccarella.  Carmela is the



	Research and Acquisitions Project Team Lead for Secondary Surveillance.

Plans are underway to begin the third session of the Headquarters TWO Mentor Program during the first quarter of FY 2001.
Great Lakes Region Hosts "ONE DOT, MWE" Symposium

"WORKING BETTER TOGETHER" was the theme for the second annual ONE DOT, MWE Symposium at the AGL Regional office on April 11, 2000. The symposium is an all day event with six different seminars offered. Great Lakes Region has hosted the ONE DOT symposium for two years and involves all eleven modals under Department of Transportation in the greater Chicago area. All the modals participated and helped in the planning stages.

The day started with a plenary session. Cecelia Hunziker, AGL-1, presented the opening remarks and introduced the DOT Modal Administrators. Keynote speaker was Jerry Malone, Chief of Staff, OST.  He was gracious to fly in from Washington D.C. with his very busy schedule. 

Next, participants selected one of three seminars offered that morning: "Time Management", "The Magic of Teamwork", or "Interviewing for Success". After the seminars, there was time for the breakout activities. This included an exhibit/information booth room.  TWO had a table set up with information about the TWO organization, and offered pencils with "Technical Women's Organization, and the TWO website address printed on them. Candy Close, GL Regional Rep, provided the pencils (Thank you, Candy.) 

Breakout activities also included an opportunity to meet the Modal heads, a media briefing, EEO videotapes, and a hands-on exhibit from Department of Highways. 


	
	We had a fantastic "Taste of DOT", Peer Recognition Awards, and were entertained by General George S. Patton Elementary School Band from Riverdale, IL during lunch. This elementary school is part of One-DOT Garrett A. Morgan School program and did an exemplary job on performing jazz music. 

All the modals under Dept. of Transportation and the special emphasis groups/coalitions hosted a "Taste of DOT". TWO donated toward the luncheon. 

There was a lot of excitement around the peer recognition awards. It was wonderful to see the positive energy put into the awards and the award process.   

The Great Lakes region employees instructed most of the seminars. We have lots of good talent in the FAA. Kudos to the following: 
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Time Management

     Eileen Taylor
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 The Magic of Teamwork

     Colleen Janus
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 Interviewing for Success

     Debra Jordan and Gary Nielsen
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 Managing Stress in Times of Change

     Delores Cherry, U.S.C.G.
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 Conducting High Impact Presentations

     Sharon Pough
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 Retiring Successfully

     Nora Jacome and Marcia Hoerich. 

Vicki Richard, Chicago SMO Automation system specialist, represented TWO on the planning committee. She chaired the Publicity/Marketing committee as well as secured one of the seminar instructors. She set up our TWO-information table in the breakout area.     

We had a good turnout from all modals in Department of Transportation and the day was a huge success!
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	What's on the Web?

Marcia Corey sent along an internet website address developed by the Department of the Interior.  The website, called "Career Manager", is a resource for:


[image: image10.png]


 Developing a career transition strategy

[image: image11.png]


 Links to job listings
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 Self- Assessment Tools
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 Job Hunting Tools
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 A Career Reading List

Give it a try, at: http://www.doi.gov/octc/index.html
If you travel a lot, you may be interested in a website that Fernando Lorenz has brought to our attention.  It lists all the contract airlines, and their schedules.  You'll also find:

[image: image15.png]


  Special travel bargains
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  Contract rental car listing
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  Government contract flight schedules
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  FEMA certified hotel listing

You cannot make your reservations from this address, but the information will make your arrangements much easier to complete.

Take the surprise out of travel here:
http://www.fedtravel.com/gsa/flights.asp
A new website was launched on May 10 of this year offering free information to federal employees, at www.fedamerica.com
The site is not managed by the federal government, rather,  it is a small business owned by a veteran.  If you can sort through the advertising aimed at federal employees, you'll find data on pay, retirement, leave, travel and employment for starters.

Time will tell if this site can be a valuable resource to FAA'ers.  The site offers twelve free handbooks and two free newsletters - one specifically related to technology.   


	
	LaChance Looks to Workplace of Future 

I've mentioned Office of Personnel Management Director Janice LaChance before in past issues of "The Circuit".  She recently had the opportunity to testify before a Senate subcommittee on "Managing Human Capital in the 21st Century."

Although there is a lot of information here, I thought her insights would be of great interest to you. Personally, I try to keep up with her words of wisdom at every opportunity . 

Here are some insights from her presentation to the Senate Subcommittee:

"Without attracting and retaining the right people in the right jobs, with the right skills and training, no organization can perform its mission."

"I am convinced that, like the private sector, we must engage in the ‘war for talent.’ We must secure, develop, empower, and retain the talented people we need to accomplish our mission for the American people," she said.

Her testimony also serves as something as a guidebook on the type of employee who will be the most successful in the government of the future.

Following are some key excerpts from her testimony:

Changing Work Force-- "The federal work force is no longer the army of clerks we deployed fifty years ago. Now policy and program officials need commando squads of information technology professionals with cutting-edge skills. At OPM, we have been working hard to anticipate the specific nature of work and the work force needed for the 21st century. Human resources systems that were designed for the stable bureaucracies of the 1950's and 60's simply had to change so that agencies and their employees could cope effectively with the reality that we must all ‘adapt or be pushed aside.’

"The second area of dramatic change for the government is what some call the ‘shift to results.’ Managers and employees are looking at their work differently. The focus has shifted


	from process to results and from following the rules to serving customers."


Investing in Talent-- "We must have effective work force planning models and techniques to figure out what kinds of employees will be valuable for achieving specific results. Having set out such plans, we must find and recruit such employees, and we must use the latest assessment approaches to select the applicants with the best talents to meet agency needs.

"We must also continue to add value to the work force that is already on board and find ways to promote the potential of our employees by making them more knowledgeable, more adaptable, and better able to meet changing needs. Part of every employee's job will be to keep learning about the ever-changing work to be performed. Continual learning and development are the keys here, with a focus on adding the skills and competencies that will improve results.

"We know a lot about the organizations that are best able to retain the most talented employees, and the evidence is unequivocal. They communicate and reinforce clear, engaging customer service goals by using effective, performance planning and recognition programs tailored to their specific missions and work forces. They offer excellent leadership by skilled managers and empower employees by promoting partnership and innovation. And they help employees balance their work and family obligations by providing flexible work arrangements."


Learning Opportunities-- "OPM recognizes that without continuous learning and a real investment in training and development, worker ‘empowerment’ is an empty phrase. Each day brings fresh examples of how a better trained work force correlates with reduced costs, improved service, and increased customer and employee satisfaction. Up-to-date knowledge, skills, and abilities are critical for both organizational performance and individual employee success.


	
	"We are currently developing a resource guide called strategically planning training that will help agencies create a set of goals and performance measures to link training to the accomplishment of agency goals.

"We have already begun a pilot project to help promote continuous learning using something called ‘individual learning accounts.’ Under this innovative approach to life-long learning, agencies will set aside money or hours (or both) into an account that an employee can use for learning and development related his or her official duties. Twelve agencies are conducting 16 learning account pilots covering several thousand employees. Some pilots target specific work groups (such as welfare-to-work) while others cover a program's entire work force."


Work and Family Programs -- "Employee empowerment will only succeed when employees can strike an appropriate balance between their work and family needs.

To help employees reach that difficult balance, we will continue to support agencies in their implementation of a variety of family-friendly policies and programs, including telecommuting, alternative work schedules, job sharing, elder and child care resources, and family-friendly leave.

"Programs like these invariably foster greater productivity and higher morale. OPM also offers a comprehensive website on federal work/life initiatives and a secure site for federal agency work/life coordinators. Agencies that have strategically assessed their work force and empowered employees to deliver results still must have the right tools to attract, manage, and retain the work force they need.

"OPM has introduced a number of changes and flexibilities in the past six years. For example, we delegated to agencies the authority to assess applicants, in order to bring hiring decisions and recruitment actions closer to the managers who must deliver results. We also decentralized performance management, again to allow agencies to design programs that work best for them. But more change is needed."
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Hiring Flexibilities-- "The shift from narrow job standards to broad competencies will help agencies select employees who can grow and adapt as work requirements shift and jobs are redesigned. We used this approach to assessment last year in a pilot project for accountant positions. Over the next two years we will expand the approach to jobs in information technology, administrative support, and human resources. 

"One of the most common complaints we hear from managers and job applicants alike is that it takes the government far too long to hire employees. The prospect of weeks or even months passing before a hiring decision can be made is especially troubling in today's environment, where the competition for high-quality candidates is intense and skilled workers are in a hot sellers market."


Compensation-- "Another key issue is the way compensation systems help attract and retain the best talent. As we continue our efforts to help the government compete for talent in a tight labor market, it is important to remember that our compensation systems rest on a 50-year old foundation. Even though we have made a number of improvements over the years, our systems still reflect fundamental assumptions about organizations and people that bear little relation to the world we know.

"We are currently looking at the entire structure of our compensation systems to see how they must change in order to support the government's mission today and in the future.

In the meantime, we will give agencies more flexibility to meet the challenges of attracting, managing, and retaining the work force they need. In keeping with this commitment, we are preparing a legislative proposal that would enhance recruitment, relocation, and retention incentives."

Performance Management-- "We will continue to provide a full range of guidance on how agencies can use all the components of performance management-- setting performance expectations,

	
	monitoring how well work is being done, providing employees developmental opportunities, rating performance, and recognizing excellence in performance-- to support achievement of these balanced results.

"We will also continue to assist agencies in developing expertise in using performance management flexibilities. We already have a widely-used web page containing all of our performance management publications. To enhance the usefulness of this tool, we will soon establish an information clearinghouse that will include information submitted by our customer agencies about their own experiences, best practices, and ‘lessons learned’ in the various components of performance management."




	How to be more impressive at work - by Kathy Simmons 

"Men never plan to be failures; they simply fail to plan to be successful." - William A. Ward 

An eager young sales representative anxiously began his first day at work. After selling himself hard during the interview process, he now felt tremendous pressure to show his new boss he was a real go-getter. 

As he settled into his new office, he felt rather self-conscious about not looking busy. When his boss walked toward his office, he grabbed the phone receiver, and said, "Yes, sir, I can handle the account. I know it's a large one. You can count on me. You're welcome, sir. Good-bye." He put down the phone and nodded to his boss who was standing in the doorway, sure that he had impressed him tremendously. "Yes, Sir?" he asked. His boss smiled and replied, "I just wanted to let you know your phone is scheduled to be connected this afternoon." 

Trying too hard to be impressive at work can backfire on you. Ambitious people want to be recognized and admired. Having that "fire in your belly" is wonderful, but don't blow it by not being smart. Here are three time-tested tips to become more impressive at work: 

Choose Your Battles 

Putting major energy into minor issues is foolish. Choosing to go on "crusades" over small matters will deplete your energy, and lead to a frustration level that paralyzes your effectiveness. 

Furthermore, others will find you annoying. People invariably want to avoid those with heavy baggage. Co-workers who always have their armor on, prepared for battle, are exhausting! 

Chronic complainers rarely affect change--but they certainly influence how much people admire and want to be around them. 


	
	"Any fool can criticize, complain, condemn, and most fools do," explained author and public speaker Dale Carnegie. Picking your battles is impressive, and fighting them fairly is essential. 

How can you determine which battles are worthy of "going to the mat" over? Marta Driesslein, career coach and president of Cambridge Career Services, Inc., offers the following advice: "I share with my clients that they should strategically choose the battles that are worth the wounds. Most are not. The battles that should be fought should never be about us, or posturing, or retribution for something or someone that wronged us. Unfortunately, most are." 

Driesslein suggests a few battles worthy of taking on: 
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 Justice: If people at work are being harassed, hurt, abused, prejudiced against or slandered, you should take up their cause and be their advocate (but be sure to get the all the facts before you act). 
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 A deserved promotion: If you have a verifiable record of performance and someone gets a promotion you should have had, you need to ask why first before initiating a skirmish. Then, do not proceed in fighting gear, but rather thoughtfully, without emotion identify the skills and strengths of the person who did get the promotion to see if you have a valid complaint.
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 Your company's honor: If there are attempts by your company's competitors or disgruntled ex-employees to slander your employer, you should stand up for the company and its strengths. (Of course, if you think the criticism is legitimate, you should be working for change or moving on.) 


Plug up your communication time leaks 

Miscommunication is one of the worst culprits for wasting time, increasing frustration, and decreasing impressiveness. 

Considering our high-tech access to various communication tools such as cellular phones, faxes, e-mail, pagers, and teleconferencing, you would think communication in the workplace would be enjoying a clean bill of health. More and more often, this is not the case.




	How can you ensure your communication does not lead to wasted time? Organization expert Harriet Schechter, author of "Conquering Chaos At Work" (Fireside/Simon & Schuster), suggests the following five C's as the hallmarks of effective communication--clarity, conciseness, comprehension, completeness, and consideration. Schechter recommends a four step approach to achieve the five C's: 
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 Ask people which method of communication they prefer--and use it consistently when contacting them, unless it proves ineffective. Be sure to let others know the best ways to reach you, too. 
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 Prepare an agenda or a prioritized checklist that includes each point you need to cover in your communication. 
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During any simultaneously interactive communication process (e.g., conversation, meeting, training session), make a point of periodically monitoring comprehension. (Don't assume you are being understood--ask!) 
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Practice being an effective receiver of communications (that is, being a good listener and reader). 


Build a Support System 

Ambitious people have a tendency to become focused to a fault. When you forget "the human element" at work, you will sabotage yourself in record time. We all know people who look out for Number One. When they need help, they turn on the charm. When they don't need help, they ignore others. It doesn't take long for people to figure this game out. Without a support system at work, it is highly unlikely that you will be impressive--at least not for long. When you are tempted to "toot your horn," remember that most folks find a constantly blaring horn quite unnerving, and they will take steps to stop the noise! 

How do you build support? It's simple; be kind to others. Kindness is more than a few well-placed favors. It is a helpful attitude, an understanding spirit, and a listening ear when needed. Basically, it is anything that lifts another person.


	
	Co-workers in your support system will increase your impressiveness by raising your sense of self-worth (selfishness always leads to lower self-esteem), putting in a good word for you to others (this is how your reputation is built), and providing encouragement--and constructive feedback--when you need it the most. 



You can be impressive
 If you desire to be impressive, you can be. But first, examine your motives. Do you want to impact others at work for the greater good of the organization, or do you only want to get on the fast track so you will make more money? 

You have a better chance at being impressive if your objectives are honorable, and you are willing to be smart about it. Implementing these three tips will have you well on your way to being a winner at work. Now that's an impressive idea. 

Credit goes to MSN on the Web, for this article.  Visit MSN at www. msn.com 

BITING OFF MORE THAN YOU CAN CHEW

How to turn that to-do list into something you can really manage. by Barbra Lewis 

If you're like me, you often find yourself making up a "to-do" list, complete with stars and exclamation points punctuating the things that "MUST be done today!"

And if you're like me, you're lucky if you complete even a fraction of what's on the list. It's not that I'm a martyr--I certainly have days that I could work a little harder--but I still always seem to wind up with more work than I can handle.

So why is that? What drives me to continually have more to do than I can realistically hope to accomplish? To be a team player? To impress the boss? Because I have sado-masochistic tendencies?



	According to Dr. Mike Shahnasarian, PhD., a nationally-certified counselor based in Tampa, Fla., the real answer is "None of the above." Instead, he says, we should look at "past work habits and our inability to refocus them for our current work environment." 

Shahnasarian says the most frequent problems are: 
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 An inability to say "no" 
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 A tendency to take on more than one is able to realistically accomplish 
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 Using poor organizational or administrative skills 
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 Having a perfectionist attitude, and paying too much attention to detail 
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 The lack of good delegation skills 
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 Allowing reverse delegation; that is, doing work we know others are capable of performing 
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 A tendency to waste time: procrastination, allowing interruptions, distractions 

But those of us guilty of the above shouldn't fault ourselves too much. According to Mastering Stress, A Lifestyle Approach, by David H. Barlow and Ronald M. Rapee

"Taking on more responsibilities than you can handle does not mean you are a bad worker. In fact, you probably work so well that it seems natural to try to do more and more. This is when you feel overwhelmed, and your ability to work efficiently suffers." 

So how do we keep ourselves from getting--and feeling--swamped? 
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 Let it go. 
"We have to learn to let go of old approaches to work, and let some things slide," says Shahnasarian. "Being a perfectionist may have gotten you to where you are, but it may also be the thing that holds you back." 


To do this, you can apply the "Pareto Principle," often known as the "80-20 Rule." In other words, chances are that if you get 80% of the work done, the other 20% either will be fine if left undone or can be done by someone 


	
	else. In short, don't obsess over that last 20%--it will be OK.

One can also use this approach in decision-making. It is generally believed that 80% of the work in a company is done by 20% of the people. Don't let yourself always be in that 20%. Don't take on work you know others are capable of doing, even if they ask you. Learn how to decline politely. 
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 Just say no. 
Mark Gorkin, a.k.a., "The Stress Doc," is a licensed clinical social worker, psychotherapist and media humorist. He suggests practicing "The Basic Law of Safe Stress: Do know your limits and don't limit your no's!" 

Gorkin also suggests "N & N": "No" and "Negotiate." Say no" to extra work, then negotiate a new approach. 

"When someone asks to pile more work on your plate, don't immediately push the peas into the potatoes," says Gorkin. "And if you mush your mix with your main course to make room for string beans or, especially, for a piece of liver--and who wants liver?--you'll likely get indigestion, if you don't just drop the plate

"Let the delegator or cook know your work load. Don't have big eyes with a small mouth. Renegotiate timelines. There can even be life after deadlines." 


[image: image35.png]


 Improve your multi-tasking skills. 
A person who can handle several projects at once and can move in all directions, not just forward and back, will be the most successful. The most successful workers are those who can manage many tasks at once. 
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 Learn to delegate. 
It's OK to ask for help or assign pieces of a project to others. In fact, employers value that skill. Delegating will not only get projects done, and possibly done better than if you'd tried to cram them into an already crowded schedule, but it will also free you to work on other projects.
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 Improve your stress/work-management skills. 
Take an assertiveness training class. Learn to use technology (like PDAs or e-mail) to your advantage. Or take a seminar on desk organization. You may find that improving in one of these areas will improve your overall ability to assess the amount of work you can do well. 


Credit to Barbra Lewis, a freelance writer based in Washington, DC. Credit for the article is also given to www.msn.com


	
	FY00 PWC Conference

By Robertha Walley

This year's PWC Conference was held at the Embassy Suites in Ft. Lauderdale, during May 6-11. 

I arrived at the Embassy Suites on Sunday in time for the Registration and Reception for the new members, chapter members and the  international guests to meet with the PWC Board of Directors.

On Monday, the PWC Conference started with a morning aerobics class held at poolside, led by Kristi Ritson.  The activity pumped up members for the general business meeting. 

Jan Leasure, Student Services Coordinator at Minneapolis Community and Technical College, spoke about the MARC Program for Air Traffic Controllers.  After students completed the program, 100% of the students have been offered a job with the FAA as Air Traffic Controllers at the ARTCC,  without going to the FAA Academy in Oklahoma City.  

Motivational speaker, Ron Kuhlman spoke on the “Curing the Attitude Virus”.  Ron said quotes to remember by Dick SeMann is “Life is about the chances we take, the changes we make and the chains we break.




	Life belongs to the risk takers” and another quote by author unknown is “Watch your thoughts, they become words; watch your words, they become actions; watch your actions, they become habits; watch your habits, they determine your character; watch your character, it determines your destiny… And your legacy”.

Evening night out on the Jungle Queen Cruise was very exciting and fun.

On Tuesday, Opening ceremonies at the PWC conference began with Howard Sapp, Staff Support Specialist, Gainsville, Fl . singing the National Anthem.  Welcome and opening remarks were given by Carol Raiford, 2000 Local Conference Chair, Deborah Yarbourgh

PWC President, Cindi Hutchinson, City Commissioner and Dennis Koehler, ASO-500. Carolyn Blum, ASO-1, spoke on “Balance in Your Life”.  Ron Morgan, AAT-1, spoke on “Soaring into a New Millennium”. The FAA “Hot Topic” panel presented brief presentation on Free Flight Program, Air Traffic Evaluations, Traffic 


	
	Management Initiatives program and Airway Facilities and fielded several questions from the PWC members. After the FAA “Hot Topic” Panel was followed by the luncheon with guest speaker Monte Belger, Acting ADA-1.  

After the luncheon, the LMR Panel with NATCA, NAATS and Manager from ASO-540 where members can discuss their concern about hiring, job sharing, part-time and diversity with the union leadership.  Last session, EEO, MWE, Accountability Board Panel, this panel was make-up of Randy William, ASO-9, Maureen Woods, AAT-2 and Barbara Smith, Director of Accountability Board, the panel briefed the PWC members on EEO process, What is MWE and Accountability Board Expansion. 

Several courses were offered by PWC Training Conference this year, two of which were CMD courses: Managing Others Through Change and Taking Responsibility for Your Own Stress. Other courses offered included New EEO Mediation Process, Retirement Plus Seminar, Elderly Care, Taking Charge of Your Career, Aviation Safety Seminar, Financial Planning, Goals and Goal Setting and other FAA Careers

I would like to thank the members of PWC for warmly accepting and encouraging me to participate in the conference.

Congratulation goes to Carol Raiford, New Southern Regional Director and conference committee who put on a great conference and thank to Jo LaBreque for choosing my name to win a PWC jacket.  Next Conference will be in Memphis, TN with Technical Women ‘s Organization,  on April 22-26,  2001at the downtown Hotel Radisson



	MMS Database Standardization 

Have you been frustrated with automated logging???  Most FAA personnel are VERY frustrated with this effort.  As a member of TWO and of the newly formed Facility Equipment Database Standardization work group (FEDS, for short), I would like to share the work group's MMS database efforts with you via the TWO Circuit.   

I'll start with a brief overview of who utilizes the Facilities, Services and Equipment Profile (FSEP) and Maintenance Management System (MMS) data that we struggle to produce.  

Who uses MMS data?

 It is fairly well known that headquarters uses the upward reporting of outage information to calculate availability/reliability of facility performance.   These numbers are then utilized to fulfill congressional data request, provide information to airlines, airports and to the general aviation community.  Our congressional budget is calculated directly from our log entries and FSEP data.  However, there are many other users of these databases.  

For instance, the Logistics Division utilizes the GSA addressing and facility type information to assist in the development of their spare parts programs and resource allocations.   AOS sends modification and handbook updates to the addresses listed in FSEP. 

Parts and funds needed to perform modifications are based upon the number of elements designated in MMS.  For instance, if a modification requires the purchasing of a new battery, the funds and parts are provided based upon the number of old batteries designated in the MMS Facility Equipment Information (FEQ) database of the facility.

The training community assigns quota distribution based on a calculation they derive from FSEP data.  Typically, a work center will receive a maximum of 7 quota for a given 
	
	system, based upon the system's data contained in the FSEP.

Thus, AFZ and the Academy schedule classes and instructors based upon the number of facilities in the FSEP that have NOT already received the max distribution.

Our budget and staffing distribution is derived from FSEP data.  Headquarters uses our FSEP data to provide funding and personnel to the regions.  The region in turn derives distributions, in part, based upon the FSEP calculations.

Strategic decisions, with regard to redeployment of systems versus new purchases, are based in large part from log entries (or lack there of, in most cases).  GAO and NTSB inquires also utilize our log entries to research items.

There are numerous other entities that view, compile and forecast decisions based upon the data provided to them through FSEP information, associated MMS databases and log entries

For instance, local MMS uses include personnel certification authorization, preventative maintenance and certification interval accomplishment, equipment failure histories, some inventory management, modification-tracking, etc.  MMS can be a valuable tool for the specialist, analyst and manager

In the next issue, I'll explain some of the common database population errors, their resulting impacts and suggested solutions.  

Kelly (Kohrs) Dodge

ANM-472
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  If you have any questions, please contact the Technical Women's Organization via e-mail, at two@imaginemail.com, or check out our website at http://two.faa.gov, or http://208.157.230.20
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  Another reminder to you to check out the Virtual Organization for Internal Communications Excellence (VOICE).  This service is designed in particular for employees without easy access to cc:Mail or the Internet, but is clearly available to everyone. The toll-free number is 877-888-4325.  Currently, they are broadcasting once a week, and the broadcast is updated by noon each Wednesday.

To respond to the toll-free number or to comment on any internal communications issue or problem, the VOICE group has also established a VOICE mailbox (9-AWA-AOA-VOICE).
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Now Accepting Applications for U.S. Service Academies.





Your local Congressional or Senatorial Office is now accepting applications for individuals desiring to attend the U.S. Service Academies:





U.S. Air Force Academy, Colorado Springs, CO





U.S. Navel Academy, Annapolis, MD





U.S. Military Academy, West Point, NT





U.S. Merchant Marine Academy, Kings Point, NY








�


Monte Belger, Acting ADA-1





�


Ron Morgan, AAT-1





Check out the resources found on the TWO Internet website at:





http://two.faa.gov





The alternate address is:


�http://208.157.230.20











�


Carolyn Blum, ASO-1





�


L to R:  Deborah Yarbrough, PWC President, 


Robertha Walley, TWO ASO Rep, and 


Adolfo (Junior) Zavala, President, Hispanic Coalition





The Office of Personnel Management has published new rules on promoting employees into the Senior Executive Service, emphasizing that executive leadership is the “key  characteristic of an SES position and therefore selection criteria should focus primarily on leadership qualifications,” rather than mainly on a candidate's professional or technical qualifications, as has been the 


practice.








The revised rules also stress the importance of reaching out to women, minorities and people with disabilities in SES recruitment and selection. Further, OPM said it will strengthen efforts to encourage senior executives from diverse backgrounds to serve as members of the selection “qualification review boards.” �


There also will be more emphasis on performance reviews of senior execs within their first year after appointment. 





Learning more about SES is as easy as visiting our TWO website, and using the "Career Advantages" link.





http://two.faa.gov





or  http://208.157.230.20





�Take a few moments to send "The Circuit" Editor an e-mail at two@imaginemail.com, to sign up for electronic delivery of this publication.  Your environmentally friendly efforts to reduce costs, staff hours, and paper requirements are appreciated. 
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Got a question?  e-mail TWO at:  two@imaginemail.com

















