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RECCRDS ARALYST - G8-12

AS 8 member of the Records Administration Bieff design, approve snd control
all forme used in the Agency. Conduct form surveys, snd form procedures
studies in verious offices. Also dc Records Burveys including inventory
of records, filing systems and etc. '

Prepare detelled specificatlions on all cutside printing. Heet with
Commertiel Printing representatives on problem areas, and to keep up with
latest form informetion sspecially for high speed printers.

Have lisison with other government sgencies on forms mansgement matiers.

Have & general forus managsment progran workshop and a detailed workshop
resdy to flve to egency employees.

PRAINING:

1548-49 - Strayers Business School
1954-55 = Columbis Tech Behool of Drafting (Statistical Prafting - 15 months)
Oct. 56 = (lassified Orientation Course (i weeks full tiue)
May 57 - Basic Bupervision Course (2 weeks full time)
Aug. 60 - RCA Computer Bystems and Procedures (2 weeks full time)

RCA Center K Btreet, Wsshington, B. C.
Bept.50 - Jun. 1961 - Introduction to Klectronie Computers

¥ash. & les High Bohool Adudt Classes (Ariington, Va.)

Nov. 60 - Comguter Systems and Frocedures (2 full days)

Depertment of State
¥eb.6l-fune 61 - Mansgement Surveys

¥,8. Depertment of Agriculturs Grafuate Bchool

Fov. 61 » Forms Analysis and Design (2 weeks full time)

Esticnel Arvchives - General Bervices Administration
Jan. 62 - fource Dats Automation (1 week full time)

Rsticosl Archives - Uenseral Services Adainistration
Feb, 62 - Becords Management Principles and Techniques (8 full days)

Baticnal Archives - Genersl Services Administration
Sept.63-Juns G - Planning and Administration of a Records Hanagement Frogram

Crestion, Meintenance and Disposition
2 semesters ~ American University

Ayz. 64 « Impact of Automation on Yorms (3 days-Genersl Bervices Mminutntim;
May. 65 - Formarena (Systems work for ADP forms) 3 days-General Bervices Admin.

HRMBER O

Intersgency Records Administration Conference
Federal Management Conference Candidate
Yorms Mernagement Council (for Bieering Committee for ¥X 6h=67)
Gave detailed lecture to JOT Program in Feb. 1962 on the new Personal
History Statement. .
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RECORDS MARAGRMENT OFFICER - GB-13

As s mezber of the Records Administration Btaff, performs surveys of Agsnoy
records systems and procedures vhich result in the development and submiesion
of recovmendations for isprovemsnt.

Performsé in an sdvisory capecity on matters relating to paperwork managenent.
Tnis includes Vital Records, Record Control Schedules, Filing Systems, Filing
Bguipment snd Supplies and inspection of requests for sscure and vault areas.

Asts es liaison between Agency Components and representatives from the business
industry on spesialty £iling equipment needs of this Agency.

EIOCATION

Koly Cross College - 1936-1939 - Accounting snd Economics (Wo Degree)

Colusbus University - 1541-19kk - Aecounting, Business law, Bconomies
{Bachalor of Commercial Science Degree)

SFRCIAL TRATNING:

- §ZA Records Management Pro;nm‘ - 1953

30/ Intelligence Refresher Courss #1 - February 1554

Basic Mensgement §23 - March 1956

Intalligence Orientation Course - Janusry 1957

I8 Custoner Administrative Course - Endiecott, N.X. - March 1557
Conference Techniques - Oatober 1958

Instructor Training Course $52 - March 1961
Source Dats Automstion (RARS) - Qotober 1961

Becords Jansgement Prineiple and Techniques (RARB) - April 1962
Spesding Correspondence (MARS) - June 1962

Effective Writing « March 1

Business Bquipment Exposition - Bew York - October 1963
Sysposiun on Isgal Information Retrieval - Novesber 1963
Sysposium on the Impact of Automstion - April 156h ,
Sysposium on Paperwork end Copying Bquipment - November 1564

Fresent Yital Records Workshop as part of the Genersl Services Administretion
seminar on Records Management. Attendees are from both government end industry.
Fresant seven sessions sach year.

Present Vital Becords Workshop to Agency Components as required.

Fresent Filing Systems snd Filing Bguipment Program for Agency Components
”W .

Member of the Interagency Records Administration Conference
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|- Records Maragement Avalyst, Grade; 08-12

With CTA since 1952 as Records Management Amalyst. Conduct sbéveys
and studies relating to paperwork procedures and systems, records scheduling
and disposition; develop file systems and train files personnel; develop
handbooks, guides, promotional and instructional material to facilate records
mpagenent sctivities.

Treining

Graduated, Qeorge Washington University School of Govermment - 1958
Post Graduste work in Business Management

Records Mumgement Institute - American University (HARS) - 1955
Preservation and Administration of Archives - American University - 1959

Attended m&shopa, seminars, classes and conferences in CTA and
outaide in the following:

Throduision o Elostrenic. Geepityts - Arlington

1on ¢ Computers - Arli Sehools ~ 15961

Bource Data Autometion - GSA - 1961 %

Instructor's Training Course - CTA - 1961

Basic Management - CIA - 1956

Effective Writing - CTA - 1956

QIA Records Mansgement Program - 1953

Workshops in Forms Mamagement and Design, Shelf Filing, FPiling
Bystems and Procedures, Correspondence, Printing Services

Lectured in Correspondence and Muil Procedures

i

Meubexr of Inter Agency Records Administration Conference
FYedernl Mapagement Conference
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RAS Copy ' DATE ,
o DATE TRANSMITTAL SLIP 20 July 1965
TRANSMITTAL SLIP 30 July 1965
TO:
LS | | STAT
STAT Ao ROOM NO. BUILDING
ROOM NO. DUTCDTIVG rte 0'9’62“)-‘)‘¢ 30-19 &adq‘mmrs
REMARKS: ) égﬁB&L— REMARYS
Mike: : Pete:
L Here is a copy of & commnication
The attachef announces a nev aer:r.:i that I have sent to all Agency Retzords ,
of Records Manegement Workshops sponsorgd Mansgement Officers asking t’ae;a
by GS8A. These have been glven for determine the possible use of grm
several years end we have found that 2487, Perking Bpace Control Cerd.
they are very helpful to enyone con-~
cerned with records management activitigs. Will you meke this agtemigation
A number of Agency enmployees have com- for the DDP area and let me know by
pleted these wbrkshops and I congider 6 August?
this to be the bare minimn formsl Brain- : STAT
ing for anyone concerned with records Ti
mgnegement on a8 part~time or full time
basis. ‘
STAT I Chief, Recc stration Stafll
Chief, Hecords Aduminlatration Staff
FROM:
FROM:
7R00M NO. BUIE‘?E:G EXTENSION
ROOM NO. BUILDING EXTENSION - 101" 16t 8%. .
STAT "'6os  |™'1016 16w st. pot S
U041 R,
1FEB 55

REPLACES FORM 368 7

WHICH MAY BE USED.

FORM NO . GPO : 1957—0~439445
! | FEB 55 241
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