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ACTION MEMORANDUM

OFFICE OF THE DIRECTOR

N

Action Memorandum No. ___#=#%7

Date ____* “imy 1963

TO : sirectos of Persenne!
Vi Emputy Dizvector/Swpport
SUBJECT . Secrateries

REFERENCE:

P2

Lo 1 Galiewn it would be warthenile to sonduct & rerlew of
tae speretarial assigasvests througheut the Agency in spder to deterriias
whether thuse pesitions clavsifiad s Sacratsrial are baing sroperly
uwond. It bas vome 10 my attestion repsatedly that in vbay instances
bighiy qualified glrls withy excellont secretzial abilitien ave nct being
properiy wsed and Senseunilly ecrupy positions which sye bush
persvanily frasteating sad In abdcl Gevarnment racuey is being wasted
berause the positicn cautd be lowss graded sad the avcrsinsies gsad
elrswhars. There bas been sa incrensiag tendancy throughoat the
Agency for senior alficials 1o have rpezial ssvistants whe sagege in 2
areat deal of work that sould be vinssified s sacratarini--sutiiag up
weutings, looating papers, wta. Furtber, I sn convisced tast in st ¥y
instasren wonlor officiais of the Ajpency have sacrataries only as 2
greatige lsctor.

& Forkaps the Snlery and Sage Diviston wosld be the spprea
prikte unit o zouduct this stedy, Mad Iam sure It would revenl zertain
aréas whers positions cam be reduced a grade and Mably qualified
ghrls couid be moved o oter Jube whare they c5s he more prodactive,
in addition, I aw sure that this study can rednlt in savinge that will wmore
than offeat e cost,

SUSPENSE DATE: ¥ would lke & report of the results by 1 July 1863
{gizned) Lyman B. Kirkpatrick
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