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19 May 193

MEMORANDUM FOR: OD/P AUMINISTRATION

DECLASSIFIED AND RELEASED BY
CENTRAL INTELLIBENCE ABENDY
SGURCESMEIHUBSEXEMPTIDN3929

NAZIWAR CRIMES OI8CLOSURE ALY
DATE 2007

VIA : PP/OPERATIONS
SUBJECT : Request for Position Reclassification -- DTPTILAR
REFERENCE 1 GSI 208

1. It is requested that (a) the title and grade of slot #1 in
the DTPILLAR table of organisation be changed from Seourity Officer,
0S-13 to Executive Officer, U5-1lli; and that (b) the title and grade
of slot #13 be changed from Secretary (steno), GS-6 to Administrative

Assiatant, (05-7.

2, DTPILLAR has been undergoing reorganisation sinces late in
1952, DUuring this reorganization, the duties of position f1, which
is cocupied by a staff sgent, have been enlarged to include thome
usually assigned to an exeoutive officer while the functions of

Security Offiocer remain in the position.

3. The request for change in position #13 iz a result of the
incressed complexity of the dutles assimmed to the position; 1t is

held by a staff agent.

ke Sufficient funds ars availsble in the project to cover the
inereased costs which will be necessitated by these changes. Please
note that no increass in the total number of agente is envisaged.

5. Fer your convenience, I am attaching poeition desoriptions
for the two slots for which changes are requestod as well as a oopy
of the approved DTPILLAR table of organization as it now stands,

(signed)(_ J
(/ Chief ‘j
International Orzenizations Divisien . -7

Attachmente - 2
(1) Position Uescriptions
(2) Current DYPILIAR T/0
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JOB DESGRIPTION: [Exeeutive Officer, 0S=li, Project UTPILLAK

1., Serves as Pxecutive Officer teo the Premident of ITFILLAR.
As such, acts on behalf of the President in sdministering day-to-day
operations of the project both in the San Franoisco office and at
the overseas stations. In his capacity as Security Officer has the
f£inal responsibility on all zetters of secwrity affecting the project,
except security clearances issuwed at headquarters.

2. Serves as main llaison channel between San Franelsco and
Washington headquarters on all phases of project operations and
sdministration. Maintains daily telephome and telegr:ph contact with
Washington headquerters and makee occasional trips to Washington for
purposes of evaluating all phgses of project activity.

3. rtakes periodic tours of inspection of DTPILLAR overseas
offices to determine effectiveness of programs, to relay detaliled
instructions from project headquarters and from Washington; and
evaluates cover, security, and CE protection of the verious offlices,
recommendin: changes or improvements where nescessary.

L. Carries out other mssignments of a general executive nature
assigned by the Fresident of DTPILLAR. Is required in the exesution
of such assigmments to be entirely familiar with all detalls of
DTPILLAR relationship to CIA, of all relevant policles of UTPILLAR,
and of fleld inetallations of the project and of the elrcumstesnces
peculiar to each area which present special problems of policy and
operational technique.
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JOB DESCHIPTION: Administrative Assistant - Dirvector of Plans (08-7)

<

The Administrative Asgistant will work under the supervision of
the Director of the Plane Department and will be respofisitile for
the following dutles:

1. Will assist the Direetor and such other mambers of the
stafi ag may be assigned, in tie.initlal preparation of plans,
bringing together pertinent data for the use of the Department
in such preparation; will assist in the coordination of overall
planning and in periedic review and ewvaluation of all plans.

2. Will assist in the initial preparation and presentation
of budeets and in other fiscal matters.

3., Will conduct limison with other departments regzarding
rgports, plans, projeets and general correspondence smanating from
variocus departmente and the development and coordination thereof,

L. Will essist the Direetor in the 4initistion and seordination
of outsids contaets for general research and planninsg purposes.

5, Will coordinate the use of consuliants throuzhout the
Committee as well az inltiating administrative action in employ~
ment and relmbursemant.

6. lpon direction of the Uirector, will handle all arrane-
nents for staff and ocutside mectings, setting up agendes and informe
ing interested departments and ceepls,

7. Will be responsible for the proper distribution, forwarding

or safekeeping, and notation of reference meterial, and for supepr-
vising the maintensnce of dspartmental records and files.
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DTPILLAR T/O

Of fice of the Fresident:

X Position #1 - Seourity Ofi'icer LGS-B)“":GS" 1] Tm«.{wu( «C j‘» S 54 Merne,
v #2 - Administrative Assistant (35-9)
v #3 ~ Reports Officer (0S-9)
v #li - Searetary (stenc) (05«7)
X #5 « Mail & File Supervisor (G5+7)
Y #6 « Comptroller ((5-15)
X #7 - Fiseal Accountart (0S-13)
v#8 - Figoal Aecountant (3S-9) (GS-ii)
X#9 ~ Secretary (steno) - Naw York Offise (0S~7)

erations:

X Position #10 - Operations Officer (Dir., of Asian Ups.) (GS-15)
K #11 - Intelligence Assistant (05-7)

Plans & Pollgy:

X Position #12 - Operations Officer (PW) (Dir. of Public itelations) (0S-15)
X #13 = Secretary (stene)} (05-6) (¢5-1)
v #1L - Intelldizonce Anslyst (US-9)
V#15 = Operations Officer (GS~1h)
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