
Forms
115s:

· Signs Off in ARIS

· Maintains Files

· Distributes Form 

(Original to Lab, 1 Copy to Files, 

1 Copy to Info Office)
SF-52s:

· Assigns a request number

· Contacts HR for a PD number if needed

· Distributes Form (Original to HRD, 1 Copy to Service Unit, 1 Copy for files, 1 Copy for the Lab)

· Creates Log/Notebook (annual)

NER-58s:

· Forwards to SHOPS once Sexton has signed (Original to Shops, 1 Copy to lab, 1 Copy to files)

· Maintains File

SF-50s:
· Distributes Form 

(sends to the lab secretary once received from HRD)

Training (SF-182s):

· Training Official (adds all completed training forms to AgLearn *coming soon*)

· Processes Form (original to file, copy to Service Unit, copy to Lab)

· Once added to AgLearn sends a copy to the OFFICIAL FILES OFFICE in GWCC

· Creates Log/Notebook (annual)

Awards (AD-287-2):

· Assigns a Log number (ANRI all)
· Processes Award (Original to HRD, 1 Copy to Lab, 1 Copy to file)

· Prepares award forms for IO Employees (as needed)

· Creates Log/Notebook (annual)

· Processes Appraisals during both of cycles

· Creates Appraisal Log Book


Web Related
ANRI Website:

· Updates ANRIs Main Webpage using agencies own SitePublisher
(posts News & Events, updated printouts; phone directory, and other useful links)

· Contact for all ANRI Web Authors

· Tutors Web Authors (as needed)

· Sends monthly emails checking with Web Authors ensuring updates are being made timely.

Other Web Related Work:

· Attends monthly Web Conferences to discuss updates to SitePublisher, Sharepoint among a variety of other web related topics

· Creates Adobe files for universal access
· Developed Sharepoint website (ANRI Secretaries Café)

· Updates ANRI Secretaries Café, a sharepoint website (Coming Soon)

Time & Attendance
Star Web:

· Transmits Institute Office Timesheets Biweekly 

· Reminds Lab Secretaries of T&A Leave Error Reports quarterly

· Makes changes for IO Leave Error reports

· Distributes Use or Lose Reports for IO Employees (annual)

Other T&A related work:
· Backup for ALL ANRI Secretaries

· Creates time and attendance log sheets via spreadsheets or printouts for the convenience of the IO employees
· Sends weekly reminders to IO and Lab Secretaries regarding the due dates of timesheets

· Distributes NFC bulletins on as needed basis

Directories
REE Directory:

· Sends out email quarterly checking on the status of the Labs staff, requesting updates

· Updates the REE Directory for the entire ANRI Institute

· Developed a REE Update form to be used by the Lab Secretaries

ANRI Phone Directory:

· Updates the phone directory twice a year

· Creates two versions of the directory for convenience

(by Lab, and by Last Name)
· Posts ANRI Directory on ANRI Webpage for convenience 

Volunteer Work
CFC:

· Serves as the ANRI Team Captain for the entire Institute

· Serves as the IO Keyworker servicing the ANRI Institute Office

· Creates flyers, programs, signs, etc. for various events

· Works at various events (such as book/bake sales) helping to raise money for charity

BA Resources List Contact:

· Graphics/Presentations

· HTML

· Microsoft Access

· Microsoft Excel

· Microsoft Power Point

· Microsoft Publisher
BAASAC:

· Updates website on as needed basis 

· BAASAC Roster

· Attends monthly meetings 

· Creates flyers, programs, nametags, brochures, etc.

BAACUC:

· Updates website on as needed basis, determined by the BAACUC Coordinator

General Office Duties
Institute Office:
· Answers phones

· Sorts mail

· Orders supplies (Central Supply)

· Makes copies for events, the Associate Vet, etc. (as needed)

· Work related filing

· Sends email reminders to IO staff
· Schedules appointments (Dr. Sexton/Dr. Granstrom)

· Prepares memos, etc. on as needed basis (Dr. Sexton/Dr. Granstrom)
Miscellaneous:

· Processes prox card updates for IO

· Maintains Outside Visitors Log

· Prepares folders for Travel, 115, Timesheets, etc. (as needed)

· Orders Calendars for IO (yearly)

· Sets up the Length of Service Award Ceremony once a sufficient number of awards have been received (Length of Service Awards come from the AREA Office)
· Prepares various forms using eForms for the Institute Office employees that do not have access
· Develops guidelines (cheat sheets) for a variety of ANRI Secretary Duties as a convenience to the secretaries
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