FY11Plan for ADMINISTRATIVE SUPPORT
Prepared by: Griselda Lopez 

Date:  November 8, 2011
Relevant Strategic Plans  - Computing Division Strategic Plan
Goal
· To provides internal and external administrative assistance, HR and infrastructure support for the Computing Sector it’s Divisions and Offices.
Strategy
· Increase support in all administrative areas, including aid with meeting (scheduling, workshops, minutes etc.), trips, phones, supplies, and many other task.
· Gives specific administrative support to the Chief Information Officer (CIO), Division Heads, departments and offices defined as specific projects.
· Provide HR support for the Computing Sector, reporting to the Office of the CIO
· Handle foreign and domestic trips, including flight and hotel reservations, meeting all the documentation and reporting needs of the Laboratory and DOE, collecting and routing trip reports, reconciling trip expenses from receipts provided by the travelers.

· Evaluates and adopts new technologies to advance the effectiveness of support.
FY11 Accomplishments
1. Kept domestic and foreign travel process as smooth as possible

2. Wrote the travel process for both Domestic and Foreign Travel
Not Accomplished in FY08

1. E-Travel

2. Written process of all HR and Administrative process within the sector
Effort Activities Covered:

ADMINISTRATIVE SUPPORT/Division Administrative Support

ADMINISTRATIVE SUPPORT/Domestic Travel Administrative Support

ADMINISTRATIVE SUPPORT/Foreign Travel Administrative Support

ADMINISTRATIVE SUPPORT/Human Resources Support

ADMINISTRATIVE SUPPORT/Conference and Workshop Support

ADMINISTRATIVE SUPPORT/Projects

DIVISION INFRASTRUCTURE/ADMINISTRATIVE SUPPORT/ Division Administrative Support

Objectives for FY11
Continue to move to increasingly use electronic processes, reporting and workflow. Use more Information Management tools from the IM and other projects. Increase the completeness and usability of the administrative support information provided on the web. 
Activity type:
Service
Timescale:
Ongoing

Milestones:
Create a self serve/QA web-page for customers begin (.25FTE will be allocated for this).
Metrics:
A satisfied sector staff 
Priorities: Support for the CIO and Computing Sector
Staffing: FTE across a staff of 8
Change control: Organize staff accordingly based on skill set/level in order to accomplish goal. 
Risk Assessment: Employees are learning on a daily basis as situations arise skill levels may not be at the fullest potential. 
DIVISION INFRASTRUCTURE/ ADMINISTRATIVE SUPPORT/ Domestic Travel Administrative Support

Objectives for FY11
Keep Domestic Travel processes smooth including correct, complete and timely accounting and close out. Meet the DOE requirements for Conference and other travel. Increase the completeness and usability of the information provided on the web in support of domestic travel. 
Activity type:
Ongoing

Timescale:
Ongoing

Milestones:
Change requirements of business process document per Lab instructions and Graph travel approval timeline (.30 FTE allocated for this, Luann).
Metrics: A good travel experience for administrative staff and travelers.

Priorities: Review and make changes to travel documents from last year and continue the E-travel process and documentation. Make more information accessible to the travelers (e.g. create traveler web page that will include informational items such as division process, timeline for trip submittal and travel tips before or while on travel)
Staffing: FTE across a staff of 8
Change control: Organize staff accordingly based on skill set/level in order to accomplish goal. 
Risk Assessment:. New DOE and Lab orders can affect the load and efficiency of support for Domestic Travel.
DIVISION INFRASTRUCTURE ADMINISTRATIVE SUPPORT/ Foreign Travel Administrative Support

Objectives for FY10
Keep Foreign Travel processes smooth including correct, complete and timely accounting and close out. Meet the DOE requirements for Conference and other travel. Increase the completeness and usability of the information provided on the web in support of domestic travel. 
Activity type:
Service
Timescale:
Ongoing

Milestones:
Change requirements of business process document per Lab instructions and Graph travel approval timeline (.30 FTE allocated for this, Luann).
Metrics: A good travel experience for administrative staff and travelers.

Priorities: Begin E-travel process. Make more information accessible to the travelers (e.g. create traveler web page that will include informational items such as division process, timeline for trip submittal and travel tips before or while on travel).  Continue collaboration with BSS.
Staffing: FTE across a staff of 8

Change control: Organize staff accordingly based on skill set/level in order to accomplish goal. 
Risk Assessment: New DOE and Lab orders can affect the load and efficiency of support for Foreign Travel.
DIVISION INFRASTRUCTURE ADMINISTRATIVE SUPPORT/ Human Resources Support

Objectives for FY11
Work to provide documented procedures for HR needs, timely and accurate reports for the CIO, Division Heads and Sector staff and provide more complete information of the procedures, HR requirements and constraints to the Support and Division staff.  This will include creation of spreadsheets and statistics to meet the CIO’s needs.  
Activity type:
Service
Timescale:
Ongoing

Milestones:
Update and maintain the HR spreadsheet for Division Heads 
Metrics:
Make data available
Priorities: The most important objectives are to ensure information is complete, accurate and accessible.
Staffing: .50
Change control: Train/off-load some of the task listed above.
Risk Assessment: Division will fall behind on lab/DOE deadlines (Only one person knows how to do this job.  She doesn’t have a backup).  
DIVISION INFRASTRUCTURE/ADMINISTRATIVE SUPPORT/ Conference and Workshop Support
Objectives for FY11
Expand the support in the organization of Conferences, Workshops, and Working Meetings. 
Activity type:
Service
Timescale:
Ongoing

Milestones:

Metrics:
Successful workshops supported
Priorities: Support for the Division Staff
Staffing: 1
Change control: Griselda
Risk Assessment: We will collaborate with the Conference Office and follow lab policies and guidelines. Last minute conference request reduces the ability to outsource and or coordinate administrative support staff accordingly. 
 DIVISION INFRASTRUCTURE/ADMINISTRATIVE SUPPORT/ Projects

Objectives for FY11
Division office project support:
· OSG (.25 FTE)
· Office of Finance and Project Management (.25FTE)

· Facility Operations (.05)
· Division Office Projects (not all defined, TBD FTE allocation, all administrative staff will be involved/load will be distributed across the group)

· E-Travel 

· HR Workflow 

· Miscellaneous admin reports e.g. desktop workstation purchase profile (FTE’s not determined due to list not being complete)
Activity type:
Service
Timescale:
Ongoing

Milestones:
Try to begin one project a month
Metrics:
Help Sector with as much administrative support needs as possible.
Priorities: Support for the Division Staff
Staffing: 1.5 +/-
Change control: Division Management (defining projects and needs)
Risk Assessment: May not allow the Division Office/Departments to be effectively and efficiently organized. 
