EMERGING LEADERS PROGRAM

ROTATIONAL ASSIGNMENTS FORM

CAREER PATH: 
__X ADMINISTRATIVE
____ PUBLIC HEALTH

___ SOCIAL SCIENCES
____ INFORMATION TECHNOLOGY

____SCIENTIFIC

DURATION:

___ 60 DAYS



__X_ 90 DAYS

Start Date______________

            Start Date__October 11, 2004
 End Date____  _________

             End Date__January 7, 2005
OPDIV/STAFFDIV_ACF, Administration on Children, Youth and Families, Child Care Bureau
SUPERVISOR _Andrew Williams     DATE SUBMITTED_September 2004_______

E-MAIL ADDRESS_awilliams@acf.hhs.gov         Telephone  _202-401-4795_____

Duty Location___330 C Street SW,_Washington, DC 20447___________________
ASSIGNMENT DESCRIPTION AND OBJECTIVES (Give overall description of assignment and specifically state the objectives/accomplishments expected within the assignment time frame):

The Emerging Leader will primarily assist with two high-priority administrative tasks currently being undertaken in the Child Care Bureau: (1) writing and updating Position Descriptions (PDs) for staff in the Child Care Bureau, and (2) writing public relations materials to highlight the activities and accomplishments of the Bureau.  These tasks both address critical needs for the Child Care Bureau—ensuring that the Bureau has personnel practices that promote achievement and accountability, and promoting awareness of the Child Care Bureau’s work with the public and key audiences.  These tasks will give the Emerging Leader an opportunity to learn about the programmatic and administrative operations of an HHS office that is responsible for implementing a key, multi-billion dollar social services program.  

Objectives
1. Help update Position Descriptions (PDs) for all Child Care Bureau staff to ensure that the documents are accurate and complete, and assist with writing new PDs for vacant positions that are necessary for the Child Care Bureau to accomplish its work.  Through these tasks, the Emerging Leader will develop an understanding of the organizational structure, mission, and activities of the Child Care Bureau.  The Emerging Leader will work with Child Care Bureau managers and staff to ensure that the PDs reflect the Bureau’s vision and needs.  The Emerging Leader will also help identify relevant PD policies and practices at the Administration for Children and Families (ACF), HHS, and government-wide levels, consulting with the HHS Human Resources Center as necessary.  The Emerging Leader will help prepare related background and briefing materials, such as organizational charts.
2. Help write public relations materials to highlight the activities and accomplishments of the Child Care Bureau.  These materials may include press releases, ACF Messenger email updates, and fact sheets.  The purpose of these materials is to share information about the Child Care Bureau’s work and achievements with the public, targeted audiences in the child care field, and other offices within ACF and HHS.  This task requires the Emerging Leader to work with Child Care Bureau staff and the ACF Office of Public Affairs to develop and market the public relations materials.  The Emerging Leader will also work with Child Care Bureau staff and managers to help develop tailored public relations strategies for particular products and activities.     
(Please email this form to zsco@cdc.gov  by September 2, 2004)

