NURSING PROFESSIONAL ADVISORY COMMITTEE
Call for Nominations to fill Vacancy for N-PAC Executive Secretary-Elect Position

DEADLINE FOR SUBMISSION: August 31 2012
Who should apply?

· Any Commissioned Corps Nurse Officer or Civil Service Nurse are eligible for this position;

· Applicants with strong organizational  and computer skills and excellent written/verbal skills;
· Individual is required to participate in person or by phone for regularly scheduled meetings that occur two times monthly. (NPAC Business one hour meeting 1st Friday of the month and NPAC general meeting 2 ½ hour meeting 3rd Friday of the month)
· Appointed applicant will work closely with fellow nurse officers, NPAC senior leadership and the Chief Nurse Officer to support the administrative operations of the NPAC. 
· Willing to serve as the N-PAC Executive Secretary Elect in FY 2013 and N-PAC Executive Secretary in FY 2014.
APPLICANT:
If selected, I understand that I will be available in person or by phone for regularly scheduled meetings and subsequently serve as N-PAC Executive Secretary for FY 2013.  I have reviewed this obligation with my supervisor and have permission to participate in this activity.  

Rank/Name: 
_________________________

Agency: 
_________________________
Work Address:
_________________________
Phone: 

_________________________
E-mail:

__________________________
In the space below, provide a brief statement to document your leadership experience and ability to serve in this position and your interest in becoming the Executive Secretary-Elect of the N-PAC: (or provide a brief attachment)
	


SUPERVISOR:
I give my permission for the above individual to participate as the Executive Secretary-Elect Member on the Nursing PAC.

_________________________________________________________  
___________________
Name



Date
I currently serve on the _______________________________ Committee and ____will or ____will not continue service on this committee during the Executive Secretary-Elect position.

Please fax or email form along with CV/RESUME to:





 
CAPT Susan Orsega




CDR Serina Hunter Thomas




N-PAC Chair FY 2012




N-PAC Executive Secretary



Phone:
(301) 451-2484



 
Phone: (301) 443-4499

Fax: 
(301) 435-6739




Fax:     (301) 443-0791

E-mail:
sorsega@niaid.nih.gov



E-mail: shunter@hrsa.gov 





NURSE PROFESSIONAL ADVISORY COMMITTEE

EXECUTIVE SECRETARY AND SECRETARY ELECT

The Executive Secretary for the Nurse Professional Advisory Committee is a non-voting position that serves Nurse Category by providing administrative and secretarial support to the N-PAC Chair/Chair Elect and the distribution and maintenance of all written documentation and correspondence to the voting members, subcommittee co-chairs/members, ex-officio, and all other participating nurse members at the discretion of the N-PAC Chair.  Duties include general clerical work and program coordination.  The Secretary Elect will serve one fiscal year as an apprentice before serving as the principle Executive Secretary.

Appointment:

The N-PAC Executive Secretary will hold the title of Ex-Officio and serve a term of 2 years, not to exceed two consecutive terms.  The executive secretary position is gained by a majority vote of the N-PAC voting members.  The Secretary Elect’s term will be offset by one year of the N-PAC Executive Secretary’s to allow for continuity of operations, unless the N-PAC Chair deems otherwise.  The Executive Secretary will remain an Ex-Officio for (1) year following the completion of their term to provide consultation support to the oncoming Executive Secretary and Secretary Elect.

Primary Responsibilities: 

1. Set up, attend and record monthly N-PAC Meetings * (Sec-Elect)
a. Circulate agenda and Lunch/Learn presentation slides via List Serve

b. Forward copy of agenda to Conference Leaders

c. Reserve the SG Conference Room annually for N-PAC General Meetings

d. Initiate Roll Call and Acceptance of Minutes

e. Provide courtesy copies of pertinent NPAC information during the meeting

f. Maintain Attendance Sign-In sheet

g. Monitor the N-PAC meetings for minutes

2. Collect written reports for N-PAC Minutes * (Sec-Elect)
3. Conduct Membership Electoral Voting Process 

a. Announce calls for nominations to the ListServ

b. Collect and Tally Votes

c. Maintain Ballot Files

4. Develop and maintain copies of N-PAC related documentations, such as Bylaws, Charter, Letters and Forms

a. Includes minutes, listserv messages, correspondence, award nominations, votes

b. Evaluate and edit documents for inclusion on the new listserv 

c. Maintain historical records; past chairs, representatives, ex-officio, awards, etc.

d. Ensure appropriate documents are posted to N-PAC website for download

5. Attend the monthly N-PAC Business Call-In Meetings and monthly Senior Leadership Call-In Meetings with Chief Nurse Officer * (Exec Sec and Sec-Elect)

6. Assist with the coordination of the Annual N-PAC Retreat * (Exec Sec and Sec-Elect)

a. NOTE:  At least one of the Secretaries is expected to be in attendance during all N-PAC related meetings.

7. Prepare and forward annual Nomination of new N-PAC Voting Members for Appointment to the Office of the Surgeon General

8. Prepare, send, and document all correspondence such as, “Thank you letters for Service”.

*NOTE:  All items asterisk with Sec-Elect indicates the principle roles of the Secretary-Elect.

