SPRING 2010 Social Security Administration (SSA) Academic Internship Program w/ the Erickson School for Aging Studies and The Shriver Center at UMBC

POSITION 1

Component:       


SSA Office of the Inspector General/ Office of Audit 

Name and Title of Supervisor:  
Kristen Schnatterly, Executive Officer

Preferred Student Status:  

Any
List Preferred Major(s):  
Open - Accounting, Business Management, Public Policy, BTA, Aging Services, Economics, FEIC, Political Science, ect

Position Description:

 Within the Office of Audit, the intern will assist on various audits and research.  Duties include research, evaluation, and analysis of data gathered.  This may include analysis of new or pending legislation.  Intern will be responsible for documenting results of research and analysis.  Research may be used by OIG OA decisonmakers in planning of future audit efforts.  Analysis of documentation received in support of audit work would be completed under the direction of a senior auditor.
Contact with staff in other SSA components and Federal agencies depends upon the types of audit work and research being conducted at the time.  Generally, there is contact with various SSA components.
Knowledge and experience required for effective performance in the assignment:

Intern should have strong writing skills, ability to communicate orally, ability to gather and summarize facts, and experience with Microsoft Office applications including Word and Excel.  Knowledge of auditing techniques and standards is helpful, but not required.   

POSITION 2
Component:  
SSA Office of the General Counsel/Office of Privacy and Disclosure



Name and Title of Supervisor:  
Jonathan R. Cantor, Executive Director

Preferred Student Status:  

Any
List Preferred Major(s):  
Public Policy, Public Administration, Political Science, History, Aging Services, HAPP
Position Description:  

The intern would assist the Office of Privacy and Disclosure (OPD) in developing, enhancing and implementing new privacy and disclosure policies and procedures related to the Privacy Act, the Freedom of Information Act (FOIA) and other disclosure laws and mandates as part of the larger Social Security program. The incumbent would be expected to work closely with analysts and OPD management to help respond to requests for disclosure of information from individuals, public and private entities. The incumbent would also assist with responding or providing guidance to the public, Congress, Federal and State agencies, private organizations and institutions, and other SSA components, including regional and field offices, on interpretation of policy and procedures, and on clarification and advice regarding SSA’s disclosure policy.
The incumbent would be expected to assist the OPD management staff, including the Executive Director, in meetings with other senior officials in the Agency, including with other Associate Commissioner and Deputy Commissioner-level Executive staff. Duties may include attending meetings, drafting notes and correspondence, tracking legislation, and researching and drafting policy options.

Knowledge and experience required for effective performance in the assignment:
Knowledge of policy development and policy analysis, as well as an understanding of political science required. Skill in analyzing data and summarizing findings, and skill in expressing and presenting ideas and conclusions clearly, concisely and effectively, both orally and in writing also required. An understanding of the role of privacy and information access and disclosure with respect to government information, as well as an understanding of FOIA, the Privacy Act, and other related Federal statutes, regulations, policies, and procedures strongly recommended in order to recommend courses of actions, to develop disclosure policies and procedures, and to provide advice and guidance. Any understanding of SSA programs, regulations and policies useful, but not required.
POSITION 3
Component:  



OCOMM/OEA/ONA

Name and Title of Manager and Supervisors:  

Rae Whelchel, Office Director

Georgia Peay, Supervisory Team Leader 

Maria Artista-Cuchna, Supervisory Team Leader 

Preferred Student Status:  

Any     
List Preferred Major(s):  
Communications/Marketing, Public Policy, Public Administration, Political Science, History, Aging Services, HAPP, Sociology
Position Description:  

 The student will fully participate in the general work of the office.  He/she will work closely with a senior analyst to complete routine work assignments. 

In addition, the student will work on the Medicare Improvement for Patients and Providers Act (MIPPA) outreach plan.  The Office of National Affairs (ONA) MIPPA work group also participates in the Agency-wide MIPPA work group. This campaign by law is required to coordinate outreach activities with the state Medicare Savings Plans programs.  The student would have an opportunity to be a vital and active part of a complex public information campaign.  The MIPPA work group is charged with:

· Preparing a headquarters outreach tactical plan and coordinating outreach activities at the national level that  facilitate regional and local outreach activities with states and other third parties, preparing a tactical plan to evaluate the Extra Help outreach campaign, 
· Providing public information tools, products and educational updates to national organizations and their affiliates, 
· Coordinating training programs for advocate groups on the legislative changes and promoting online filing, 
· Tracking headquarters outreach activities using an electronic tracking tool, and
· Reviewing feedback from headquarters and regions on effective outreach efforts and shared best practices. 
· The student will also be assigned short term projects; such as the Economic Recovery Payment (ERP2).  The agency will be reconvening the cross component ERP2 workgroup to begin planning activities for the likely eventuality of another ERP to be paid in early CY 2010.  The Agency will face an ambitious timeline, perhaps as little as 90 days to effectuate payments should the legislation pass.  
Knowledge and experience required for effective performance in the assignment:  

· Broad knowledge of social insurance philosophies, which underlie Social Security and related programs,

· Broad knowledge and ability in the art of negotiation coalition building, 

· Broad knowledge in applying analytical techniques and methods in order to identify problems and recommend possible solutions,

· Skill in developing briefings materials, reports, and other informational materials in a clear, concise format, both electronically and orally, and

· Skill in Internet research and general office automation.
POSITION 4

Component:  


SSA Office of Retirement and Disability Policy/ORES/DRSA








Name and Title of Supervisor:  
Chris Motsiopoulos, Director




Preferred Student Status:  

Any

List Preferred Major(s):    Economics, public policy, sociology, mathematics, statistics, information systems, computer science, political science, HAPP

Position Description:   

The intern will work with the Director and staff in the Division of RSDI Statistics and Analysis (DRSA) to assist with tasks assigned to one or more project teams.   Staff in DRSA produce and publish statistics on the old-age, survivors, and disability insurance programs.  Duties include preparing Excel spreadsheets, analyzing information, writing memos and short reports, reviewing and commenting on a variety of reports, assisting with the validation of data files, programming using SAS, and reviewing statistical tables.

Knowledge and experience required for effective performance in the assignment:  
· Interest in learning about research and statistical data files/systems.
· Good verbal, listening, and written communication skills.

· Strong analytical and organizational skills.

· Strong interpersonal skills.

· Knowledge of database concepts and structures.

· SAS programming is preferable.

POSITION 5

Component:       


SSA Office of Retirement and Disability Policy /OISP/ OEPIP
Name and Title of Supervisor:  
Sam Foster (Office Director)/Ken Anderson (Team Supervisor)
Preferred Student Status:      
Any
List Preferred Major(s):  
Communications, Public Policy, Public Administration, Political Science, History, Aging Services, HAPP, Sociology
Position Description:  

 Research, develop and present myriad legislative and policy topics related to Social Security coverage for State and local government employers and employees as codified in Section 218 of the Social Security Act.

Our organization is planning a two concurrent one-and-one-half day conferences for staffs from the Social Security Administration, the Internal Revenue Service and several state government offices.  The intern will be asked to develop and provide presentations on policy issues for the conference (to be held in April 2010).

The selectee will interact with policy specialists from both the IRS and SSA national and regional offices; along with state administrators, employed by individual state government offices.

Knowledge and experience required for effective performance in the assignment:

The selectee must have some experience in researching federal and/or state laws, regulations, policies, legislative proposals, etc. and be proficient in developing comprehensive, concise documents explaining polices or positions relative to existing laws and regulations.  The selectee must be able to accomplish tasks with minimal oversight or supervision, and be comfortable with giving oral presentations and facilitating questions/answers sessions with groups with up to 40 participants.

POSITION 6

Component:  



SSA  Office of Program Development and Research  

Name and Title of Supervisor:  
Sylvia Karman, Project Director, Occupational Information System Development Project
Preferred Student Status:  

Any     

List Preferred Major(s):  
Quantitative Psychology, Sociology, Social Sciences, Statistics, Political Science, or Public Policy
Position Description: 

 The intern will work on the initial stages of a long-term research project for developing a new occupational system, to replace the Dictionary of Occupational Titles, for use in SSA’s disability adjudication process.  The intern will assist in designing a survey instrument for gathering data describing the physical and mental-cognitive demands of work or individual functioning.  The intern will also review existing literature related, for example, to survey methods, instrumentation, validation, or psychometrics, and will write a paper summarizing the literature review.  The intern may be offered an opportunity to attend a national meeting of the Occupational Information Development Advisory Panel (OIDAP).  (Any travel-related expenses would be reimbursed.)  

The intern will work with SSA project staff and will have contact with:

· Members of the OIDAP, convened under authority of the Federal Advisory Committee Act (FACA),

· Members of an agency intercomponent workgroup, the Occupational Information System Development Workgroup, and

· Other staff within SSA involved in developing national disability policy.

The intern may also have contact with staff from other federal agencies, including the National Institutes of Health, the Department of Labor, and the Office of Management and Budget, as well as the state agencies that process disability claims for SSA.  

Knowledge and experience required for effective performance in the assignment:

No particular area of knowledge is required or necessary for this project, but strong research, organizational, analytical, and writing skills are essential.  

POSITION 7

Component:       
SSA Office of Retirement and Disability Policy, Office of Program Development and Research








   

Name and Title of Supervisor:  
Chris Silanskis, Director, Office of Program Evaluation

List Preferred Major(s):       
 Economics, Sociology, Public Policy, Statistics, Math, HAPP
Preferred Student Status:  

Graduate Student
Position Description:  

The intern will work on the Accelerated Benefits demonstration project, which is a randomized experiment designed to assess the benefits and costs of altering the 24 month waiting period for Medicare benefits in the Social Security Disability Insurance (SSDI) program.  The intern will work with SSA researchers and duties will include: gathering SSA administrative data, analyzing the data, writing up the results, and participating in briefings and meetings related to the project.  The intern will have contact with staff from other SSA components, including the Office of the Chief Actuary (OACT), the Office of Research Evaluation and Statistics, and Operations.  The intern will also have contacts with staff from other agencies, including: the Centers for Medicare & Medicaid Services (CMS), the Office of Management and Budget (OMB), and the Congressional Budget Office.  

Knowledge and experience required for effective performance in the assignment:

Experience with a statistical software package, preferably SAS or Stata.  Knowledge of quantitative research methods used in social science research.  
POSITION 8

Component:  



SSA Human Capital Planning Staff/OHR



Name and Title of Supervisor:  
Linda Walk, Director




Preferred Student Status:  

ANY     

List Preferred Major(s):  
Public Policy, Social Sciences, Psychology, Human Resources (including Human Factors, Organizational Development, Organizational Sciences, Industrial/Organizational Psychology, etc.),  Economics 





Position Description:   

Implement and Enhance SSA’s Recruitment Strategies

The Human Capital Planning Staff located in the Office of the Deputy Commissioner for Human Resources is tasked with development, coordination, and evaluation of SSA-wide recruitment strategies. This process will include reviewing existing strategies, updating the evaluation strategy, and identifying metrics necessary to evaluate the SSA Recruitment Strategy.  The intern assisting lead analysts with data collection and analysis (including potential web-based applications and automated survey tools), and communication with internal and external SSA stakeholders.  

The intern may also assist in:

· Updating SSA’s national recruitment guide

· Recruitment coordination for job fairs

· Update and redesign of the “Careers in SSA” link on the agency’s Internet site 

· Update and redesign of other marketing materials

· Developing training on Structured Interviewing 

During the process the intern will assist the program lead in delivering briefings to stakeholders, including HR management, strategic planning representatives, and agency-wide recruitment leads on the findings. The intern will have contact with several different components within SSA, including HCPS staff, other OHR components, the Deputy Commissioner for Human Resources’ front office staff, HR Directors, Recruitment Leads and miscellaneous components that employ individuals within the occupations targeted in this project.

Knowledge and experience required for effective performance in the assignment:  

· oral and written communication (including experience writing reports/research papers, working/communicating/collaborating with a team, etc.).  Exceptional writing skills are a plus.

· ability to use Microsoft Word and Excel (Powerpoint and Access are a plus)

· knowledge of/interest in qualitative and quantitative research

· ability to research issues using internal and external sources, including the internet

· planning and organizational skills and attention to detail

· marketing skills

· prior experience with surveys, evaluation methods and data analysis not required but are a plus

The intern will receive mentoring and on-the-job training from HCPS lead analysts and HCPS program managers in each of the project areas mentioned above.
NOTE:  The intern must be available to work with HCPS several days a week.
POSITION 9

Component:       


SSA Human Capital Planning                   

     

Name and Title of Supervisor:  
Linda Walk                             


Preferred Student Status:  ANY     

List Preferred Major(s):  

Project Management/Management Science, ISD, Psychology



Position Description:  

This student will be involved in several Human Resource projects specifically designed to implement recommendations placed in the OHR Strategic Plan including the following:

1.  A talent management project that will use current competencies to cull and retrieve skills and abilities from both current and former employees.

2.  A knowledge management and social networking project that will allow for intra-component and inter-component collaboration.

3.  Applying project management principles to Human Capital initiatives furthering efforts to expand submissions to Executive Level Federal Agencies.

4.  Continuing efforts with Human Capital to focus our mission on obtaining and retaining employees for satisfying short and long term program requirements.

The intern will have contacts within any component of SSA, including Senior Executives through presentations or written reports.

Knowledge and experience required for effective performance in the assignment:

The individual selected should have an exposure to project management philosophy and application and should have been involved or led a project, whether this project was at the academic or non-academic level.  In addition, any technology background would help this individual to adjust to the continuing focus on technology that we have here at Human Resources.  The person does not have to be an IT trained programmer or database developer, but be able to discern technological requirements from a list of requirements submitted for a project.  Along with the above, it is essential that the individual is a self-starter and has some background working in a group.

POSITION 10

Component: 


SSA Office of Human Resources / Office of Personnel / Office of the

Medical Director 
Name and Title of Supervisor: 
Roman A. Goy, M.D.; Medical Director 
Preferred Student Status: 

Senior or Graduate Student Any 

List Preferred Major(s): 

HAPP, Public Policy 
Position Description: 
The student will learn about health promotion and occupational health delivery at SSA while becoming familiar with the various ways occupational health is provided and health is promoted throughout the federal and private sectors. Health promotion is increasingly recognized as an organizational activity that is important for promoting workforce satisfaction, retention, and productivity. The student will research other Federal agencies, and private and non-governmental organizations, to identify ways in which the occupational health system at SSA can more effectively promote health to all employees at SSA. At the end of this term, the student will provide a report outlining the options identified and present and defend her/his recommendation. 

Knowledge and experience required for effective performance in the assignment: 
The candidate student should have a background in health care and a general familiarity with the structure and purpose of health care systems. The candidate should also have an interest in health care administration. Good written and oral communications skills are necessary for both the research and presentations portions of this assignment. 

POSITION 11

Component:  

Office of Personnel, Center for Personnel Management Information Systems

and Payroll 

Name and Title of Supervisor:  
Minnie Shorter, Project Manager
Preferred Student Status:  

Any

List Preferred Major(s):  Psychology, ISD, Sociology, any
Position Description: 
Intern will work on training, communication, and implementation activities for a new time and attendance system for the entire agency.  Specific duties will include one or more of the following:  developing training materials, preparing presentations, developing communications on the project, attending meetings with users, providing information to users, etc.

Knowledge and experience required for effective performance in the assignment
Ability to communicate in writing and orally.  Familiarity with the use of business software (Word, Excel, PowerPoint) applications is desirable. 

POSITION 12

Component:       

DCHR/ Office of Civil Rights and Equal Opportunity

Name and Title of Supervisor:  
Nancy Bosque, Director, Center for Cultural Diversity

Preferred Student Status:  

Any

List Preferred Major(s):       
Psychology, Sociology, Social Sciences, Statistics, Political Science, or Public Policy






Position Description:   
Task:  Develop Standard Operatingedures for Special Emphasis Program.  

Student would be responsible for researching current federal rules and regulations, SSA polices, and contacting federal EEO offices to develop the SSA standard operating procedures for the Special Emphasis Program.  

Student would be working with the Special Emphasis Program Manager (GS-14), Center Director, and federal EEO Managers.

Knowledge and experience required for effective performance in the assignment:  

Ability to conduct research.

Ability to communicate verbally.

Ability to produce a written product.

POSITION 13

Component:       DCHR/ Office of Civil Rights and Equal Opportunity

Name and Title of Supervisor:  
Pamela D. Booker                     



Preferred Student Status:  ANY
List Preferred Major(s):  Accounting, Information Systems, Business, Psychology, or English 


Position Description:  
As a part of the AC’s front office staff the student will be assigned various EEO related project management tasks as a part of the Management Support Staff.  The short term projects include rewriting outdated position descriptions to more accurately reflect the duties performed in specific positions, assist with creating a step by step process of various office functions, and creating training outline for specific upcoming topics.  

The student will be given the opportunity to interface with representatives in various components within the DCHR to accomplish these tasks.  In addition, the students will work with the 3 sub-components to ascertain the relevant facts for each assignment.  

The components outside of OCREO with whom the students may have a need to request information may include OGC, OAG, Finance and the Computer Information Team.

Knowledge and experience required for effective performance in the assignment:  

This high level assignment requires the student to have experience utilizing the Suite of Microsoft Word applications (specifically, Excel and PowerPoint).  In addition, experience using appropriate office acumen, ability to pay attention to details, telephone etiquette and interpersonal skills are also required.  

POSITION 14

Component:       
DCHR, OCREO






   

Name and Title of Supervisor:  
Chester Kleinman          





Preferred Student Status:  ANY
List Preferred Major(s):       
Legal Studies, Political Science, Public Policy


Position Description:  

 Student would be responsible for researching current federal rules and regulations, SSA polices, as they pertain to Equal Employment Opportunity Commission Regulations, formulated in Title 29 Code of Federal Regulations, Part 1614 and the following statutes: Title VII of the Civil Rights Act of 1964 as amended, the Age Discrimination in Employment Act of 1967, Sections 501 and 505 of the Rehabilitation Act of 1973, the Americans with Disabilities Act and its amendments, and the Equal Pay Act of 1963. 

Students will assist the Policy, Compliance, Training and FAD Staff (GS-14s), Director (GS-15), and federal EEO Managers.

Knowledge and experience required for effective performance in the assignment:  

· Ability to conduct legal research.

· Ability to communicate verbally.

· Ability to produce a written product.

· Ability to analyze Final Agency Decisions

· Ability to review and apply appropriate case law.

Knowledge and experience required for effective performance in the assignment:

· Administrative Law

· Legal Studies
POSITION 15

Component:  



Office of Central Operations, Office of Disability Operations
 

Name and Title of Supervisor:  
Inell P. Moore, Assistant Associate Commissioner







Preferred Student Status:  

Any     

List Preferred Major(s):  
Business Administration, Management, Aging Services, Communications, Psychology, sociology, public policy
Position Description:  
Program Expert

The candidate will be assigned at the Office of Disability Operations (ODO) level to work on a variety of initiatives and projects that are projected to:

· Improve our level of service to the American public

· Identify opportunities to make work processes more efficient and effective

· Create opportunities for career development and growth for our workforce

· Assess the effectiveness of communications, internal and external

The candidate may be responsible for:

· Monitoring various workloads and reports in the Office of Disability Operations

· Developing briefing materials

· Providing guidance on workload issues

· Providing guidance on training issues/trends

· Assisting the Management Information team with gathering staffing information

Knowledge and experience required for effective performance in the assignment:  

· Skill in developing and interpreting statistical data
· Skill in expressing and presenting ideas and recommendations clearly, concisely and effectively
· Skill in effectively planning individual work assignments as well as planning, organizing and coordinating group activity
· Knowledge of communication skills and techniques for successful negotiation
· Knowledge of operations and management analysis principles and techniques
· Knowledge and skill to design, direct and conduct comprehensive studies and projects.
· Develop new innovative ideas and approaches to workload issues
POSITION 16

Component:  



Office of Electronic Services/ DCO

   

Name and Title of Supervisor:  
Gilbert Guillen




Preferred Student Status:  

Graduate Student 
List Preferred Major(s):  
eBusiness, eCommerce, IT graphic Design, ISD, or Graphic Design, Media & Communication Studies



Position Description:  
Research and benchmark our intranet site, and to help us identify areas for content, format, and visual improvements. The final product would be a thorough improvement proposal for our intranet and internet websites. 
Knowledge and experience required for effective performance in the assignment:

· New media literacy – familiarity with website design, layout and customer satisfaction indexes.

· General understanding of relationship between executive and legislative branches of Fed Gov

· Experience performing background research on eBusiness sites.

POSITION 17

Component:       


OPSOS DOACS



   

Name and Title of Supervisor:  
Tom MacBride, Director


Preferred Student Status:  

Any     

List Preferred Major(s):       
Aging Services, Communications, Psychology, sociology, public

policy, HAPP


Position Description:  
The student will be involved in dynamic projects to improve Social Security services to the elderly and disabled.  The student will assist in implementing new technology in Social Security offices and help design office layouts and features that will improve the overall experience of the elderly and disabled when visiting Social Security.  The student will be working with top agency executives in SSA headquarters and throughout the nation.  The student will attend frequent meetings, conference calls and presentations.

Knowledge and experience required for effective performance in the assignment:  
· Strong writing and analytical skills.

· Strong attention to detail and ability to recognize inconsistencies.

· Ability to use Microsoft Office software such as Word, Excel and/or Access.

POSITION 18

Component:  
Office of Retirement and Disability Policy/Office of Employment Support Programs                   

   

Name and Title of Supervisor:  
Desiree Fitzgerald, Team Leader for Ticket Analysis and Innovation Team
Preferred Student Status:  

ANY
List Preferred Major(s):   Aging Services, Public Administration, Research, Public Policy, Social Work, Psychology, HAPP  
Position Description:  
We would like an intern from the Erickson School of Aging Studies at UMBC to assist with plans to evaluate beneficiaries’ satisfaction with Employment Networks (ENs) under the Ticket to Work program.  An EN is an organization that has entered into an agreement with Social Security to assume responsibility for the coordination and delivery of employment services, vocational rehabilitation or other support services to Social Security disability beneficiaries and Supplemental Security Income disability/blindness beneficiaries who have assigned their tickets to that organization.

The student would provide staff support on a variety of activities related to incorporating customer satisfaction ratings into an annual performance evaluation of ENs and making that information available in report form for beneficiaries who are prospective EN clients under the Ticket to Work program.  The student would work with OESP employees, including managers and executives, and the Ticket to Work program operational contractor. 

Knowledge and experience required for effective performance in the assignment:  

Good communicator with technical writing and plain language writing skills as well as good organizational skills and analytical or research skills.

POSITION 19

Component:  Office of Central Operations, OMOS, CHR
Name and Title of Supervisor:  Billy Donner, Director CHR
Preferred Student Status:  Any     

List Preferred Major(s):  Business Administration, Economics, FEIC, BTA, Aging, Political Science, Public Policy, etc
Position Description:  
Program Manager

· Serve as advisor and consultant to the Center Director in all areas of responsibility

· Participate in the coordination of all activities related to establishment and execution of long-range goals

· Resolve critical issues or problems related to the full range of operational and organizational concerns

· Provide direction and guidance to analysts and specialists responsible for conducting cross-component studies and assignments

· Monitor and evaluate work planning efforts and progress to ensure that they are effective and parallel the priorities established by the Director

· Develop project plans and schedules for studies aimed at improving the accuracy, economy, and timeliness of service delivery

· Prepare final reports and present findings to higher management

· Serve as “troubleshooter” for the Director, conducting a variety of priority and often sensitive inquiries having wide impact.

· Assist the Director in planning and conducting meetings and conferences

· Negotiate the resolution of problems that cross organizational lines or involve jurisdictional disputes among components

· Identify areas of concern and independently undertake resolution of problems and make recommendations to the Director

· Prepare outlines, briefings and reports for the use of the Director in making presentations to various groups

Knowledge and experience required for effective performance in the assignment:  

· Knowledge of analytical and evaluative methods sufficient to evaluate existing programs and to develop new and innovative approaches

· Extensive knowledge of communications techniques and skill in negotiating, and collaboration, since the position will require that advice and guidance be shared with OCO management

· Skill in developing and interpreting statistical data 

· Superior ability to express and present ideas and recommendations clearly, concisely and effectively, both orally and in writing

· Ability to establish working relationships with managers and analysts in OCO and other SSA components

· Ability to effectively plan, organize and coordinate projects

POSITION 20

Component:  Office of Central Operations, OMOS, CHR
Name and Title of Supervisor:  Billy Donner, Director CHR
Preferred Student Status:  Any     

List Preferred Major(s):  Business Administration, Economics, FEIC, BTA, Aging, Political Science, Public Policy, etc
Position Description:   Project Manager
· Provides leadership; mentoring and coaching to teams responsible for studies and projects

· Establishes objectives, guidelines and project plans for teams; provides advice; monitors progress; and facilitates the formulation of recommendations, resolution of problems and preparation of final reports
· Conducts comprehensive studies and analyses related to personnel management and/or administrative management

· Obtains necessary staff, budget and equipment resources

· Advises management officials of the status of assigned projects, their impact, and any conflicts or issues regarding their attention

· Ensures final implementation of approved recommendations.  

· Participates in the formulation of short‑ and long‑range work plans and goals, budget requirements, policies and procedures.

· Develops plans for activities regarding changes in policies, procedures or other issues affecting SSA's administrative programs in the organization.

· Collaborates with managers and supervisors within the organization to negotiate and/or coordinate work-related changes impacting other segments of the organization.
· Provides technical advice and guidance to the Associate Commissioner and Deputy and the Assistant Associate Commissioners

Knowledge and experience required for effective performance in the assignment:  
· Knowledge of analytical and evaluative methods sufficient to evaluate existing programs and to develop new and innovative approaches

· Extensive knowledge of communications techniques and skill in negotiating and collaboration, since the position will require that advice and guidance be shared with OCO management

· Skill in developing and interpreting statistical data 

· Superior ability to express and present ideas and recommendations clearly, concisely and effectively, both orally and in writing

· Ability to establish working relationships with managers and analysts in OCO and other SSA components

· Ability to effectively plan, organize and coordinate projects

POSITION 21

Component:  Office of Central Operations, Office of Earnings Operations, Division of Employer Services (DES)








 

Name and Title of Supervisor:  Fred Shaw, Deputy Director, DES
Preferred Student Status:  Senior or graduate student     

List Preferred Major(s):  Business Administration, Economics, FEIC, BTA, Aging, Political Science, Public Policy, Psychology, Sociology, etc
Position Description:   

Management Program Analyst 

· Monitor various workloads and reports in the Division of Employer Services

· Develops tours and briefing materials for the Division of Employer Services

· Co-Coordinator of Productivity Budget Report

· Provide Training Oversight (Technical)

· Review and Process Congressional Inquiries

· Compose Congressional letters and responses

· Coordinator of tour activities for the Division of Employer Services

· Representative for Employer Customer Help and Information Program (CHIP)

· Unified Earnings Correction Process (UECP) Representative

· Provide guidance to branches on workload issues

· Provide guidance to division staff on workload issues

· Provide guidance to training staff on workload and administrative issues specifically related to training

· Leave Audit Program – OEO Representative

· Telephone follow-up to calls received in Division on Earnings Inquiries/delays

Knowledge and experience required for effective performance in the assignment:  
· Knowledge of analytical and evaluative methods to evaluate existing programs and to develop new and innovative approaches

· Extensive knowledge of communications techniques and skill in negotiating, and collaboration, since the position will require that advice and guidance be shared with OEO management

· Skill in developing and interpreting statistical data 

· Proficient skill in expressing and presenting ideas and recommendations clearly, concisely and effectively, both orally and in writing (The Management Program Analysts establishes working relationships with managers and analysts in OEO and other SSA components as well as prepares correspondences for senior level and executive staff)

· Ability to effectively plan, organize and coordinate projects

POSITION 22
Component:  Office of Central Operations, Office of Disability Operations, DDO 3

Name and Title of Supervisor:  
Janet Johnson, Division Director



Preferred Student Status:  Any     
List Preferred Major(s):  Business Administration, Management, Communications, FEIC, BTA, Aging, Political Science, Public Policy, ISD, Psychology, Sociology, etc
Position Description:  
Management Program Analyst
· Monitor various workloads and reports at the division level

· Develop briefing materials at the division level

· Provide training oversight

· Provide guidance to the division on workload issues

· Provide guidance on training for the technicians within the division

· Provide guidance on training on administrative issues as they relate to training

· Act as a liaison between the division and the Operations Support Branch (OSB) components that can assist the modules with their workload processing.

Knowledge and experience required for effective performance in the assignment:  

· Skill in developing and interpreting statistical data
· Skill in expressing and presenting ideas and recommendations clearly, concisely and effectively
· Skill in effectively planning individual work assignments as well as planning, organizing and coordinating group activity
· Knowledge of communication skills and techniques for successful negotiation
· Knowledge of operations and management analysis principles and techniques
· Knowledge and skill to design, direct and conduct comprehensive studies and projects.
· Develop new innovative ideas and approaches to workload issues
POSITION 23
Component:  



Office of Personnel – Center for Employee Services

   

Name and Title of Supervisor:  
Amanda Dunne/Communications and Marketing


Preferred Student Status:  

ANY     

List Preferred Major(s):  

no preference- PSYC, HAPP, SOWK, SOCY, Communications



Position Description:  

Workplace Wellness Program:  Support the Communications and Marketing Lead for SSA GetFit, a wellness awareness campaign which focuses on the four pillars of healthy living.  This program is designed in response to OPM”s Feds Get Fit initiative.  The intern will write articles, letters, and reports, work with graphic designers, and develop content for the national website. 

Generational Workforce Project:  Initiate research for on the multi-generational workplace and develop content for a training package on this topic.  Develop content for the national career development website.

Career Development National Program:  Assist with creating a marketing package for Career Development Month, including writing articles and electronic communication, developing resources such as career booklets and brochures,, writing information for the web and generating additional ideas to reach a national audience.  Also assist with organizing, scheduling, and follow up of career development training sessions.

CES Internal and External Activities:  Assist CES with the organization, operation, and management of its programs and outreach. These tasks may include preparing mailings, helping organize meetings, giving presentations, and ordering supplies.
Review and Evaluation of Current Programs:  Assist with reviewing current programs; preparing documents and reports; assisting in development of new programs; attending meetings; etc. 
Knowledge and experience required for effective performance in the assignment:  

Skills: communication, analytical thinking, organizational, time management, writing, research 

Experience:  Working in a team environment; writing for publication
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Office of Personnel – Center for Employee Services

   
Name and Title of Supervisor:  
Dee Braver, Work/Life Programs




Preferred Student Status:  ANY
List Preferred Major(s):  no preference- PSYC, HAPP, SOWK, SOCY, Communications



Position Description:  

 Workplace Wellness Program:  Support the Workplace Wellness Coordinator in developing a tool for collecting nationwide wellness data, and assist in the collection, analysis, and organization of the data.  Also work with the Federal Occupational Health (FOH) and other federal agencies to identify and evaluate wellness services which may be offered to SSA employees. 
Generational Workforce Project:  Initiate a research project to determine if there are any differences in attitudes towards work and engagement in jobs between new hires and older employees.  The intern could create a survey, organize communications for all involved parties, analyze the results, and prepare summary reports.  This research could potentially identify issues that may be affecting job productivity.

Lifecycle Planning Web Site:  Assist with research for the lifecycle planning Web Site.  Additionally, take on a special project to create an electronic newsletter on Healthy Aging.  

CES Internal and External Activities:  Assist CES with the organization, operation, and management of its programs and outreach. These tasks may include preparing mailings, helping organize meetings, giving presentations, and ordering supplies.
Review and Evaluation of Current Programs:  Assist with reviewing current programs; preparing documents and reports; assisting in development of new programs; attending meetings; etc. 
Knowledge and experience required for effective performance in the assignment:  

· Skills: communication, analytical thinking, organizational, time management, writing, research 

· Experience:  Working in a team environment; report writing















