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themselves, reviewed their 
backgrounds and history with 
the agency and gave us advice 
about opportunities, challenges 
and how they succeeded in 
their jobs. They were very 
helpful and their experiences 
and guidance were truly 
valuable for all of us to hear.  

The afternoon of the first day 
was spent reviewing our 
annual report and in discussion 
with our sponsor, Dr. Charles 
Onwulata.  

The second day the Student 
Outreach Database webinar 
was conducted by Jill Stetka, 
followed by a webinar on 
Agreements, Annual Reports 
and ARIS and AIMS given by 
Dallas Rausch and Donna 
Geiman. Training is a priority 
for our office professionals 
since we need constant updates 
with these programs to do our 
jobs efficiently and effectively. 

Other issues and discussions 
for our second day included 
the PSA Position Description 
Reclassification/Upgrade 
discussion presented by 
Melody Scheffler, review and 
recommendations for our 
accomplishments and goals for 
2017/2018, review and 
revision to our NEACOP 
Charter and voting for our 
council members. 

And the winner is….. 
• Rebecca “Bec”

Crawford, Sr. Co-Chair
•

• Tiffany Fisk, Member
• Brenda Holmes, NACOP

Technical Advisor
• Joan McGurrin, Member
•

Allison Mowery, Jr. Co-
Chair

• Joanne Murphy, News
Editor

• Zina Owens, Webmaster
• Catherine Parsons,

Recorder
• Linda Reynolds, Ex-

Officio Member-Backup
Recorder

• Melody Scheffler,
Member

• Emely Schuck, Historian

The meeting was a success and 
very productive.  Thanks to all 
of the hard work, dedication of 
our NEACOP Council, Dr. 
Sebesta- former sponsor, Dr. 
Onwulata- current sponsor, 
guest speakers and Dr. 
Swietlik- Area Director, and 
especially to Dr. Chavonda 
Jacobs-Young for her expert 
leadership. 
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The Northeast Area Council 
for Office Professionals 
(NEACOP) Annual two day 
meeting got a jump start with a 
keynote speech from our 
Administrator, Dr. Chavonda 
Jacobs-Young.  She graciously 
accepted our invitation to 
come and speak and we were 
excited to have her as keynote 
speaker.  Dr. Jacobs-Young 
introduced herself to our 
NEACOP group. Also, in 
attendance were Dr. Swietlik, 
Dr. Onwulata, Dr. Sebesta and 
guest speakers, Cassandra 
Butler, Jill Stetka and Nadine 
Kessler. She gave a brief 
history of her roles at ARS 
prior to her role as 
Administrator. She discussed 
updates on the current hiring 
freeze and happenings at the 
USDA/ARS.  It was very 
inspirational and motivational 
for us to hear of her 
accomplishments and her 
optimism for our agency 
despite the many challenges 
we are facing.  Her advice for 
us: “Just keep going and do 
not get sidetracked. Continue 
to be optimistic and be 
supportive of your co-
workers”! Thank you Dr. 
Jacobs-Young for your words 
of inspiration and for your 
attendance at our annual 
meeting.

The guest speakers, 
Cassandra Butler, Jill 
Stetka and Nadine Kessler 
each introduced

Mary Dailey,NACOP
Technical Advisor



Dear Office Professionals in the Northeast Area: 

I have served as the Sponsor for the Northeast 
Area Council of Office Professionals 
(NEACOP) since the merger of the former North 
Atlantic Area and Beltsville Area October 1, 
2014. Upon my return from a year-long 
assignment to the position of Associate Director, 
Pacific West Area, Dr. Dariusz, Swietlik, 
Northeast Area Director re-appointed me as the 
Sponsor of NEACOP effective August 15, 2016.  
Since the very first meeting January 2015 which 
brought together (Beltsville and Northeast 
Atlantic) Areas, NEACOP has worked very hard 
to become a fully integrated Council and is 
delivering good representation and service for 
all NEA Office Professionals.   

NEACOP members drawn from of NEA 
Locations are dedicated professionals who work 
with passion to support the science and 
technology developed and transferred through 
NEA for ARS. As Dr. Swietlik told the Council 
in March 2017, during the NEACOP Annual 
meeting in Beltsville, MD, Office Professionals 
(OPs) as a group are the first contact for anyone 
needing the service of ARS in the Northeast 
Area. Providing excellent service is extremely 
important in the science ARS delivers to the 
Nation and the World as a whole, and OPs are 
right in the middle of it. ARS scientists and 
customers come to OPs for help first, and 
oftentimes scientists have emergencies that 
becomes the Program Support Assistant’s (PSA) 
emergency. Without OPs, the business of 
producing and delivering quality science 
becomes very difficult.   

The Scientists, Staff, Research Leaders, and 
Center Directors that you serve appreciates your 
service! The same applies to the Area Director 
and Associate Area Directors as well as our 
Area Office staff.   

The NEACOP team is dedicated to improving 
the job satisfaction of OPs in NEA by providing 
top quality employee enrichment experience that 
will boost morale. The feeling of being 
completely overwhelmed because of dealing 
with frequently-changing systems of operations, 
procedures, rapid turnover of staff and the work 
load can be frustrating.  

NEACOP is providing a voice for OPs. 
NEACOP sent a letter through Dr. Swietlik to 
Joon Park, Administrator of AFM, to support the 
Agency Committee reviewing the PSA Position 
Description (PD), and to support speedy 
classification of the PDs.  Recently, during the 
Administrative Professionals Week (April 23 – 
27, 2017), NEACOP prepared and sent 
Certificates of Appreciation to all OPs in NEA. 
That small gesture was received very well!  

Earlier in the year, NEACOP sent out Survey 
Monkey to NEA office professionals to gauge 
the level satisfaction of OPs. The response rate 
was 38%, and the responses reflected positive 
feedback of the work of NEACOP. The OPs in 
NEA appreciated the quarterly webinars and 
other training activities provide to them through 
NEACOP.  

All in all, it’s been my pleasure working with 
the dedicated and passionate professionals 
serving with NEACOP. 

Sincerely, 

Charles Onwulata, PhD 
Associate Director 
Northeast Area, Agricultural Research Service 
United States Department of Agriculture 
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(In the past, the Council of 
Office Professionals 
distributed a book on Office 
Professionals Day entitled:  
The Elements of Style.) 

 

There are literally hundreds if 
not thousands of books written 
on the elements of syle in 
regard to communications 
involving the Office 
Professional.  Each has its own 
emphasis on what defines a 
style, the most important tenets 
of style and how it’s written 
into a topic.  I have read my 
fair share of books on 
STYLES and my favorite, by 
far is the Fourth Edition on 
The Elements of Style by 
William Strunk, Jr. and EB 
White. The authors’ ability to 
blend “still a little book, small 
enough  

 

 

and important enough to carry 
in pocket, as I carry mine,” as 
quoted by Charles Osgood, 
makes this an invaluable tool 
along with an easy read. 

The work we are all doing is 
far too important to simply be 
considered as just a job, I 
would like to strongly 
encourage each of you to 
utilize the advice in this 
particular book and to, 
furthermore, share your 
favorite reading books in an 
article for the NEACOP 
Reporter.  

RESULTS OF SURVEY MONKEY 

This survey was sent to office 
professionals on February 14th.  
The distribution list included 
60 office professionals.  23 
people responded which is a 
38% response rate. This survey 
was entitled 2017 NEACOP 
Office Professional Climate 
Survey and consisted of 8 
questions.  The survey was 
sent out to get a sense of how 

we were doing as a council, 
how did office professionals 
like our monthly office 
professional calls, did they 
find them useful, and how 
often should we offer 
training/webinars? 

The results of the survey were 
very favorable and responses 
reflected positive feedback on 

how we are doing. This 
council was very pleased with 
the results, as was Dr. 
Onwulata who recommended 
these surveys be conducted on 
an ongoing basis in the future.  
J.Murphy requested an 
upgrade to Survey Monkey 
and Dr. Onwulata will approve 
this expenditure.  

“The Elements of Style” for the Office Professional 

Submitted by:  Brenda Holmes, as the NACOP representative for NEA
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Eastern Regional Research 
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Tips for Planning and Organizing your work day/work week 

Submitted by: Tiffany Fisk,Program Support Assistant, Grape Genetics 
Research Unit, Plant Genetic Resources Unit, Geneva, NY

Planning and organizing your workday keeps you on task and reduces idle time at the 
office.  An organizational planning tool can provide direction for your work efforts, 
allowing you to complete the most pressing tasks first.  Learning to prioritize your work 
responsibilities and use efficient time-management skills enhances your planning and 
organizational efforts and is extremely personal for every person.   I have found and use 
the 90 day planner by Savor the Success.  It took me trial and error through many 
different planners to find this one.  It could be something as simple as a to-do task or 
another good one is the Happy Planner that you can get at Hobby Lobby.  That one can 
be modified to your specifics and can even add budgeting templates.  If you spend just a 
small amount of time on Pinterest you can find many more templates and ideas.  I 
challenge you to play around with them until you find one that works for you.  I like to 
have one that works for me in and out of the office.  One book for both places.   

It is important to prioritize.  Identifying and prioritizing the tasks you need to complete is 
essential to an organized workday.  Each morning or at the end of the day, write a list of 
responsibilities for the day or coming day.  Determine which tasks that you need to 
complete before you can start the projects.  As your workday progresses, you may find 
adjustments are necessary to your priority list. Add in new tasks and determine their 
priority levels as they arise.  The following day, carry over any tasks that weren’t 
completed as the beginning of your new task list.  This also helps me in documenting my 
accomplishments for mid-year and annual performance appraisals.  I can look back 
through my planner and remember the important things that came up.   

You can also find online tools.  These will give you access to information that aids you in 
planning and carrying out your work tasks. Email programs typically include an attached 
calendar that allows you to keep track of deadlines for projects.  You can also send 
yourself reminders or access the calendar from your cell phone.   

Most important is for you to communicate.  This is essential to keep everyone informed 
on the planning and organization of tasks and projects. You may have a clear outline of 
what needs to happen on a particular task, but other team members may not if you don’t 
communicate with them.  Create a system for keeping need-to-know colleagues up to 
date.  For example, send out weekly email messages to keep everyone posted on 
progress of important items.  I send one out weekly entitled “Everything I know about 
personnel the week of”. I am starting to do the same with Agreements.  Just for the 
Admin Team (RL, AO, Financial Tech and PSA/AO Secretary).   In-person regular 
meetings either weekly, bi-weekly, or monthly are also a good idea.  

You may be able to create a schedule for yourself if your work tasks are similar each 
day.  Work out a general daily schedule that keeps you on task.  Agreements in the 
morning, personnel in the afternoon is an example.  You can also build in down time to 
handle any interruptions and unexpected additional tasks that work their way into your 
day.  



After all, lose and loose are 
only one letter apart from 
each other.  But the price of 
mixing them up is high 
because they are all distinct 
words with their own 
meanings, so using the wrong 
word will confuse the reader. 

When to Use Lose 
What does lose mean?  Lose 
functions as a verb, and its 
most common meanings, 
among many others, are to be 
deprived of or cease to have 
or retain (something one 
once had); become unable to 
find (someone or something); 
to fail to win; or to fail to use 
or take advantage of.  For 
example,  

Do not lose this opportunity. 

Unfortunately, I lost all of my 
photos in the fire. 

Our team lost the game 
tonight. 

I lost my friend in the crowd. 

When to Use Loose 
What does loose mean?  
Loose can function as an 
adjective and a verb.  As an a 
adjective, loose means not 
firmly or tightly held in  

place; not compact or dense; 
and free from restraint or 
confinement.  For example, 
I have a loose tooth.He broke 
loose.Drive slowly on the 
loose gravel road. 

Loose also acts as a verb, 
meaning to set free; release 
from fastenings or restraints 
and to undo.  For example, 

The animals have been 
loosed.The sails were loosed 
and we set off. 

When to Use Loosen 
What does loosen mean? 
Loosen functions as a verb, 
but it has a slightly different 
meaning than loose.  To 
loosen means make less tight 
or firm; to make more lax.  
For example, 
He loosened his shoelaces. 

He loosened the knot on his 
tie.Loose conveys the idea of 
complete release, whereas 
loosen refers only to a partial 
release. 

Remember the Difference 

A good way to keep track of 
these words in your writing is 
to say them aloud.  As we 
said above, lose has a Z 

sound to it and rhymes with 
snooze and schmooze.  
Loose, on the other hand, 
rhymes with goose.  The best 
way to remember the 
difference between these 
words is to remember the 
following sentence,A goose 
is on the loose. 

This means that a goose has 
been unleashed and is free 
from confinement.  If you can 
remember this sentence and 
say the words aloud while 
you are writing, you will be 
able to keep them straight. 

Summary 

These are three distinct 
words, all with their own 
meanings, so it is important 
to choose the right word, 
loose vs. lose.Lose is a verb 
and means to be deprived of 
something. When said aloud 
it rhymes with snooze. 

Loose is an adjective and a 
verb and means to release 
something from restraints 
and to set it free. This rhymes 
with goose. 

Loosen is a verb and 
means to make less tight or 
ease a restraint, but not to set 
free completely. 

Adapted by Writing Explained.

What’s the difference between Lose vs. Loose vs. Loosen. 
Article Submitted by:  Mary Dailey, Program Support Assistant, Northeast 

Area, Molecular Plant Pathology Laboratory, Beltsville, MD.  
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Proud to be an Office Professional at the USDA 

An office professional at the 
USDA, ARS, Northeast  area, 
which includes all Program 
Support Assistants, Secretaries 
and Office Automated 
Technicians,  adeptly jumps 
from work involving areas of 
technology (ARIS), finance 
(CATS,ARMPS), customer 
services, human resources, 
foreign visitors, and government 
regulations all in one day and 
without blinking a well-trained 
eye. They unlock the front door 
in the morning and sometimes 
are the last to leave at the end of 
the day. Nothing happens in 
their unit that doesn’t in some 
way cross their desks.  They 
take care of well, everything.   

 I am a Program Support 
Assistant at the Eastern 
Regional Research Center in 
Wyndmoor, PA, and I can vouch 
for that.  PSA’s ensure their 
RL’s and/or supervisors make 
their meetings, phone calls are 
directed to the right people, 
messages are returned, guests 
are taken care of, travel is 
booked, and anything else that 

arises in the Research Unit is 
taken care of. Basically, they 
have to work miracles on a daily 
basis. 

Office professionals anticipate 
needs, work closely with their 
Research Leader and scientists 
in their unit, connect 
stakeholders, track details, 
deliver results and ensure that all 
business gets done in the 
Research Unit and/or 
department. When resources are 
stretched, they help find 
solutions. When roadblocks 
appear, they build workarounds.  
When their Research Leader or 
Supervisor gets a request from 
the Center Director, or Area 
Director they are there to assist 
and support. When a meeting 
goes too long and off topic, they 
make sense of it. When a dozen 
scientists need to travel to an 
annual meeting, they collate the 
paperwork, make the hotel 
reservations and airline 
reservations, enter it into 
GovTrip , get the required 
signature and send them on their 
merry way. When an 

incoming/outgoing agreement, 
CRADA, or MTA has to be 
completed, they get the 
necessary information,  do the 
follow-up work and enter it into 
the system so that it can go 
through the proper channels, get 
processed and approved. 

This is all in a day’s work.  I 
have heard others say that this is 
one of the hardest jobs they have 
ever had.  I would certainly 
agree that the amount of job 
responsibility we have is 
amazing and yet, I feel very 
proud of what I do, and the 
accomplishments I have 
achieved as a Program Support 
Assistant.  In conjunction and 
collaboration with my Research 
Leader, our scientists, 
technicians, and co-office 
professionals here at the Eastern 
Regional Research Center, I 
believe we have contributed 
greatly towards our 
organization’s outstanding 
performance in the field of 
research services. 

I wrote this article four years ago.  It still holds true four years later! 
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Special Acknowledgement: 
Jay Green, MS, RDN, Engagement, Outreach 
& Visitor Programs, USDA-ARS, Northeast 
Area/BARC. Jay assisted as photographer 
during our NEACOP Annual meeting which 

convened at the Beltsville, MD – Building 005, 
Room 021, and which was hosted by the 
Beltsville NEACOP members on April 2017.  
This is the perfect time to say how grateful we 
are that you were there as our photographer - so, 
Jay, ‘thank you’ for your time and remarkable 
work! 

A special “thank you” to our Area 
Director,Dr. Dariusz Swietlik, for joining us 
at Fuji’s Japanese Steakhouse for dinner.

It was a delicious dinner and it was fun 
to watch our chef use his amazing 
culinary talents to cook our meal.   
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