PMIOC EXECUTIVE SECRETARY DUTIES

“Lead 1st Admin 2nd”

1. Monitor achievement of 2003/2004 PMIOC goals. Advise Chairman of progress.  Prepare quarterly reports to PMIOC.

2. Serve as a liaison with the DoN and OSD PMI program Coordinators

3. Serve as a resource for current PMIs with logistical questions regarding rotation, travel or identifying the best POCs

4. Organize all PMIOC meetings including draft agendas and minutes and arrange logistics

5. Maintain OPNAV PMI website including posting all required updates

6. Maintain an archive of Rotational Summaries

7. Liaison with PMI Recruitment Coordinator and PMIOC

8. Maintain PMI alum contacts/connection as a resource

9. Generate ideas to the PMIOC on how to continue to build the program as the premier DoD and government wide program

10. Assist Executive Mentors with the process of bringing new PMIs on board

11. Provide other support to the PMI chair as needed

