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President’s Message

By, Albert B. Matthews President
Northeast Ohio Chapter NCMA


Greetings,

My name is Albert B. Matthews, Jr.;  I am writing this letter to you to introduce myself as the new NCMA, Northeast Ohio Chapter president. 

First, I want to thank Karen Blue-Young for her excellent leadership as president. I also would like to congratulate her on her new assignment and wish her success. Karen worked very hard to organize the chapter business and I hope I can continue her effort.

At this time I can say that our scheduled programs have not been too successful. Everyone has been working diligently with activities that support their number one job which required them to put NCMA business off. It is my hope that I can bring a new charge of energy to the chapter to complete this year with some achievements that are on our agenda. 

I have convened with the executive board and we feel that we can still compete in the Graalman competition. The call for scholarship applications was posted on our web-site and we are still planning to have a March members meeting with a speaker and a National Education Seminar (NES) in April. Please watch for announcements that will contain times and dates. This leads me to another thought, and that is the need for help in arranging for activities that will benefit the chapter. 

We can not be an effective organization if we can not find the human resource to accomplish the task. I am calling on all members to participate in the planning and organizing of activities that will serve the needs of our members. 

As your president, I want to provide you with the kinds of training that will help you in your career goals as well as helping you to get the most out of our chapter. To do this I need information on what you would like for the chapter to do for you.  My E-mail address is Albert.B.Matthews@nasa.gov, please feel free to mail me your ideas and suggestions. I can also be reached at (216) 433-2260.  Remember these are exciting times with the Contract Management world growing daily. Opportunity is endless with the government moving to more and more privatization of its operation. There are more than 850,000 chances for a well trained contract person to achieve their goals, NCMA can assist you.  

Thank you,
Albert B. Matthews, Jr.

Sharing Knowledge and Creating Opportunity in the Pursuit of Professional Excellence
by, Col. Mary J. Mayer, USAF (Retired), Functional Director for Leadership Development.

Excerpt from the Supplement to the February Issue of CM Magazine:

What are your dreams?  

In your wildest imagination, what do you see yourself doing?  Now, what is standing between you and that dream?  The answer is leadership.  “Everything rises and falls on leadership,” says Dr. John C. Maxwell, author of The 21 Indispensable Qualities of a Leader and the 21 Irrefutable Laws of Leadership, “but knowing how to lead is only half the battle.  Understanding leadership and actually leading are two different activities.”

The key to transforming yourself from someone who understands leadership to a person who successfully leads in the real work is character.  Your character qualities activate and empower your leadership abilities—or stand in the way of your successes. 

What is leadership?  Dr. Maxwell defines leadership as “the capacity and will to rally men and women to a common purpose and the character which inspires confidence.”  Author Eugene B. Habecker adds:  “The true leader serves.  Serves people.  Serves their best interests, and in so doing will not always be popular, may not always impress.  But because true leaders are motivated by loving concern rather than a desire for personal glory, they are willing to pay the price.”

So what makes a good leader?  There are many attributes and characteristics found in effective leaders.  But one thing is for certain:  “It’s difficult balancing optimism and realism, intuition and planning, faith and fact.  But that’s what it takes to be effective as a navigating leader.  And the greatest test of respect comes when a leader creates major change in an organization.”  To do that, Dr. Maxwell says the leader must “plan ahead” and chart a successful course by:
	P
	Predetermining a course of action 

	L
	Laying out goals

	A
	Adjusting priorities

	N
	Notifying key personnel

	
	

	A
	Allowing time for acceptance

	H
	Heading into action

	E
	Expecting problems

	A
	Always pointing to the successes

	D
	Daily reviewing the plan


Time and again, it has been proven that the most successful NCMA chapters are those let by innovative, daring, and visionary entrepreneurs willing to take a calculated risk, “do the right things,” and navigate their chapters through uncharted waters to achieve world-class successes.

Dynamic chapter leaders have been the catalyst for thinking “outside the box,” breaking old paradigms, and transforming our association to face ever more effectively and efficiently the increasing challenges of the new century.  Chapter presidents have been particularly adept at leading their chapters to the realization that adopting new ideas and taking well calculated risks can lead to phenomenal progress.

Benjamin Disraeli observed that “the secret to success in life is for a man to be ready for his time when it comes.”  This ninth annual Contract Management “Chapter Presidents’ Supplement’ recognizes those dedicated men and women, who “were ready when the time came” and currently serve as NCMA chapter presidents.  We owe these enthusiastic, pioneering, dynamic volunteers a great deal of gratitude for all their contributions to their chapters and to NCMA.  In response to National President Tom Kelkis, these chapter leaders have answered that “leadership summons” and have now become an integral part of something meaningful, educational, and fun!


Job Seeking 101
by Michael Benante
Finding a position in a tight economy is a full-time job  itself.  Through the use of on-line job databases, job seekers have access to a great deal of information and many job positions but with so many other people vying for the same jobs, prospective employees need an edge that will help the beat the competition.
Getting You Foot in the Door

On a basic level, finding a job includes three sets: (1) getting your foot in the door, (2) interviewing with the employer, and (3) negotiating the offer.  To understand what it means to “get your foot in the door,” it is important to consider the process that occurs when you apply online for a job.  You are essentially a piece of paper until someone contacts you for an interview.  Your resume must sell your background and stand out above the other resumes submitted to get to the second state.  This means that your resume must effectively and conscisely sum up your background so the initial screener can quickly determine if you are fit to interview.  It is important to keep in mind that these screeners may review hundreds of resumes each day, so your resume must be able to catch their attention in as few as 15 to 30 seconds.

Your resume may pass through two or three screeners before you are contacted for an interview, so it is critical that the document is easy to read, informational, and concise.  A concise resume is relative, and depends on the amount of experience you hold.  For example, a person who has been in the job market for fewer than seven years should probably limit his resume to a single page, while someone with up to 20 years of experience could reasonably submit a two-page document.  A 20-year veteran of the workforce can justify a three-page resume, but it is unwise ever to exceed this length.  While the hiring manager may ask for more details, first screeners typically do not have the time or expertise to sift through more than that.

Perhaps the two most vital elements to any resume are content and structure.  Potential employers prefer to see the person’s accomplishments listed directly below the job position.  This is especially true of the person who sees your resume for the first time, and is trying to quickly scan your document for data that sets you apart.

The type of information a contracting professional will include in their resume will depend on the level experience they hold and the type of job they are pursuing.  Bob New, director of programs and contracts for Crane Hydro-Aire, is most interested in finding out what “major contractual, proposal, negotiations, customer satisfaction issues, problems [and] concerns” the contracting professional has taken on and successfully resolved.

The Optimum Resume Layout

Years of conversations with human resource and hiring managers have taught us that candidates who use the following resume format significantly increase their changes of getting an interview.

1. Contact Information.  Include a personal (not work) e-mail address.

2. Objective/Profile.  No more than three sentences should suffice.
3. Professional Experience.

a. List your most recent employer, the company location, and years of employment on the first line.

b. Below this, include a one-to two-sentence employer description (e.g., the firm’s purpose, number of employees, annual revenue, customer base).

c. Beneath the employer description, list your most recent job title and dates of hire.

d. Next, write a position overview that includes your responsibilities, reporting structure, and any subordinates.

e. Below the overview, list accomplishments.  Be as specific as possible (e.g., percentages and dollar figures).  For example, “Landed 5M Avionics contract with ABC Company on XYZ Program.”  Bullet each accomplishment on a separate line to help achievements stand out.

4. Education.  Include the school/institution name, degree, and year of matriculation. (Without a year, the screener may assume you did not receive a degree of certification.)

5. Associations.  Include any professional association memberships, the year you became a member, and any offices held.  More than ever, companies are looking at professional association memberships as an indication of the candidate’s commitment to his field.  

Getting the Interview

Interviews typically follow a certain format.  This pattern is usually consists of (1) the interviewer talking about the company, (2) the interviewer asking the candidate some questions, (3) the candidate responding to the interviewer’s questions and asking some of his own, and (4) the closure of the interview.

(1) Research the company (and parent company well).  Most public companies make their annual report available online.  If you know how to analyze financial statements, you can determine the firm’s financial health.  If not, at least review annual revenues and net profit for a few years back to see if the company is growing.  Find out where the company is heading—does the report focus on strong growth or unexpected losses?  If the company is privately held, review the firm’s Web site and press releases to find out what the company is doing.  Look for information on company growth, and determine if this growth and determine if this growth is coming from existing product lines, new product lines, or acquisitions.   

(2) Know the products or services the company sells.  Research is customer base.  Call the firm’s sales department and ask an employee to send you some brochures.  

(3) Know the job description backward and forward.  Think about how your experience fits in, and anticipate any weaknesses that might come up.   Write down as many examples of experiences you have had that illustrate your value as it relates to the job requirements.

(4) Prepare yourself to answer questions effectively.  Make sure you address the specific questions the interviewer is asking.  If you are unsure how to answer a question, repeat the question in your own words to ensure an accurate answer.  You should avoid responding with “yes” or “no” answers, but do not respond with an essay either.  Reference your answers with experience examples when possible.

(5) Prepare yourself to ask questions effectively.  Most interviewers do not mind candidates bringing out a pad with some prepared questions to take notes, but ask the interviewer for permission first.  Moderate the number of questions you ask; there is typically more time for questions during face-to-face interviews.  Too many questions may push the interviewer to the end of her budgeted time and if the person has other appointments, the interview may get cut short before you have opportunity to close the meeting effectively.

(6) Close the interview effectively.  If you do not close the interview, the interviewer will do it for you.  It is important that you close the interview to know where you stand in the process.  As the interview winds down, wrap it up with a few questions tailored to your own style.  First:  “How do you feel about my ability to fill this position?” Second:  “Do you have any concerns about my present skills or education with me filling this role?”  If the interviewer mentions concerns, you must address them right away, or you will jeopardize your changes of moving to the next stage.  Third:  “What’s the next step?” or “What is the time frame for filling this position?”  This further emphasizes your interest in the job.  Finally, close with a reassuring statement such as “Based on what I’ve learned in the interview process and in my research of the company and position, I’m very comfortable with moving the process forward, and am available any day next week for the next interview.”

Trust in the Workplace
by John H. Estes IV and 
     Ralph M. Criss

The Professional Relationship

There are four stages of relationships in professional development:  professional relationship, professional respect, professional trust, and professional friendship.  The professional relationship is defined as the lowest level of encounter among professionals, and is somewhat analogous to a “first impression.”  At it’s best, two people will come together for the first time and share common experiences, training, education, understanding, and so forth.  They may have never worked together before, but, based on a common core of standards, each can make assumptions about the other.

Professional Respect

Professional respect develops when professionals expand their relationship based on their common core standards and positive experiences together during the professional relationship stage.  During the first stage, mutual expectations were formed and, more importantly, were not violated.  However, these expectations are formed within just a few encounters.

Professional Trust

If the professional encounter continues, expectations are expanded and understanding among the parties is deepened.  Professionals at this level have many mutual experiences upon which to draw.  The relationship is characterized by independent relationships.  Each professional understands and knows what the other will do, and relies on that interdependency.  Each professional knows what is expected of him or her; thus, it is not necessary to check on the other’s work (which fosters independence).  Past experience has demonstrated that each person is competent and experienced.

Professional Friendship

Professional friendship is the highest stage of development.  To an outside observer, one might confuse professional friendship with a social friendship.  However, the professional relationship is based on work-related experiences, and survives because the people continue to work together.

Check out the February 2003 issue of Contract Management for more detailed reading.

Common Law Torts – The Latest in Employment Lawsuits


by Donald L. Caruth and Gail D. Handlogten-Caruth 

Excerpst from the February Issue of CM Magazine

Today’s aggrieved employees are increasingly turning to common law torts to redress their complaints against employers.  Currently, common law employment tort suits are commonplace rather than a rarity.

A tort is a non-contractual private or civil wrong that results when a party breaches its legal duty that exists by virtue of society’s expectations regarding interpersonal conduct.  The essential elements of a tort are:

(1) It involves a legal duty owed by a defendant to a plaintiff;

(2) The defendant fails to fulfill that duty; and

(3) A casual relation exists between the defendant’s conduct and the resulting damage to the plaintiff.

As applied to employment situations, a tort is a private or civil wrong inflicted by an employer on an employee as a result of a breach of community-imposed obligations owed by the employer to the employee.

Employment torts are of particular concern for two reasons:  (1) organization size does not matter—small firms are just as likely to be charged as large firms, and (2) individual managers, as well as the company itself, may be held liable for compensatory, consequential, and punitive damages.

Types of Employment Torts

1. Assault

2. Battery

3. False Imprisonment

4. Invasion of Privacy

5. Defamation

6. Negligence

7. Intentional Infliction of Emotional Distress

Common law employment torts are real, can happen at any time.  In today’s legalistic, litigious society, they can be a threat to companies caught off guard.  Employers must be prepared to meet the challenge they pose.

For the complete article, see the February 2003 issue of Contract Management



Audio Seminar Series

Interactive audio conference that you can participate in from your office

Topic: Contract Management: 
The Next Generation - A Newcomer's Panel 
Program Code: NCM7603-0
Date: Thursday, March 20, 2003
Time: 12:00-1:30 pm Eastern, 11:00 am-12:30 pm Central, 10:00-11:30 am Mountain, 9:00-10:30 am Pacific 

The federal workforce is aging rapidly. 50% of the federal acquisition workforce is eligible for retirement by 2005, and there may not be enough candidates to replace those about to leave. It appears that the Federal Government does not have an established succession plan in place. 

Senior training experts will examine one viable solution to this problem, the recruitment of a new workforce. Recent acquisition career field entrants will discuss how and why they entered the profession, and how they are being trained.

Participants will learn about:

· The scope of this problem and what is being done about it, 

· What makes a training and educational program successful, 

· How you attract tomorrow's acquisition workforce in a tight labor market, 

· What tomorrow's acquisition professionals believe they need from today's experienced practitioners to be successful,
· Tips on building a strong succession plan for your own organization. 

This fast paced seminar will address the above issues and more while giving you plenty of opportunity to ask our experts for advice about your unique concerns.

Presenters include:

· Corinne Sabet, Department of Interior University, Washington, DC, 

· Dr. Elisabeth Wright, Mary Washington University, Fredericksburg, VA, 

· Recent college graduate person, 
· Mid-career change person 

The audio is delivered over the phone for reliable and clear sound quality. You can attend and participate right from your office or wherever you happened to be. The savings are significant - no travel time or hassle and no travel expense. Use a speakerphone and invite staff members to listen and participate too - all for one registration fee! 
For more information visit:
http://members.ncmahq.org/learningcenter/seminars/audio.asp
[image: image1.png]



The NCMA Contract Management Learning Center is a members-only virtual community for learning, dedicated to the professional development of private and public contract management professionals.

http://cmlc.ncmahq.org/kc/login/login.asp?kc_ident=kc0001
On-Line Training

- Degree Programs - A Bachelor of Professional Studies (BPS) can be earned through the EXCEL program.

- Integrating Commercial Practices with Government Business Practices
- Performance-Based Service Acquisition

To register vist:


" 

http://members.ncmahq.org/learningcenter/





The New NCMA Certification Program

There will be three modules, or multiple-choice examinations; a General Knowledge exam, a Federal Knowledge exam and a Commercial Knowledge exam. In order to earn the Certified Federal Contracts Manager (CFCM), a candidate will need to take the general knowledge module and the federal knowledge module.
In order to earn the Certified Commercial Contracts Manager (CCCM), a candidate will need to take the general knowledge module and the commercial knowledge module. 

Requirements for earning the Certified Professional Contracts Manager (CPCM) have not been announced by the Contract Management Certification and Accreditation Board, however the CPCM will include all the exam modules from the CFCM and CCCM. 

Visit http://www.ncmahq.org/prodev/certification/certification.html for more information.
	

International Contract Management:
Better Business by Crossing Borders

April 7-8 2003 The Fairmont Dallas Dallas, TX
With more sophisticated and readily available technology, business is no longer bound by geography. Success in business is being conducted across borders. Hear from industry and government leaders, who will provide some insight into business models that are being used in the international arena. Discussions will include 

· political/economic influences and strategic alliances, 

· corporate governance, 

· import and export licensing, 

· intellectual property, 

· risk management, 

· financial incentives for international businesses, and MORE. 

Attend and earn up to .95 CEU, 9.5 CLP 

For more information:  http://www.ncmahq.org/calendar/CCC03/
index.html
Event Date: 06/11/2003
2003 Federal Acquisition Conference and Exhibitor Fair
Sponsored by U.S. General Services Administration, the Procurement Executives, and the U.S. Department of Defense
Location:
June 11-12 VA and June 17-18 AL
Tysons Corner, VA and Hunstville, AL
	

	




NES SEMINAR
	We are looking to have the NES Seminar in early May and will let you know as soon as the arrangement have been finalized.

Keep up-to date on the latest events by visiting:


http://www.grc.nasa.gov/WWW/Procure/ncma/events.htm




National Contract Management Association is committed to higher education and professional development.  In addition to seminars, workshops and conferences we encourage individuals to invest in educational opportunities at the college/university level.  

In today’s unstable market it is crucial for one to acquire the knowledge and skills to compete for jobs. The Northeast Ohio Chapter is very sensitive to this need. Therefore, we offer an annual scholarship to outstanding students in support of their pursuit to obtain a bachelor degree.  The scholarship is awarded based on a written essay. The essay must not be more than 750 words answering the following question: “With the increased scrutiny on public contracts due to recent disclosures of wrongdoing by officers and directors of companies
 (Enron, WorldCom, Tyco), should the Government contractors Compliance programs be subject to audit and regulatory minimum standards?”   

The criteria for selection will be on content, punctuation, and syntax.  There will be two scholarships awarded in the amount of $500.00.  The deadline for submission is Friday, May 2, 2003.  Please include a cover letter with the essay stating your plans for college for the 2003-2004 school year.  Also, include your telephone number and address.  Send the information to Albert Matthews, 504 Richmond Road, Richmond, OH 44143  

The scholarships will be presented at the NE Ohio Chapter’s   final member meeting held in May.  Winners will be contacted via telephone to confirm.  A letter will be mailed informing the winners of the date and location of the member meeting.

	
	


LUNCHEON MEETING

"Wills and Trusts”

Thursday, March 20, 2003

Time: 12:00 - 2:00 p.m.

Speaker:  Mr. Scott Zele of Zele and Zele Attorneys at Law
	     NASA Glenn Research Center
      21000 Brookpark Rd.

     Bldg. 15, Small Dining Room 
     Cleveland, OH  44135

     Registrar:  Albert B. Matthews, Jr.
     (216) 433-2260 (office)
     (216) 789-1708 (cell)

	Price: $7.00
Menu:  Vegetable Chow Mein
              Salisbury steak
              Pizza

     DUE BY COB: 3/18/03 
     Limited Seating Available
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