OFFICE OF THE CHIEF OF STAFF (CAT)

The Office of the Chief of Staff (OCS) provides leadership, coordination and management of
agency-wide policies and issues, directs operations for the Office of the Director, coordinates
senior leadership and provides direct support to the Director to serve CDC and its people and
ensure decisions are made in the agency’s best interest. In carrying out its mission, OCS:

(1) Coordinates policy and program issues across the Office of the Director (OD), coordinating
centers and coordinating offices, centers, and staff offices in collaboration with the Office of
Enterprise Communication (OEC); (2) provides integrated policy analysis and strategic
consultation to the Director and senior leadership on major issues affecting CDC; (3) identifies,
triages, supervises and tracks OD action items from start to finish in conjunction with senior
leadership across CDC, specifically OEC; (4) serves as one of the Director’s primary strategic
liaisons with staff, partners and the community at large; (5) manages budget and resources and
provides operational oversight for selected staff offices within the OD; (6) directs Office of the
Director operations and administration; (7) serves as a primary point of contact to select OD-
level partners in conjunction with other pre-established points of contact across CDC; (8) serves
as a primary point of contact with the CDC Foundation, specifically for coordination and
decision support with other pre-established points of contact such across CDC; (9) oversees all
activities related to the Advisory Committee to the Director (ACD) and its subcommittees and
workgroups; (10) coordinates and manages select activities between CDC and the Department of
Health and Human Services; (11) manages senior staff within the OD such as staff on long-term
training, details, Intergovernmental Personnel Actions (IPAS), etc.; (12) manages the Executive
Leadership Board (ELB) and CIO Leadership Council (CLC), inclusive of preparing for and
conducting ELB and CLC meetings and identifying, triaging, supervising and tracking action
items stemming from ELB and CLC meetings; (13) provides senior management information, as
necessary, to make timely strategic and operational decisions; (14) manages OD-level special
events and VIP visits; and (15) coordinates and manages implementation of the Freedom of
Information Act for CDC, including receiving and tracking requests and composing responses.
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