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LELYE THIS SPACE BLANK PERSONNEL OFFICE
LNAME  Pohert .. Buattner JOB DESCRIPTION CARD
2PAYROLLTITLE corjor Administrstor ;
3. DEPARTMENT OR OFFICE - . Sand 4. CAMPUS n
Ltomdc Energy Froject UCLL

5. DEPARTMENTAL OR WORKING TITLE Senicr Admi m‘ strator ;
A HOURS OF WORK EACH DAY 12 " 7.TOTAL HOURS PER WEEK 72

' OF WORK EACH D ] _ . _ .
S RATE OF PAY € gam  per (month. gaa oo none VALUE OTHER TH AN CASH RECEIVED

9. SUPERVISION RECEIVED

Names of supervisors Pav il titles of supervisors )
or. Stafford L, Tierren Lirector )
16 STATEMENT OF DUTIES Twoa Tl
This is the most important item on the form. List your regular and most important tasks ﬁr<t. Ifmore spaceis needed use reverse side
PER CENT R cl
OF TIME TASKS -
[43] Formletes ell adminisire:ive procedures end supervises the'o;era't{on of 8ll admini-
stretive departments to assure conformence with established policies.
20 Assists with the formuletion and supervision of the spec:.“xc researcn end treining
programs pertinert to the Prcject. = SR
10 locetes, requisitions and expedites procurement of all govarmn*t aciem tific euwp-
iner.t required for the operetion of specific researc"c p'rorrl : _:
10 Surveys the reseerch projects end treining centers ;n %nis Qnuntrv and interviews
scientific end technical personnsl wno cen be used *ts tdwmtlgo en this project.
10 tssists the Director of the project (who slso runctionscin bapac %y of Mkedicel
hdvisor to the U, S. Atomic Energy Commission) with speciel problems, e.g. Netion-
wide health-physics progrars, medico~legel cases, Jepenese progrem, Bilkini program
end Almogordo prograr, eic.
5 Supervises the security progrem of this project in accordence with the dictates
of the U, S. Atomic Erergy Cormiseion.

11. SUPERVISION OVER OTHERS
Names of those supervised

Pay roll titles of
those supervised

Al1 sdministrative depertrents

12. HOW LONG HAVE YOUR DUTIES AND THE DISTRIBUTION OF TIME BEEN SUBSTANTIALLY AS ABOVE?

3 months

13. CERTIFICATE OF EMPLOYEE

1 hereby certify that the foregoing information supplied by me is correct and complete as to fact, that it is expressed in my own words, and

that it describes my job as I understand it.

Date Xey 7, 1947 [S1eNED]

(ovEn)

Robert J. Buettner
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14. CERTIFICATE OF IMMEDIATE SUPERVISOR .
I Hixesy Centiry, That I have carefully considered the answers of this employee to the foregoing questions and that to the best of my knowl-
edge they are currect and complete as to the facts within my knowledge, with the {ollowing exceptions:

[SIGNEP]  gpepscrs L. Terren, X.D. Title Cirector

Pate 19y 7, 1947
15. CERTIFICATE OF DEPARTMENT HEAD OR DESIGNATED REPRESENTATIVE
! Heresy CERTIFY, That the answers given by this emplovee and his immediate supervisor to the foregoing questions on this form are correct

ar:d complete as to the facts within my knowledge, with the following exceptions:

i Title Director

Date key 7, 1947 [SicNep]  Stefford L, ferren, .U, oz
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