
To: 

From: 

All BEBASHI 

Rashidah L. \ 

Date: February 7, 1991 

Subject: Staff Changes 

I am pleased to announce the following staff changes under the new reorganization, 
and some of their responsibilities: 

Curtis Wndlingt01 - Assistmrt to Clrief Executive Officer 

In addition to the duties delegated by the Chief Executive Officer (CEO), 
Curtis will research new audiences, and develop local, rJO>gional and national 
AIDS Agency resources. 

Carolyll A. - Clrief Operatio11s Officer 

Carolyn will be responsible for all strategies, coordinating programs, 
documenting activities with subcontractors, facilities and equipment, 
revenue accounting, personpower scheduling, organizational development, 
management recruitment and administrative services. 

Nimr R. Ilassmr - Director of Clietrt Services (Testi11g mrd Cormseli11g) 

Nimr will be responsible for the administrative management of client 
services, including HIV counseling and testing, early intervention, outreach 
and case identification, prevention and community education, case 
management, counseling, testing, referrals, recruitment and staffing. 

Juditlr Peters -Director of Educntio1rnl Outrenclr Programs 

Judith will be responsible for program referrals, staff recruitment, strategies, 
evaluation and community education. 

Maria Drmmyer -Secretary to Clie11t Services 

Rnlplr Spruill -Office Mmrnger 

Ralph will provide clerical support to the Chief Operations Officer (COO), 
supervise and assign clerical tasks, schedule the secretarial pool, procure 
office supplies, and reroute interoffice communications. 



•O
ut

re
ac

h 
an

d 
C

as
e 

ld
en

ti!
lc

at
io

n 
•P

re
ve

nt
io

n 
an

d 
C

om
m

un
it

y 
Ed

uc
at

io
n 

•C
ue

 M
an

ag
em

en
t 

•C
ou

ns
el

in
g 

• R
ec

ru
itm

en
t 

•S
ta

lli
ng

 

1 
..,..

 
/! 

r
-
.y

-
v
 

i.
-
.
 ;

. 
...

:..
. 

""
': 

. -
t
. 

r.J
J 

.o
..-

J 
..

..
..

..
..

 .a
.L.

.J/
.1.

 ..1
;...

14
 

9/
91

 

I A
dm

in
is

tr
at

iv
e 

-· 
A

ss
is

ta
nt

 
L-

_.
;..

..:
...

-.,
-..

...
;..

.:.
...

;;;
_ _

 
_.

..
J 

• P
ro

gr
am

 R
ef

er
ra

ls
 

•S
ta

ff
 R

ec
ru

itm
en

t 
•S

tn
te

gi
es

 
•E

va
lu

at
io

n 
•C

om
m

un
it

y 
Ed

uc
at

io
n 

• 
M

ar
U

ii
ng

 
• 

L
eg

al
/G

ov
t A

ff
ai

rs
 

• 
B

oa
rd

 D
ev

el
op

m
en

t 
• 

A
ff

ir
m

at
iv

e 
A

ct
io

n 
• 

A
dm

in
is

tr
at

io
n 

• 
O

rg
an

iz
at

io
na

l D
ev

ei
op

m
on

t 

•S
tr

at
eg

ie
s 

•C
oo

rd
in

at
e a

ll 
pr

og
ra

m
s 

• D
oc

um
en

t A
ct

iv
iti

es
 w

it
h 

Su
bc

on
tr

ac
to

rs
 

• F
ac

ili
tie

s a
nd

 E
qu

ip
m

en
t 

•R
ev

en
ue

 A
cc

ou
nt

in
g 

• P
er

so
n p

ow
er

 S
ch

ed
ul

in
g 

•O
rg

an
i.:

z.
at

io
na

l D
ev

el
op

m
en

t 
• M

an
ag

em
en

t R
ec

na
itm

en
t 

• A
dm

in
is

tr
at

iv
e 

Se
rv

ic
es

 

O
ir

ct
or

 
of

 V
ol

un
te

er
 S

er
vi

ce
s·

 

•S
pe

ci
al

 E
ve

nt
s 

I 
H

ea
lt

h 
Fa

ir
s 

•M
on

it
or

in
g/

O
rd

er
in

g 
M

at
er

ia
ls

 
•V

ol
un

te
er

 T
ra

in
in

g 
• B

EB
A

SH
I P

ro
gr

am
s P

ro
m

ot
io

n 

Ex
ec

ut
iv

e··A
ss

is
ta

nt
 to

 
(C

EO
) 

•R
es

ea
rc

h 
N

ew
 A

ud
ie

nc
es

 
• P

ro
du

ct
io

ns
/ S

er
vi

ce
s 

fo
r I

nc
om

e 
Pr

od
uc

tio
n 

•D
ev

el
op

 lo
ca

l, 
re

gi
on

al
 a

nd
 n

at
io

na
l A

ID
S 

A
ge

nc
y 

re
so

ur
ce

s 
• T

ra
in

 c
hi

ld
re

n,
 y

ou
th

 a
nd

 a
du

lt
s 

•A
rr

an
ge

 fo
r t

he
 d

is
se

m
in

at
io

n 
of

 tr
ai

ni
ng

 m
od

ul
es

 
• 

G
ov

t D
ev

el
op

m
en

t 
• 

Sp
ec

ia
l P

ro
je

ct
s 

• 
St

ra
te

gi
es

 

•M
an

ag
em

en
t T

ec
hn

iq
ue

s 
•A

cc
ou

nt
in

g 
an

d 
C

on
tr

ol
 T

ec
hn

iq
ue

s 
• W

rit
te

n 
/O

ra
l C

om
m

un
ic

at
io

ns
 

•S
em

in
ar

s 
•T

ra
in

in
g 

• S
tr

at
eg

ie
s 

Fi
el

d 
A

no
c:

ia
te

 
Ed

uc
U

o.
rf

Tn
in

er
 

Fie
ld 

A
si

od
at

e·
 

Ed
U

.c
at

ol
fT

ra
ln

er
 

· F
iel

d A
sl

i>
ci

at
ti 

l'te
ld 

· 

• B
.an

k 
R

el
at

io
ns

 
•P

ay
ro

ll 
• D

at
a/

W
or

d 
P

ro
as

si
ng

 S
ys

te
m

s 
•F

is
ca

l P
la

nn
in

g/
 F

or
ec

as
tin

g 
•l

nv
oi

dn
g 

D
is

bu
rs

em
en

ts
 

•B
EB

A
SH

I O
pe

ra
ti

ng
 B

ud
ge

t 
• A

ud
it 

R
es

ol
ut

io
n 

•F
in

an
ce

/ A
ud

it
 

•C
om

m
it

te
e/

SO
 D

ev
el

op
m

en
t 


