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President Jimmy Carter 
White House Office of Administration and Related Offices 

1980 
 

Office of Administration 
 

Secretary
Sara C. Emery

Executive Assistant
Veronica T. Pickman

Administrative Assistant
Melinda Ann Janous

(White House Operations Office)*
Deputy Special Assistant,
White House Operations

Daniel Malachuk, Jr.  See Page 2

(White House Military Office)*
Deputy Special Assistant,

Military Office
Marvin L. Beaman, Jr.

Director, Management
Information Services

Ralph R. Peck

Special Assistant to the President
for Administration
Hugh A. Carter, Jr.

 
 

White House Military Office 

Secretary
Joni Stevens

Assistants
SM.Sgt. Bobby Chunn, William F. Cuff,

Marti McAlister

Army Aide
Lt.Col. Jose Muratti, Jr.

Air Force Aide
Maj. Robert Peterson

Assistant
Clifford J. Sharrock

CBR Advisor
MSG Jackie Mills, Jr.

Deputy
Lt.Col. Frank E. Milner

Director
Marvin L. Beaman, Jr.

 

Special Assistant to the 
President for Information 

Management 
 

Staff Assistant
Carolyn Grigg

Special Assistant to the President
for Information Management

Richard Harden

 

White House Physician to 
the President 

 

Secretary
Gloria D. Mabe

Medical Unit
LCDR Dorothea Hamilton,

 Capt. George McCullough, Shirley J. Kelly,
Capt. Vicky Sheldon, & MSgt. Moses Mitchell

Physicians
RADM Willam Lukash
LCDR Mary J. Crowell
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President Jimmy Carter 
White House Operations Office 

1980 
 

Administrative Assistant
Fran Edwards

(Administrative Office)*
Administrative Officer

Phillip Larsen
See Page 3

(Travel and Telegraph)*
Director, Travel and Telegraph

Robert L. Manning
See Page 3

Director - Management
 Information Services

Ralph R. Peck

Secretary
Kathy Lynn Burruss

Personnel Specialists
James R. Rogers, Charlene C. Cozart,

Barbara L. Walter

Personnel Assistants
Barbara A. Stutts
Susan L. Collins

Director of Personnel
Larry E. Byrne

Personnel Office

Assistant to Chief of Records
Daniel J. Marks

Assistant Chief of Records
Ronald M. Geisler

Records Assistant
Douglas W. Chirdon

Records Clerk
G. Timothy Saunders

Chief of White House Records
Thomas Mill Jones

White House Records Office Administrative Law Officer
Mary C. Lawton

(Records Management & Central Files)*
Director,

Frank Matthews
See Page 3

(Presidential Correspondence)*
Director, Presidential Correspondence

Dan Chew
See Page 4

(Visitors Office)*
Director of Visitors Office

Nancy A. Willing
See Page 3

Deputy Special Assistant for Administration
White House Operations

Daniel Malachuk, Jr.
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President Jimmy Carter 
White House Operations Office 

1980 
 

Administrative Office 
 

Administrative Assistant
Jean Lamb

Administrative Aide
Caroline Baldwin

Fiscal Accountant
(Purchasing)

Charles M. Morris, Jr.

Accounting Assistant
(Travel)

Helen M. Hughes

Chief of Budget and
Analysis

Bruce N. Struck

Chief of Accounts
and Travel

Arthur J. Pettipas

Budgets and Accounting

Interior Design
Signe Girgus

Facilities Manager
Richard Joseph

Facilities

Chief Telephone Operator
Ruth D. Henry

Operations Manager,
Telephone Servies

Alex G. Nagy

Telephone Services

Administrative Officer
Phillip Larsen

 

Travel and Telegraph 
 

Assistants to the Director
Gary D. Wright,

John P. Dreylinger,
John P. McSweeney

Telegraph
Vacant

Assistant Director
Billy R. Dale

Travel and Telegraph
Director, Travel and Telegraph

Robert L. Manning

 

Records Management and 
Central Files 

 

Assistant to the Director
Terry W. Good

Assistant Director
Clarence (Biff) Henley

Supervisor, File and Search Unit
William Tresek

Supervisor, Classification Unit
Charles E. Love, Jr.

Supervisor, First Family Files
Albert L. Johnson

Supervisor, Central Reference
Doris E. Austin

Supervisor, Stripping Desk
Everett D. Houser

Supervisor, Data Processing
Roberta O'Lare

Supervisor, Referral Section
Phyllis J. Matthews

Director
Frank Matthews

 
 

Visitors Office 
 

East Wing Receptionist
Janet Kaufman

Group Tours
Nancy Turner

Visitors Tours
Suzanne S. Kerr
Marja Morris

Director of Visitors Office
Nancy A. Willing
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President Jimmy Carter 
White House Operations Office 

1980 
 

Presidential Correspondence 
 

Assistant to the Director,
Issues

Joyce Mitchell Cook

Assistant to Director,
Data Processing

Stephen Slade

Assistant to Director,
White House Staff Liaison

Maureen Hudson

Secretary
Ann Kelley

Director of Agency Liaison
Mary Martha Seal

Assistant
Nick Merlino

Administrtive
Assistant

Maureen Hudson

Supervisor,
Manual Typing

Catherine Shackleford

Supervisor,
Automated Typing

Pat Reno

Night Supervisor
Manual Salazar

Director of Reply Processing
Robert B. Anderson

Reply Processing

Supervisor, Special Reply
Susan M. Haufe

Special Reply

Assistant to Director of
Correspondence Analysis

Mary Lou Maddox

Director of Correspondence Analysis
Lillie Bell

Mail Analysis

Correspondence
Assistant

Peggy McGuire

Director of First Lady's
Correspondence
Rhonda D. Bush

First Lady's Correspondence

Assistant
Yvonne Staehle

Supervisor of Comment Office
Steven Shoob

Comments Office

Assistant for Records
and Documentation

Aldaphine E. Arrington

Senior Gift Analyst
Charles M. Free, Jr.

Gift Unit
Supervisor of Gift Unit

Janice H. Vranich

Gift Unit

Director, Presidential Correspondence
Dan Chew

 
 
 
 
 


