Students First! 

Student Success Outcomes – Area Meetings

October 2, 2007
This outline is to help facilitate progress in your Students First! Area Meeting during the IECC Faculty/Staff Professional Development Day at FCC on 10/2/07.    Please submit your completed outline to Amie Mayhall at the end of your meeting today.  Thank you.
1. Area: ____Administrative Assistants

2.  Members and their college affiliation include:  Denise Hilliard – FCC; Donna Boyd – LTC; Tammy Harmon – OCC; Cindy Kruse – WVC; Cathy Seaton – WVC; Chris Raley – DO; Barb Thomas – DO; Co-Facilitators – Eva Hubble and Renee Smith  
3.  Using input from all members, list the student success outcomes for your area (3-5 outcomes suggested).
(1)___Administrative Assistants will  strive to continually update technology-related skills.  Outcome:  Administrative Assistants will be ab le to offer better service to students and student support staff with utilizing current trends in technology as available.    
(2)___Administrative Assistants will process paperwork within 24 hours from receipt.  Outcome:  Students and support staff can expect t efficient processing of paperwork.   (3)____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(4)____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

(5)____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. How will your area assess these outcomes? For example, if you are using a survey—what questions will you ask, when will you survey, who will you survey, what do you think you will be able to do with the results? (Most areas choose one or two outcomes to focus on each year.)

Administrative Assistants will record and detail training as completed during the year.  As training is completed, it will be reported by Assistants  to Eva Hubble and Renee Smith who will be responsible for keep a running record of training as it occurs.  
5.  How many times does your area feel that they need to meet during a semester/year?  One time per year initially and more if found to be needed.  
6.  Does your area need to meet in person, by email, or use a conference call?  The group members will meet by e-mail or conference call.  

7.    Determine who will be in charge of certain tasks for your area concerning your assessment.
_Eva Hubble________________
___Receive and record training sessions as reported by group members.  
_Renee Smith_______________
___Receive and record training sessions as reported by group members.
___________________________
___________________________________________________________

___________________________
___________________________________________________________

8.  Open for Discussion ______________________________________________________________________
_________________________________________________________________________________________

9.  Questions_______________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________
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