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Introductions
The meeting started off with introductions.

Business, Media, & Information Technology Update—Mary
Speiser

Mary provided an update regarding the ongoing apprenticeship
program. Numerous IT students participated in IT
apprenticeships during spring semester. Students were employed
by the State of Michigan as well as AJ Boggs & Co. Students
can post their résumés online for prospective employers to view.
Lois Mclintosh has been hired to work with the apprenticeship
program.

Program Update — Tamora Jones

Tammy explained that we currently have six certificates of
completion, five certificates of achievement and two associate
degrees. The certificates are designed so students can begin with
the certificate of completion and have all the classes count
towards the next higher certificate of achievement. Currently we
have several certificates that are very similar. We also want to
make sure students are employable after earning the various




certificates.

Questions were asked regarding what jobs or job levels are
attainable with the different levels of certification. Typing skill
levels were also discussed.

Cathie Hudson and Tammy Jones stated that ADMN 119 focuses
on typing skills with three-minute timings being given each
week. The suggestions were to have a words per minute
requirement with a certificate of achievement. We will look into
various ways of certifying a student’s typing speed. We will
consider including additional timed writings as part of the
capstone class.

The advisory committee felt strongly that students needed
advanced Word and Excel skills in order to be employable in an
administrative office position. The Word and Excel classes were
previously on the curriculum but removed in favor of the
Microsoft Office overview class. In light of the committee’s
strong feelings about Word and Excel, these two classes are
being put back on the certificates and Microsoft Office removed.
The advisory committee’s response to adding Access was that it
isn’t nearly as important as the other two software packages.
Access will not be added to the certificates.

Options will be needed to allow students to test out of Word or
Excel. Currently students can enroll for either class and attempt
to test out by taking the midterm and final exams. If they pass
the exams, the class is waived. If they don’t pass, they have to
take the class. We would like to find a certified exam that
students could take to test out of software classes.

Several suggestions were given for topics in which students need
to improve. Mentioning soft-skills caused a great reaction in
almost everyone. Soft-skills seem to be what is lacking in the
employee.

The capstone class needs to be redesigned. Currently the class
includes practice for the International Association of
Administrative Professionals (IAAP) certification exam,
portfolios and service learning requirements. We had to change
instructors in the middle of spring semester, and the course was
being restructured. Time was being spent on a certification exam
that required three years of documented related work experience.
The portfolio is viewed as a valuable part of the course.
Examples of student work from previous classes are included in
the portfolio. Ideas about what to eliminate and what to add to
the capstone class were discussed. The certification piece was
strongly thought to be something to eliminate. The exam covers
economics, management, technical office and networking.
Tammy, a former high school teacher recalled her advisory
committee creating an exam and then testing the students.




Topic:
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Returning to WorkKeys may be a possibility of something to
include.

New topics to include in the capstone class were suggested.
Some of the suggestions include:

Employability skills, listening skills, resolving conflict, dress for
success, life goals, interviewing, and writing a mission
statement.

The medical office and medical transcription certificates differ
by a class or two. It was proposed to merge the two. Questions
were asked about the certificates. Is transcription required at
each level? Why is medical insurance not part of the curriculum?
Medical billing and coding is offered thru Health Careers. What
is the difference between medical vocabulary and medical
terminology? Medical vocabulary is a three credit office
administration course. It is the prerequisite for the other medical
office classes. Medical terminology is a four credit course
offered by Health Careers. It is a mandatory class for anyone
taking health related classes.

IAAP Update—Cathie Hudson
Cathie announced that Brenda Brown will be the guest speaker at
the October meeting of the club. Brenda is in charge of the time

series classes and discussed relevant topics. She previewed
upcoming dates and the presenters.

Office Team—Rhonda Dukes

Rhonda distributed 2009 salary information. Unfortunately, we
were out of time for a more extensive presentation.

Next Meeting Date:

April 17, 2009




