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ADMINISTRATIVE SERVICES

Area Council

            August 24, 2005

PRESENT:

__x_Arlene Bautista
   __x_Mike Dalton               ____ Sheryl Kimball    __x_Valerie Wagner

____Neal Bennett
   __x_Momi Elliott               __x_ Donna Manno     ____Lisa Webb

____Bill Benson
   __x_Grace Felarca             __x_ Jeff Marsee
__x_Dean Whetham

__x_Rocky Bonura
   _x__Beverly Gilmore         __x_ Carlos Mena
__x_Urania Yuan

__x_Dan Cahill
   __x_Nancy Hammond        __x_ Linda Mobley 
  

__x_June Curtis
   ____Miriam Ifill                 ____ LaTonya Motley 








Also Attending:   Joyce Hopkins            


Introductions:  The group introduced themselves to Jeff Marsee, the new Vice President of Administrative Services. 

Minutes:  The minutes of May 24 were approved.
Division Reports       
· Arlene Bautista:  Copies of the newly revised Timekeeper hourly timesheet were shared with the group.  Effective July 12, everything will now be done electronically, with access through Portal and then to Timekeeper.  Kudos to Pam Fees for keeping the committee on target and seeing the project through. 
· Joyce Hopkins:  Inaccurate account numbers for personnel Board items and cleaning up payroll are problems that need to be resolved.  Joyce will chair a committee to work on them and will attend the administrative assistant meeting to bring them some of the issues.   She will report back to the committee on these issues.  

· Momi Elliott:  They are closing the books and budgets. 
· Urania Yuan:  They are processing the new hires.  She also handles educational reimbursement and professional growth for employees and noted that they can take classes outside ECC.  There is also an incentive of $150 if an employee goes for a year without taking a sick day.  
· Donna Manno:  The theme for tomorrow’s Flex Day is “Retention is Everybody’s Business.”  Everyone is encouraged to attend the events.  Donna was congratulated on the success of the orientations for full-time and part-time faculty.  
· June Curtis:  Facilities has a new administrative assistant, Teresa Coulter, and a new Assistant Director, Bruce Hoerning.  
· Linda Mobley:  The approval module for purchaser requisitions will always have snags due to the many changes, so always check requisitions to make sure they go all the way through.  If there is a problem, let her know so she can address it.  
· Rocky Bonura:  Purchasing is working on putting a training program together on their processes and procedures.  They did a pilot program yesterday.  His staff did an excellent job, and the attendees loved it.  They will also be developing handbooks, guidelines, etc.  

· Nancy Hammond:  School starts Saturday, and they are gearing up for rush. 
· Dan Cahill: They will have to do some watering by hand after the water is shut off in the Humanities area.    They got compliments on the looks of the campus from people at graduation.
· Dean Whetham:  The hazmat program in the Humanities buildings must be complete before they demolish them.  

· Carlos Mena:  The major overhaul of the swimming pool roof is complete.  Also, they had a retirement from the electric shop. 
TO DO LIST:

1. Joyce will report back to the committee on her personnel and payroll issues.  
2. Donna will chair a committee to do an assessment of what the needs are.  Arlene and June will also be on the committee and the group will report back monthly.     

Meeting adjourned at 9:40 a.m.
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