Initial List of Office Support Work

Lynarra Featherly

M.Ed. – Work with Lynne Adair and Magda Costantino

· Create spreadsheet of Loren’s initial contacts with district HR personnel and principals

· Call districts/principals on above list who asked for mailings.  Find out how many teachers are in the district or building.  Could also use their websites for information.

· Email Todd Sprague, Steve Hunter, Lynne Adair, Magda Costantino, & Sherry Walton with numbers

· Mail information letters and inquiry cards to above districts and principals

· Create database (File Maker Pro) to input M.Ed. inquiries. (Be sure to get the names Maggie has been collecting.)

· Mail information as inquiries come in.  Keep track of mailings.  

· Send out updated information and application information to all inquiries when HEC Board approves the program.

· Follow up with phone calls approximately two weeks after updated information sent.

· Create filing system for M.Ed. proposed classes, publications, etc.  Lynne has the outline of all the classes.

· Other as program develops

MIT – Work with Maggie Foran, Loren Petty, and Sherry Walton

· Read MIT catalog, website (http://www.evergreen.edu/mit/), trifold (ask Maggie), Special Ed and ProCert information (ask Loren) and other information to develop understanding of the program

· As you read, create list of questions that arise for you, information that seems unclear, contradictions, broken links, etc.  We’d like a fresh eye on the information to help us think about revisions that we might want to make.

· On-going assistance with program filing, correspondence, mailing MIT brochures

· Help Loren with any remaining work to complete New Student Orientation and Student Teaching Orientation folders, handouts, agenda, etc.

· Make copies of files of all new MIT admits.  Ask Maggie for direction about this task.

· Input inquiries and student information into FileMaker.

· Update SPED data base in FileMaker

· New catalog mailing to prior inquiries

· As new inquiries come in, make mailing labels and send out catalogs

· For old inquiries, work through list via email to see if the inquiry is still active and if the person would like to update her/his contact information

· PEAB meeting on Oct. 29th – help with creating packets of handouts, attend meeting and keep notes (if you’re comfortable with note-taking – these notes need to be quite detailed and well organized)

· File system – Please create files with following labels

· Procert 06-07

· Procert 07-08

· Procert Reports

· Procert Updates

· Endorsement Reports

· MIT – Staff

· MIT – Institutional Report (2007)

· MIT – Title II Reports

· MIT – Expenses

· MIT – Inquiries about faculty positions

· MIT – Inquiries about student teaching supervision

· Accreditation visit:

· Be here on all days Oct. 27-30

· “Staging” -  ideas about organizing and presenting data exhibits

· Help duplicate materials, organize and set up exhibits 

· Invitations to dinner  - create, send, and track RSVPs

· Name tags for State team members

· Welcome letter to team members with directions to campus and the conference room, how to check in with parking booth for parking passes, alert them that snacks and lunch provided every day, dinner on Saturday night – draft and let Sherry see letter – she’ll sign it

