March, 2010


Assistant Director Orientation List

General things to-do immediately on arrival

· Keys (Key Services, Lab II)
· Phone Set-up (Bob King)

· Parking Pass (Parking, Sem I)
· Payroll (Library)
· I-9 (Human Resources, Library)
· Computer/Set-up (Technical Support Services - TSS)
· Business Cards (ask Lorri Moore)
· Website name replacements (Susan Bustetter) 
· Furniture – basement of Library

Introductions/Meetings – major internal stakeholders (relationships are everything at TESC)
· Provost’s Office

· Ken Tabbut (Interim Provost -introduction)

· Walter Niemiec (Associate VP - introduction)

· Lorrie Moore (all things related to budget)

· Tina Pearson (Lorrie’s assistant)

· Linda Hohman (Provost’s assistant - introduction)
· Dean’s area

· Introduce to Deans, particularly curriculum deans (Paul Pryz and Bill Ransom)

· Katherine Sackman, Program Coordinator & Amy Betz, Special Projects on CatalogR (schedule meeting/training)
· Registration

· Andrea Coker-Anderson (Registrar – schedule 1 hour meeting)

· Elaine Hayashi Peterson (Assistant Registrar – introduction)

· Rafael Lozano (Assistant Director – Residency evaluator and Veterans Affairs - introduction)

· Fletcher Ward (intro and Datamart Training)

· Admissions:

· Leona Walker- Assistant Director (schedule meeting to get a “tour”/training on admissions processes)
· person who compiles MES files

· Financial Aid

· Tracy Hall  (Director, introduction)
· Colby Morelli  (Associate Director, handles grad programs - intro and arrange meeting to get “tour/”training on financial aid)
· Lab I Program Secretaries (explain what program secretaries do versus the program support position in MES)

· Pam & Amber

· Travel and Purchase Orders

· Sharon Nagle (POs and other assorted – schedule training meeting)/Michelle Bartlett?

· Alan Smith (Library – schedule training meeting)

· Web Team

· Susan Bustetter (schedule training)
· Marketing

· Ann Mary Quarandillo (Marketing Communications Manager, printed materials, brochures, strategy, etc - introduction)

· Alumni 

· RJ Burt (Director, introduction
Trainings
· FERPA (Andrea Coker-Anderson’s office?)
· Mandatory HR Trainings (you’ll need to contact them – don’t wait for them to contact you)
· Banner (Andrea Coker-Anderson’s office?)

· DataMart (Fletcher Ward, Registration)

· Web/CMS (Susan Bustetter, see above)

· Travel (see above)

· Purchasing (see above)

· Travel (see above)

· Budget (see above)

· Admissions (see above)

· CatalogR  (see above)

