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Business Technology Advisory Committee
Meeting Minutes

February 24, 2005

Present:
Darlene Curtice, Records Manager/Public Records Officer, Snohomish




County PUD


Linda Bakken, Curriculum Technology Specialist, Seattle School District

Lynda Knight, Senior Secretary, Shoreline Community College


John Green, Application Support Manager/System Architect, City of Seattle 
Department of Transportation

Carolyn Wurdeman, Executive Assistant to City Manager, City of Shoreline


Valerie Pickett, Dietary Administrative Assistant, Children’s Hospital


Pamela Kihlstand-Kovesnikov, Office Assistant, Shoreline Community 
College


Tyson Frerking, Division Director, Robert Half


Shoreline Community College Members: 

Sally Rollman, Faculty

Karen Toreson, Faculty


Lisa Clemens-Mitchell, Faculty


Carla Hogan, Assistant Dean, Business, Automotive, and Manufacturing 

Berta Lloyd, Director of Professional Technical Education
Next meeting:
May 26, 2005, 4:00 p.m., Location to be announced
I.
Welcome and Introductions

· The Meeting started promptly at 4:00 p.m.
· Lynda welcomed everyone to the meeting 

· Participants introduced themselves 
II.
Announcements

· September 2004 minutes were approved

· It was noted that Sally Rollman did not attend this meeting

· Speed Keyboarding (BusTc 103 and 104) are now offered online

· The Big Event (Career & Technical Education Week) was a huge success

· Panel Speakers included employees from Microsoft, REI,          Simson-Lane Vineyard & Estates, and Nastech Pharmaceutical
· Modularized Curriculum is being developed for Fall 2005 

· Dentist Office Business Specialist Training will be available Fall 2005

· Snohomish PUD is currently hiring for Summer Interns
· Positions work May through September

· Children’s Hospital is currently hiring for Administrative positions

· Volunteers needed to help with mock interviews

· Advisory Committee Thank You Dinner

· May 26, 5:30 – 8:30 pm, PUB Dinning Room
· Guest Speaker, Tom Kilijanek Ph.D., Senior Consultant, Work Keys, ACT Inc.

III. Discussion
· Modularized Curriculum

· Five, 1 credit modules (2 in Word, 2 in Excel, and 1 in PowerPoint)

· Each module will focus on a specific aspect of the program

· Supported by Administration
· Successful program at Highline and Bellevue Community Colleges 

· SCC faculty will visit Highline CC to study their design

· Designed for, but not limited to Academic Transfer Students
· Students who need credits to meet Financial Aid requirement 

· Open Entry/Exit through 7th week of the quarter

· Linda and Darlene suggested modules be offered Distance Learning

· Visio
· Faculty was asked if Visio was part of the Business Technology Program

· Used more by specific positions in Industry

· Not readily available on all computers in office setting

· Knowledge of program indicates logic and organization skill set
· Business Technology Program Overview

· Karen gave an overview of the Business Technology Program 

· Brochures, Planning Sheets, and Spring Schedule were distributed

· Distance Learning
· Karen gave an overview of what is offered 
· Up and running classes require less time as instructors become more fluent in using the Blackboard portal

· Majority of time is now spent developing new classes

· Delivery  & Curriculum issues are readily identified and addressed

· Students must be disciplined in checking announcements and e-mail 
· Broader audience is reached with online instruction

· Completion rates are close to traditional face to face

· Study Center

· Study center continues to get support from Business Technology and CIS instructors

· An average of 15 students are serviced daily

· Outlook

· Lisa gave an overview of the class
· Technical issues still exist due to availability of permanent accounts
· Intermediate skills required in Industry

· E-mail etiquette and Best Practices were discussed at great length

· Importance of having a professional e-mail account

· Cost of using e-mail 

· Spam

· Security systems 

· Professional versus casual correspondence 

· Problem with attachments being too large or not making it past security system

· Modular on Calendar feature would be beneficial 
·  Résumés & References
· Internships provide valuable work experience and references
· Common errors:

· No references or outdated information

· E-mail message with accompanied résumé is often too casual

· Résumé not targeted properly

· Single résumé used for various objectives

· Formatting overkill with little white space

· Company/Industry specific jargon used

· Résumé’s should have concise and meaningful content
· Résumé’s should be formatted based on how they will be received (electronically or traditional mail)

· Tyson stressed the importance of being able to write an effective résumé. Many of his clients have required skills, education, and background, but are unable to communicate this on paper

· Sally provided information on résumé writing assignments she uses

· Necessary Skill sets
· The importance of soft skills was discussed

· Communication skills (verbal and written)

· Customer Service attitude

· Microsoft Office

· Mail Merge

· Tables

· Charts & Graphs

· Intermediate Outlook skills
IV.
Adjournment
· Linda adjourned the meeting at 5:30 p.m. 
