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SHORELINE COMMUNITY COLLEGE

BUSINESS TECHNOLOGY ADVISORY COMMITTEE

MEETING MINUTES

February 26, 2004, 4:00 -5:30 p.m.

Central Conference Room, 1000 Building

Members present:
Linda Bakken, Seattle School District


Darlene Curtice, Snohomish County PUD


Michael Troy, Office Team
Staff present:
Karen Toreson, Faculty


Lisa Mitchell, Faculty


Gail Dalton, Faculty 

Marcia Ray Liaw, Program Chair


Don Schultz, Dean, Business/Automotive/Manufacturing

Barbara Loney, Program Manager, Prof/Technical Education

The meeting of the Business Technology (BusTc) Advisory Committee commenced at 4:10 p.m., when Marcia Liaw welcomed everyone and thanked them for their participation. Members gave self-introductions.

Election of Chair

Marcia explained the role of the Chair and asked if there were any volunteers.  Hearing none, this item will be delayed for action at the next meeting.  Darlene Curtice, former Chair, agreed to lead today’s meeting.

Purpose of the BusTc Advisory Committee

Barbara Loney from the Professional/Technical Education office explained the purpose and role of advisory committees at Shoreline Community College.  She stated that the primary purpose of professional-technical education advisory committees is to promote collaboration between specific educational programs and business/industry labor and ensure that community college technical programs stay current. Specifically, the committees have three major roles: advise the college’s administration and board of trustees, assist program staff, and provide support and advocacy for quality education and training.  Barbara distributed the Professional—Technical Education Advisory Committee Handbook.  Don Schultz added that he appreciated the time and effort put forth by our advisory committee members.  He explained that their recommendations have a real impact with administration.  He emphasized their role as being important to the program and to the students.  

Update on Program

As the Program Chair of business Technology, Marcia Liaw gave an update on the program.  The Business Technology Program trains students to be “front-end” office workers.  They might be hired for positions such as receptionists, office clerks, administrative assistants, and secretaries.  Many of our students accept entry-level positions in order to enter the workforce.  Our students are a cross-section of high school graduates, immigrants (ESL), and those returning to school for new training, or retraining, due to lay-offs from select area industries.  Although enrollment is down some this quarter, this is a current college-wide trend.  

Currently, the program is teaching Microsoft Office XP but plans to move to the 2003 Office version this summer.  The equipment in the classrooms has been good, and we continue to get good support from TSS (Technical Support Services).  

Marcia explained how the BusTc Center operates.  There are small group lectures with individualized assistance.  Our textbooks support the students’ abilities to work through the exercises independently, asking for assistance only as they need it.  We try to promote an office-like environment in the center.  The BusTc Center concept was new when Marcia began at Shoreline; now many programs in the state have modeled their programs after SCC’s.
BusTc/CIS Study Center

Lisa Mitchell explained the BusTc/CIS Study Center.  The Study Center operates in one of the BusTc classrooms in the afternoons.  It is handled like a class, i.e. students register for between 1-3 credits, there is an instructor present, and students must meet a certain number of required hours in order to receive credit for the class.

The purpose of the Study Center is to give technology students an opportunity to work on their applications (homework, class work), with the assistance of an instructor, if needed.  While lab aides staff other “open” labs on campus, they are not always familiar with the applications we teach as much as faculty are.  The Study Center was developed several years ago in response to students’ needs.

Marcia added that no other school, to her knowledge, has this type of a center.  Don explained that there are numerous other learning centers on campus, and that Marcia Liaw serves on a committee currently studying these centers.
Distance Learning

Gail Dalton gave a brief update on distance learning classes in the program.  Distance Learning (DL) was developed in response to consumer demand.  It is an alternative learning environment for our students. For those who are homebound or who have other commitments that do not allow them to take a class in the more traditional classroom environment, DL is the perfect delivery mode for them.  
Most all of our Business Technology classes are currently online, thanks to the work of Karen Toreson and Marcia Liaw.  These include:  Beginning Keyboarding, Word, PowerPoint, Excel, and FrontPage.  Gail is currently working to put Access 2003 online.  This class will be offered for the first time Summer 2004.
All Shoreline on-line classes are using the Blackboard Learning System environment.  While instructors are finding it more time consuming than teaching in a classroom environment, we are learning the system and better ways of handling the work.  Karen explained that there is an SCC forum (coordinated by the Distance Learning Office) for Blackboard Instructors in which they can share ideas, problems, and solutions.  Marcia indicated that DL is popular with the students, and our DL classes usually fill first.  Karen also explained the concept of “hybrid” DL classes.  These classes meet on specified dates in the classroom, while all other work is done DL.  

Distribution/Discussion of Planning Sheets

Karen Toreson distributed a packet that included:
· two Business Technology Program brochures 

· planning guides for the Business Technology AAAS Degree and the Certificate of Proficiency

· the annual schedule of classes

· the Distance Learning annual schedule of classes

· planning sheets for the three short-term certificates

· a Spring ’04 catalog

· Spring ’04 catalog of Continuing Education classes

Karen noted that the purple colored brochure is the SCC “generic” one; while the wheat colored one was developed by the Business Technology faculty and has more of the program specifics which serve the students better.
Karen explained our 2-year degree, 1-year certificate, and short-term certificates.  She noted that Outlook, a newly developed program, was not on the planning sheets.  This class was offered this (winter) quarter for the first time.  It is currently a 2-credit class and will be required for our degree students.
Lisa Mitchell is teaching the class; she explained some challenges they are facing.  For example, the students must work at SCC—they cannot work at home because they need to be using an Exchange Server for many of the exercises.  Also, some of the customization features of Outlook are not retained from session to session.  Each time the student reopens the program, all defaults are applied, and the customization is lost. 

Discussion about the need for the Outlook program ensued.  Both Michael Troy and Darlene Curtice agree that Outlook is a crucial skill for office workers today.  Michael suggested there is need for “advanced” Outlook users and suggested it be a requirement for all BusTc students.  Darlene said that Outlook is “the way we are doing business.”

Industry Needs/Trends/Standards in the Office

Discussion included different versions of Microsoft Office, the current hiring market, “Soft Skills,” other office trends.

Currently, we are teaching Microsoft Office XP; summer we will switch to Microsoft Office 2003.  Darlene wondered if the trends support this as many offices will still be using XP.  Marcia indicated that there were few differences in the two versions.  Karen said that students are reporting that they cannot buy a new computer with XP any more; they must purchase one with Office 2003.

Michael Troy, FAST, explained that companies are now moving out from the 9-11 tragedy.  The indicators are good, especially for part-time or temporary staff.  Some companies are hiring on a “special-project” basis, and there is more part-time work now than there has been over the last 6-8 months.  Michael also said that the trends are good in health care.  Mortgage banking has been good but is starting to see a slight downturn.
The committee discussed “soft skills.”  Darlene mentioned that she participated on a panel for  Professional-Technical Week at Shoreline.  The panel was made up of representatives from business, and the unanimous opinion of the panel was that in addition to the education/training, employers are looking for the soft skills.  These would include: communication ability (verbal and written), attitude, friendliness, ability to work with others, enthusiasm for the job, etc.  All members agreed that these skills were vitally important.  Michael also mentioned the importance of a polished first impression.
Other

The committee discussed the need to enhance its membership.  Barbara Loney explained that part of her job was to assist advisory committees in recruiting new members.  Suggestions included representatives from: PUD, WADOT, Boeing, an automotive dealership, the City of Shoreline, and a former student.  Barbara will work this spring to help the committee recruit new members.

Don Schultz announced that Marcia Liaw received the Exceptional Faculty Award this year.  Only two faculty members, or groups of members, receive this prestigious award each year.

Don also noted that although we requested a Pro-Rata position for next year, we will not receive it; however, he will fight for this position in the next budget year.  Marcia gave some background on the position:  BusTc has three full-time faculty members.  Sally Rollman is currently on medical leave, and Karen Toreson is serving as our Union President, and probably will serve for 3 more years.  Therefore, the program needs some additional faculty support.  Marcia explained that while the associate faculty works very hard, they are paid on a lesser scale than full-time instructors.
Michael Troy moved and Darlene Curtice seconded a motion to support the Business Technology Program’s need for either a pro-rata or full-time position.

Schedule for Next Meeting

The next meeting of the Business Technology Advisory Committee will be scheduled to coincide with the Shoreline Salutes activity in fall 2004.  Staff guessed that this might be September 23, 2004; but because it is unsure, a notice will go out to all committee members as soon as the date is secured.

Adjournment

The meeting was adjourned at 5:35 p.m. by acting Chair, Darlene Curtice.
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