Administration Services Plan

Planning Document for:

Office of the Vice President
Fall 2006
Section I    Purpose
Please review the draft / current purpose established for your office and provide any modifications.

Draft / Current Purpose]: Oversees the college operations, provides direction and for instruction and student services; Chief Instructional Officer and Chief Operational Officer
Proposed Modifications to Purpose: None
Section II    Goals
A. Provide a description of each goal you have established over the next three years that supports goals established by Instructional / Student Services / Support Services departments that report to you.  Indicate which goals you will pursue this year and identify the activities you will undertake to achieve these goals.

1. Coordinate planning for all major campus remodeling projects.

Working with the college (new facilities) Project and Buildings and Grounds Managers, provide overall coordination and support for the planning and occupancy of remodeling projects, including: PTEC lab; ESL lab; core building (LRC); student services; science (for nursing); computer science (for art).

2. Actively participate in the tutoring and African American student support program projects.

Assist the task force on tutoring in the development of a new college tutoring model.  Work with the Campus Change Network team to design a support program to increase success and persistence of African American students.

3. Provide support for the accreditation review process and the creation of the self study.

Assist the Accreditation Liaison Officer in launching and implementing the self study process.

4. Support the development of a system for tracking student prospects and fulfilling requests for information about college programs and services.
Support the efforts of the Director of Marketing and the Outreach Coordinator to develop a technology-based system for tracking inquiries from prospective students and providing information about college programs and services in a systematic, coordinated fashion.
B. Provide a description of each goal you have established over the next three years that are unique to your department (and may reflect, in part, the annual management goals you have established with agreement from your manager.)  Indicate which goals you will pursue this year and identify the activities you will undertake to achieve these goals.

1. Coordinate the development of a new facilities master plan.
Work the campus architects and a facilities master plan task force to develop an updated college facilities master plan.

2. Provide leadership for enhanced integration and coordination among all of the college student services programs.

Working with all of the student services managers, use the student services facilities planning and student learning outcomes development processes as vehicles to identify opportunities for improving the integration and effectiveness of student services programs.  Support planning and implementation of the needed changes.
