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IFCC STATE AOT/BOT EXECUTIVE
BOARD MEETING
August 17, 2007
Attending:
Frances Roberson, DTAE AOT/BOT Curriculum Specialist

Karen Carpenter, Chair, West Georgia Technical College (WC Consortium)

LeAnne Lovering, Co-Chair, Augusta Technical College (EC Consortium)

Sabrina Cox, East Central Technical College (SW Consortium)

Tina Jernigan, Southeastern Technical College (SE Consortium)
Theresa Lindsey, Chattahoochee Technical College (NW Consortium)

Sue VanLanen, Gwinnett, Technical College (NE Consortium)

Mindy Glander (BOT), North Metro Technical College

Elizabeth Julian (MOS), Augusta Technical College

Gina Stephens (MOS), Coosa Valley Technical College

Frances Roberson, BOT/AOT Curriculum Specialist, called the meeting to order at approximately 9 a.m.  Frances and the committee members introduced themselves.
Frances announced that a LISTSERV was being set up so that faculty in AOT/BOT programs throughout the state could communicate with each other.  She also announced that it was now official that three certificates composed of Microsoft User (BUS) courses would be moved from CIS to BOT.
The committee examined research gathered by Frances and various committee members regarding program and course offerings of various business education programs throughout the U.S., corporate hiring guidelines, and professional business organization publications.  The following points were established after reviewing the materials:

1. The focus in industry is on timely and accurate production of business documents rather than keyboarding speed.

2. Most legal support positions are being filled by law students, out of work attorneys, etc…

3. There is not a great demand for transcription skills in industry

4. Website creation and maintenance skills are desired by employers

5. Editing and proofreading skills are desired by employers
6. Specialty skills are desired by employers – such as finance, accounting, information technology, and database maintenance skills
7. Employers discourage tattoos and inappropriate dress in the workplace

8. Most employers require 3-4 solid work references when hiring

9. Email and calendaring skills are very desirable to employers.

10. Critical thinking and project management skills are very desirable to employers.

The committee discussed the idea that program development should focus on entry-level positions and TCC development should be for higher skill levels (Super TCCs)

The committee discussed the difficulties of offering BUS263 (Electronic Mail Fundamentals) in the various schools represented by the committee.  Ghost images, Deep Freeze and student specific usernames and passwords were all mentioned as possible solutions. 
Next, the committee reviewed the survey item suggestions submitted by the members of each consortium.  Frances explained that each school’s VPI was asked to submit the names of the major employers in their area that employ AOT/BOT students.  The survey information and link would be emailed to those whose email address was provided and mailed to the others.   The committee divided into groups – a group to write the AOT/BOT survey questions, a group to write MOS and LOS specialty survey questions, and a final group to compose the survey cover letter.

Each group developed survey questions based on the research analyzed by the committee and the suggestions provided by consortium members.  Once the survey items were developed, the survey was loaded onto Surveymonkey.com.    The survey will be posted/mailed on Tuesday, September 21.  The deadline for survey responses will be set for September 28.  

The committee will have a two day meeting once the surveys are returned so that they can analyze the results and begin to work on program revisions.

Frances asked the committee members to complete the following items before the next meeting:

1. Login to Surveymonkey.com, review the survey and email her with any changes by 3 p.m. on Monday, August 20.

2. Review the names submitted by the VPIs of all the colleges and make sure that all of the schools are represented on the survey list of employers.  Send this information to Frances by 3 p.m., Tuesday, August 21.

3. Review the faculty names on the LISTSERV and make sure that all AOT/BOT faculty from all consortiums are included.   Send this information to Frances by 3 p.m. on Friday, August 24.

The next meeting date was set for September 6 & 7.  This meeting will be a two-day intensive session to analyze survey results, modify program curriculum based on survey results, decide on unused courses to be deleted from standards, and review the list of consolidated TCCs submitted with the previous probe.  Other meeting dates may need to be set to complete all of these items.

Frances explained that she would email the committee regarding the time/location details and would also email the VPIs of each school informing them of the meeting dates and agendas for the working committee.

The meeting adjourned at approximately 4:30 p.m.

Respectfully submitted,

LeAnne M. Lovering, Co-Chair
IFCC State Executive Board Meeting, AOT/BOT, August 17, 2007
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