FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, APRIL 19, 2005  

Staff:  Rita Bruce, Delores Buerger, Josie Cheung, Sophie Dao, Momi Elliott, Janice Ely, Pamela Fees, Angie Gardea, Joyce Hopkins, Miriam Ifill, Celia Kang, Estella Lee, Jill McTarsney, Nina Marshal,   Petie Moura, Bill Schneider, Luukia Smith, Marie Stokes, Hong Tran, Gary Turner, Catharina Uebele, Shobhana Warrier, Lisa Webb

1. The meeting was opened at 10:30 a.m. by Lisa Webb.  Minutes of March 15 were accepted as written.   

2.
Committee Reports
Momi reported on the first meeting of the Administrative Services Area Council with Alex Kelley.  He told the committee that he was interested in their suggestions and feedback.  He understands the importance of having a full staff on board, and one of his goals is to try and fill vacancies before he leaves.  

3.
Pam

· New photo i.d. badges can now be taken.  You have the option to have the badge punched so it can be attached with a clip for wearing if this should be required in the future.  All staff will need to replace their old i.d. cards with new ones before the end of June.  This includes part-time staff.

· Strategic Goals

The 4 major 2004-05 goals identified by Administrative Services for specific focus were reviewed:

· Incorporate flexibility into institutional structure and processes;

· Foster a climate that promotes integrity and accountability;

· Support and develop effective and motivated employees;

· Improve and enhance internal and external communication.

Pam discussed developing a Fiscal Services web site.  A web developer has been hired, and Pam will meet with Melanie Graves to determine what she needs.  Go through Delores to give any kind of documents you would like to have posted to the web.  One example would be a memo to remind managers to monitor the 180 days/1,000 hours limit for hourly employees.  Fiscal Services bulletins can be included and timekeeper needs.  

· The division should be proud to have maintained regular division meetings, not all divisions do this.

· Training has been discussed in the past as well as having guest speakers, but this has not been done to date.  When F.S. staff attend other meetings on training, return and share the information.  The unit meetings have been more open to sharing information.  Examples are 3CDUG, CASBO Job-Alike, AAWCC Women Hold Up Half the Sky Conference.

· Staff Development has been offering training for Outlook, Word, and Excel.  For those who attended the Word training from payroll, it was good but the current payroll programs are too old.  Payroll has Word 97, and training was designed for Word 2003.  Survey employees to determine effectiveness of training received or training desired.  No type of feedback form has been developed, possibly pursue this.  

· Consider having people come to the division to do training instead of the division’s staff going out to training.

· 2005-06 Goals

One goal is to continue to develop the web site.  Consider if bulletins that are sent out to everyone are appropriate to put on the web site.  Forms that need to be completed before coming to Fiscal Services can be scanned and available to all staff.

· Managers are putting goals for next year into Q-builder.  This will be discretionary money beyond the regular budget.  Effort has been made to review the operation and determine within reason what areas need to be addressed.  Requests have been entered for additional funding for staffing for the entire division.  Also put in were requests for additional professional development training and additional money to provide training in division council meetings.  It might be possible to bring in speakers from the County rather than traveling to the County.  Input is needed on issues of common concern.  Equipment needs to be requested, and ITS may be able to provide it.  Another printer is needed but there may be another way to handle that.

· Pam mentioned that Administrative Services is going to start doing a monthly newsletter.  Each issue will feature one area.  Fiscal Services will have an opportunity for input.

Marie asked about the status of computers in Fiscal Services and for payroll.  It was mentioned that, because of updates on Datatel, the older computers are crashing more frequently.

6.   
Agenda Development
Joyce Hopkins will chair the May 17 meeting.
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