FISCAL SERVICES DIVISION COUNCIL MEETING

TUESDAY, JUNE 25, 2002

Staff:  Rita Bruce, Delores Buerger, Josie Cheung, Stephanie DeWitt, Momi Elliott, Janice Ely,      Pamela Fees, Angie Gardea, Joyce Hopkins, Miriam Ifill, Celia Kang, Estella Lee, Jill McTarsney, Chintana Mainous, Gay Malpede, Nina Marshal, Petie Moura, Brenda Reilly, Bill Schneider,          Luukia Smith, Marie Stokes, Hong Tran, Gary Turner, Catharina Uebele, Lisa Webb, 

1. Meeting was opened at 10:35 a.m. by Gay.  Minutes of May 21 were accepted as written.   

2.  
Safety Report Topic

There was no safety report received in June.  Safety reports from previous months are posted on the bulletin board.

Wiring is currently being worked on in the office, and everyone needs to be careful not to trip.

3.
Committee Reports
Area Council Meeting

The division council meeting has been rescheduled for Thursday, June 27.

4. Other

Comments were invited from anyone on the Customer Service Training and discussion on improvements.

The question was raised about using the telephone system to let people know when you are out of the office for an extended period.  Instructions for the system can be found in the campus phone directory.

Page 41 in the Customer Service handbook, 12 ways to defuse a hostile customer.  Page 23, handling customer complaints, item 1, never interrupt irate customers.  

At one of the training sessions, a routing slip was drafted for use by the person sitting at the reception desk, showing information on who the person needs and/or whether there is a problem.

Also, page 27, can be shared with part-time staff on the reception desk, how to answer calls and inquiries.

Two applause cards were presented to Cat.

Year-end closing is the busiest time of year for the entire office for Brenda’s unit as well as for  payroll and for cashiers with registration going on for both Summer and Fall semesters.  Try to be sensitive to what is going on in the office.

Because of special circumstances, Uyen was asked to sit at the reception desk when there was a severe shortage of staff in the office because of the training workshops.

5. Janice reported that she wants to try to clean up the back  room that is being used for storage and accumulating superfluous files and paperwork.  Anyone storing personal items should remove them.  The ultimate plan was to use the areas as a conference room.  Now that the electrical equipment has been installed, this may not work.

There was some discussion on the Plexiglas to be installed on the entry gate in the office.  Staff from Purchasing are in the office between 8:00-10:00 a.m. for coffee and using the restrooms.  It was discussed with Janet Clarke and she does not want Purchasing staff to have keys to the Accounting Office.

There will be a potluck/shower for Brenda on Thursday, June 27, noon to 1:00 approximately.  It will be held in the old A/P area.  

6.
Agenda Development – 

No discussion.  Gary will chair the July 16 meeting.

7. 
The meeting closed at 11:00 a.m.

