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2016/17 Administrative Services Program Review UPDATE

 PROGRAM REVIEW DATA AND RESOURCES

 

Participants (REQUIRED)

Lead Writer: Joel Arias and Jennifer Kearns

Liasion: David Fierro

Manager/Service area supervisor: Jennifer Kearns

 

Updates (REQUIRED)

In the past year, the department has:

Launched our Digital Newsroom.  (www.sdmesa.edu/newsroom)

Launched a web-based work request system to more efficiently track and complete work orders. We are currently
averaging 1-2 requests per day.

Created a style/branding guide and web guidelines for the college.

Filled the open Graphic Artist/Photographer (GAP) position.  Nicholas David was hired as the new GAP in February 2016. 

In early 2016, we relied heavily on our NANCE Information Assistant for writing needs and a Work Study position that
served as our campus videographer.  Both moved on this summer leaving significant staffing gaps in the office, and the
inability to initiate and complete several projects.

Later in 2016, we were able to hire another NANCE Special Project Assistant to champion the content creation for the
Newsroom and handle the majority of the writing workload for the office. The need for a staff writer has also grown with
the launch of the Newsroom because in order to make the Newsroom an effective promotional tool and a resource for
outside media, content must continually be created, vastly increasing the writing workload.

We were not able to replace our videographer, hindering our ability to utilize one of the most effective communication
mediums and keep up with current technology trends.

The Public Information Officer (PIO) retired in September 2016, also leaving us short staffed.  In her absence, Anabel Pulido,
the Digital Communications Specialist, served as the Acting PIO.  In December 2016, we hired Jennifer Kearns as the new PIO,
with a working title of Director of Communications, to more accurately reflect the responsibilities of the Communications
Department.

We were not granted permission to hire a Sports Information Specialist, and our goal to promote sports at the college
remains unmet.

 Outcomes and Assessment (REQUIRED)

Form: Outcomes and Assessment 2016/17 - Administrative Unit Questions (See appendix)

 IE Data Analysis (REQUIRED)

Form: Administrative Services Data Analysis - Program Review 2016/17 (See appendix)
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Program Goals

Office of Communications Goal Set 2014-2015

Outcome

Outcome Mapping

Create fresh, new progressive and resource-mindful
new-media communication and promotion
methodologies.
New communication technologies and a new generation of
students who are digital natives has challenged us to look at
and improve communication methodologies. While students
want information at their fingertips, the campus culture is
focused on traditional “print” promotion. We need to close this
gap by offering ways for the campus community to effectively
promote events and programs and deliver that information to
students, literally, at their fingertips.

CA- Mesa College Strategic Directions and Goals:
Strategic Goal 1.4, Strategic Goal 1.6, Strategic Goal 2.4,
Strategic Goal 4.3, Strategic Goal 5.1, Strategic Goal 5.2,
Strategic Goal 6.1,
Institutional Learning Outcomes: Communication:, Critical
Thinking:, Technological Awareness:

 

Apply new communication practices.
In light of the other 3 goals listed here, and with growing
demands due to new programs and services, the department is
still challenged with serving our campus clients (students, staff,
administrators, programs and services) and protecting the
campus brand. We need to streamline how we do business
based on the methodologies developed.

CA- Mesa College Strategic Directions and Goals:
Strategic Goal 1.4, Strategic Goal 1.6, Strategic Goal 2.4,
Strategic Goal 4.3, Strategic Goal 5.1, Strategic Goal 5.2,
Strategic Goal 6.1,
Institutional Learning Outcomes: Communication:

 

Enhance college web and online presence.
The current college website is in need of updating, redesign and
training of content managers. Having recently (2014) taking on
the responsibility of the college web site, we have conducted
surveys to improve the site, and are now in the process of a web
redesign, with plans to hire a new web designer/programmer,
and develop a training program and train content managers in
the new system. Another goal is to evaluate and create
strategies for other online platforms: facebook, Alumni
Connections, linked in, youtube, twitter, etc.

CA- Mesa College Strategic Directions and Goals:
Strategic Goal 1.1, Strategic Goal 2.1, Strategic Goal 2.4,
Strategic Goal 4.3,
Institutional Learning Outcomes: Communication:, Critical
Thinking:, Global Awareness:, Technological Awareness:

 

Reorganize the Office of Communications
With the continual growth and creation of new programs and the
stimulus from numerous grants there has been a significant
increase in volume in work requests to the office. The Newsroom
has also brought new challenges in additional work in order to
keep the content up to date and make it a valuable resource as
a promotional tool.
The department is challenged to assess its current staffing and
analyze options to effectively fulfill all aspects of its mission.

CA- Mesa College Strategic Directions and Goals:
Strategic Goal 1.4, Strategic Goal 2.4, Strategic Goal 4.2,
Strategic Goal 4.3, Strategic Goal 5.1, Strategic Goal 5.2,
Strategic Goal 6.1,
Institutional Learning Outcomes: Communication:,
Technological Awareness:

 

Objectives and Plans
Actions

Office of Communications Goal Set 2014-2015

Outcome

Create fresh, new
progressive and
resource-mindful new-

Action: Eliminate One Graphic Artist/Photographer Position; Hire Digital
Communications Specialist
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media communication
and promotion
methodologies.
New communication
technologies and a new
generation of students who
are digital natives has
challenged us to look at
and improve
communication
methodologies. While
students want information
at their fingertips, the
campus culture is focused
on traditional “print”
promotion. We need to
close this gap by offering
ways for the campus
community to effectively
promote events and
programs and deliver that
information to students,
literally, at their fingertips.

 

Describe the actions needed to achieve this objective : GAP Carol Beilstein has turned in her
retirement papers. The PIO with the support of the president will request to eliminate this position
and hired a Digital Communications Specialist (requiring Board approval).

Who will be responsible for overseeing the completion of this objective: Information
Officer, President

Provide a timeline for the actions: Begin process in March 2015. Completed.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Improved and expanded digital platforms, communications. Measurement will be through
social media analytics.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): New Classified staff position: Digital Communication Specialist.

Action: Hire Sports Information Specialist (Classification: Administrative Technician)
(60/40 shared position with Exercise Science)

 

 

Describe the actions needed to achieve this objective : Propose a new hire (See Classified
Staff Request #1), jointly with Exercise Science. Obtain approval and funding. Begin hiring process.
Recommended to hire an Administrative Technician, with a working title of Sports Information
Specialist. Position would report to the Office of Communications and be responsible for promoting
athletics programs.

Who will be responsible for overseeing the completion of this objective: Jennifer Kearns,
PIO/Director of Communications; Kevin Hazlett, Acting Dean, School of Athletics, Dance and Ex.
Science

Provide a timeline for the actions: Spring 2017 Propose Hire. Post: Summer 2017; begin hiring
process. Hire: Fall 2017.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Position filled.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): Funding resources must be determined, supported and allocated as this is
a new, unfunded position for the college.

Action: Review best practices; develop new strategies  

 

Describe the actions needed to achieve this objective : Work with staff to analyze
effectiveness and develop campus guidelines for campus promotion tools, i.e. Visix monitors. Create
input form for new web calendar. Maintain campus web calendar. Survey faculty, staff and students
as to what forms of communications they use and want to see. Create landing pages to track
specific promotions. Track social media.

Promote to campus community, conduct training for faculty and staff.

Who will be responsible for overseeing the completion of this objective: Director of
Communications, assigned staff, with help from campus-based researcher.

Provide a timeline for the actions: Processes are underway and data is being collected. Once a
campus researcher is in place, we will begin our analysis.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Client surveys, google analytics, etc.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): Time to research, evaluate and plan. No real costs at this point.
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Apply new
communication
practices.
In light of the other 3
goals listed here, and with
growing demands due to
new programs and
services, the department is
still challenged with serving
our campus clients
(students, staff,
administrators, programs
and services) and
protecting the campus
brand. We need to
streamline how we do
business based on the
methodologies developed.

Action: Review best practices; develop new strategies  

 

Describe the actions needed to achieve this objective : Work with staff to analyze
effectiveness and develop campus guidelines for campus promotion tools, i.e. Visix monitors. Create
input form for new web calendar. Maintain campus web calendar. Survey faculty, staff and students
as to what forms of communications they use and want to see. Create landing pages to track
specific promotions. Track social media. Promote to campus community, conduct training for faculty
and staff.

Who will be responsible for overseeing the completion of this objective: Director of
Communications, assigned staff, with help from campus-based researcher.

Provide a timeline for the actions: Processes are underway, and analysis will be conducted once
a campus researcher is hired.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Client surveys; google analytics, etc.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): Time to research, evaluate and plan. No real costs at this point.

Reorganize the Office
of Communications
With the continual growth
and creation of new
programs and the stimulus
from numerous grants
there has been a
significant increase in
volume in work requests to
the office. The Newsroom
has also brought new
challenges in additional
work in order to keep the
content up to date and
make it a valuable
resource as a promotional
tool.
The department is
challenged to assess its
current staffing and
analyze options to
effectively fulfill all aspects
of its mission.

Action: Eliminate One Graphic Artist/Photographer Position; Hire Digital
Communications Specialist

 

 

Describe the actions needed to achieve this objective : GAP Carol Beilstein has turned in her
retirement papers. The PIO with the support of the president will request to eliminate this position
and hired a Digital Communications Specialist (requiring Board approval).

Who will be responsible for overseeing the completion of this objective: Information
Officer, President

Provide a timeline for the actions: Begin process in March 2015. Completed.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Improved and expanded digital platforms, communications. Measurement will be through
social media analytics.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): New Classified staff position: Digital Communication Specialist.

Action: Hire Campus Videographer -- Multimedia Specialist  

 

Describe the actions needed to achieve this objective : Request hiring a campus
videographer, include Classified Staff Request

Who will be responsible for overseeing the completion of this objective: Classified Staff
Hiring Committee, Director of Communications

Provide a timeline for the actions: On hold

Describe the assessment plan you will use to know if the objective was achieved and
effective: Approval and hiring of position

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): None at this time
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Action: Hire Support Staff -- Clerical Assistant Senior, share with Mesa Foundation  

 

Describe the actions needed to achieve this objective : Complete PR, include Classified Staff
Request

Who will be responsible for overseeing the completion of this objective: Classified Staff
Hiring Committee; Priorities

Provide a timeline for the actions: Request will be made by the President at the appropriate
time (when position is needed to support the Foundation)

Describe the assessment plan you will use to know if the objective was achieved and
effective: Approval and hiring of position

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): None at this time.

Action: Hire Web Designer/Programmer  

 

Describe the actions needed to achieve this objective : Complete hiring process.

Who will be responsible for overseeing the completion of this objective: Hiring committee;
hiring authority (president)

Provide a timeline for the actions: The hiring process is in place and should be complete in
March 2015. Completed.

Describe the assessment plan you will use to know if the objective was achieved and
effective: New hire in place; training and orientation complete and training in new OU Campus CMS
training commences in spring 2015.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): A new station has been set up in the office of communications for this
position. We will need an additional Apple computer and monitor to test programming and screen
shots.

Goals Status Report (REQUIRED)
Action Statuses

Office of Communications Goal Set 2014-2015

Outcome

Create fresh, new
progressive and
resource-mindful new-
media communication
and promotion
methodologies.
New communication
technologies and a new
generation of students who
are digital natives has
challenged us to look at

Action: Eliminate One Graphic Artist/Photographer Position; Hire Digital
Communications Specialist

 

Describe the actions needed to achieve this objective : GAP Carol Beilstein has turned in her
retirement papers. The PIO with the support of the president will request to eliminate this position
and hired a Digital Communications Specialist (requiring Board approval).

Who will be responsible for overseeing the completion of this objective: Information
Officer, President
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and improve
communication
methodologies. While
students want information
at their fingertips, the
campus culture is focused
on traditional “print”
promotion. We need to
close this gap by offering
ways for the campus
community to effectively
promote events and
programs and deliver that
information to students,
literally, at their fingertips.

 

Provide a timeline for the actions: Begin process in March 2015. Completed.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Improved and expanded digital platforms, communications. Measurement will be through
social media analytics.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): New Classified staff position: Digital Communication Specialist.

Status for Eliminate One Graphic Artist/Photographer Position; Hire Digital
Communications Specialist  

Current Status: Completed

If the Current Status was marked Completed, what was the impact of the completed
objective on your program: Position has significantly increased our Social Media presence.

If the Current Status was not marked Completed, what are the implications and next
steps:

Action: Hire Sports Information Specialist (Classification: Administrative Technician)
(60/40 shared position with Exercise Science)

 

 

Describe the actions needed to achieve this objective : Propose a new hire (See Classified
Staff Request #1), jointly with Exercise Science. Obtain approval and funding. Begin hiring process.
Recommended to hire an Administrative Technician, with a working title of Sports Information
Specialist. Position would report to the Office of Communications and be responsible for promoting
athletics programs.

Who will be responsible for overseeing the completion of this objective: Jennifer Kearns,
PIO/Director of Communications; Kevin Hazlett, Acting Dean, School of Athletics, Dance and Ex.
Science

Provide a timeline for the actions: Spring 2017 Propose Hire. Post: Summer 2017; begin hiring
process. Hire: Fall 2017.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Position filled.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): Funding resources must be determined, supported and allocated as this is
a new, unfunded position for the college.

Status for Hire Sports Information Specialist (Classification: Administrative
Technician) (60/40 shared position with Exercise Science)  

Current Status: Not started

If the Current Status was marked Completed, what was the impact of the completed
objective on your program:

If the Current Status was not marked Completed, what are the implications and next
steps:

Action: Review best practices; develop new strategies  

Administrative Services Program Review 2016/17 UPDATE
Office of Communications

7

javascript:ToggleArrow('k0c2cnz7euhxck')
javascript:ToggleArrow('kbfcfxhmhuhxcu')
https://www.taskstream.com/


 

 

Describe the actions needed to achieve this objective : Work with staff to analyze
effectiveness and develop campus guidelines for campus promotion tools, i.e. Visix monitors. Create
input form for new web calendar. Maintain campus web calendar. Survey faculty, staff and students
as to what forms of communications they use and want to see. Create landing pages to track
specific promotions. Track social media.

Promote to campus community, conduct training for faculty and staff.

Who will be responsible for overseeing the completion of this objective: Director of
Communications, assigned staff, with help from campus-based researcher.

Provide a timeline for the actions: Processes are underway and data is being collected. Once a
campus researcher is in place, we will begin our analysis.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Client surveys, google analytics, etc.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): Time to research, evaluate and plan. No real costs at this point.

Status for Review best practices; develop new strategies  

Current Status: In Progress

If the Current Status was marked Completed, what was the impact of the completed
objective on your program:

If the Current Status was not marked Completed, what are the implications and next
steps:

Apply new
communication
practices.
In light of the other 3
goals listed here, and with
growing demands due to
new programs and
services, the department is
still challenged with serving
our campus clients
(students, staff,
administrators, programs
and services) and
protecting the campus
brand. We need to
streamline how we do
business based on the
methodologies developed.

Action: Review best practices; develop new strategies  

 

Describe the actions needed to achieve this objective : Work with staff to analyze
effectiveness and develop campus guidelines for campus promotion tools, i.e. Visix monitors. Create
input form for new web calendar. Maintain campus web calendar. Survey faculty, staff and students
as to what forms of communications they use and want to see. Create landing pages to track
specific promotions. Track social media. Promote to campus community, conduct training for faculty
and staff.

Who will be responsible for overseeing the completion of this objective: Director of
Communications, assigned staff, with help from campus-based researcher.

Provide a timeline for the actions: Processes are underway, and analysis will be conducted once
a campus researcher is hired.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Client surveys; google analytics, etc.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): Time to research, evaluate and plan. No real costs at this point.

Status for Review best practices; develop new strategies  

Current Status: In Progress

If the Current Status was marked Completed, what was the impact of the completed
objective on your program:
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If the Current Status was not marked Completed, what are the implications and next
steps:

Reorganize the Office
of Communications
With the continual growth
and creation of new
programs and the stimulus
from numerous grants
there has been a
significant increase in
volume in work requests to
the office. The Newsroom
has also brought new
challenges in additional
work in order to keep the
content up to date and
make it a valuable
resource as a promotional
tool.
The department is
challenged to assess its
current staffing and
analyze options to
effectively fulfill all aspects
of its mission.

Action: Eliminate One Graphic Artist/Photographer Position; Hire Digital
Communications Specialist

 

 

Describe the actions needed to achieve this objective : GAP Carol Beilstein has turned in her
retirement papers. The PIO with the support of the president will request to eliminate this position
and hired a Digital Communications Specialist (requiring Board approval).

Who will be responsible for overseeing the completion of this objective: Information
Officer, President

Provide a timeline for the actions: Begin process in March 2015. Completed.

Describe the assessment plan you will use to know if the objective was achieved and
effective: Improved and expanded digital platforms, communications. Measurement will be through
social media analytics.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): New Classified staff position: Digital Communication Specialist.

Status for Eliminate One Graphic Artist/Photographer Position; Hire Digital
Communications Specialist  

Current Status: Completed

If the Current Status was marked Completed, what was the impact of the completed
objective on your program: With the hiring of the Digital Communications Specialist we have
been able to expand our Social Media presence through the direct efforts of DCS and the residual
benefits of training other faculty and staff on social media platforms.

If the Current Status was not marked Completed, what are the implications and next
steps:

Action: Hire Campus Videographer -- Multimedia Specialist  

 

Describe the actions needed to achieve this objective : Request hiring a campus
videographer, include Classified Staff Request

Who will be responsible for overseeing the completion of this objective: Classified Staff
Hiring Committee, Director of Communications

Provide a timeline for the actions: On hold

Describe the assessment plan you will use to know if the objective was achieved and
effective: Approval and hiring of position

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): None at this time

Status for Hire Campus Videographer -- Multimedia Specialist  
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Current Status: Not started

If the Current Status was marked Completed, what was the impact of the completed
objective on your program:

If the Current Status was not marked Completed, what are the implications and next
steps:

Action: Hire Support Staff -- Clerical Assistant Senior, share with Mesa Foundation  

 

Describe the actions needed to achieve this objective : Complete PR, include Classified Staff
Request

Who will be responsible for overseeing the completion of this objective: Classified Staff
Hiring Committee; Priorities

Provide a timeline for the actions: Request will be made by the President at the appropriate
time (when position is needed to support the Foundation)

Describe the assessment plan you will use to know if the objective was achieved and
effective: Approval and hiring of position

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): None at this time.

Status for Hire Support Staff -- Clerical Assistant Senior, share with Mesa
Foundation  

Current Status: Not started

If the Current Status was marked Completed, what was the impact of the completed
objective on your program:

If the Current Status was not marked Completed, what are the implications and next
steps: Once Director is hired for the Mesa Foundation, we hope to proceed with hiring this
position.

Action: Hire Web Designer/Programmer  

 

Describe the actions needed to achieve this objective : Complete hiring process.

Who will be responsible for overseeing the completion of this objective: Hiring committee;
hiring authority (president)

Provide a timeline for the actions: The hiring process is in place and should be complete in
March 2015. Completed.

Describe the assessment plan you will use to know if the objective was achieved and
effective: New hire in place; training and orientation complete and training in new OU Campus CMS
training commences in spring 2015.

List resources needed achieve this objective and associated costs (Supplies,
Equipment, Computer Equipment, Travel & Conference, Software, Facilities, Classified
Staff, Faculty, Other): A new station has been set up in the office of communications for this
position. We will need an additional Apple computer and monitor to test programming and screen
shots.
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Status for Hire Web Designer/Programmer  

Current Status: Completed

If the Current Status was marked Completed, what was the impact of the completed
objective on your program: A successful redesign and launch of the website using a new
content management system. The training and continued support to 150+ content managers and
editors. 
The development of applications for campus internal processes.
Maintenance and improvement of the current website.

If the Current Status was not marked Completed, what are the implications and next
steps:

 

Closing the loop on prior year resource allocations (REQUIRED)

The Office of Communications hired a Digital Communications Specialist in 2015. To date, the position has improved and
expanded digital platforms and communications. Measurement is still occurring, and will be through social media analytics.
Staff trainings were approved which allowed staff to stay current in the industry and attend conferences to gain
knowledge.

The approvals allowed the Office of Communications to fulfill strategice goals, specifically Strategic Direction 1: Deliver,
advance, and support an inclusive teaching and learning environment that enables all students to achieve their
educational goals. Goal 1.6: Allocate appropriate resources to deliver upon these commitments; Strategic Direction 2:
Build and sustain a sense of community that extends across campus and constituencies, nurturing collaboration, learning,
growth, and diversity. Goal 2.4: Improve communication across the college, including accessibility, organization, and
content of the college website; and Strategic Direction #4 Support innovation in our practices. Goal 4.2: Advance new
technology applications in the classroom and on campus; Goal 4.3: Modernize and integrate college information systems.
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Request Forms

 

BARC & Facilities Requests

File Attachments:

1. BARC Request - Communications Mesa College Guidelines for Drones 2017.pdf  (See appendix)

2. BARC_Template_16-17 1 - Office of Comm.xlsx  (See appendix)

 

Classified Staff Requests

File Attachments:

1. CHP_DoC Classified Staff Request Priority 1.16-17.xlsx  (See appendix)

 Faculty Position Request 1

 Faculty Position Request 2

 Faculty Position Request 3
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