Administrative Support (4 credits) advanced, non-liberal 

HOW LEARNING WAS GAINED:
Providing support for executive-level staff takes a variety of special skills.  The last 15 years of my professional career, I have been afforded employment opportunities that have provided for professional teachings/learnings to support the “echelon” within or on behalf of an organization.  

Presently, I work as a Program Analyst where I am responsible for supporting the international travel and meeting activities of the Chairman and Commissioners of a division of the federal government.  Previously, I provided high-level support for the Chief Operating Office of a major non-profit organization and oversaw the administrative operations (regional support) for the Northeast Region and several Regional Vice Presidents.

I have learned throughout my professional career that in a “support” capacity of an Executive, one must naturally have or be able to acquire the ability to provide outstanding customer service to all. They must be able to pay attention to detail, be able to multi-task on many different levels and maintain a high-level of confidentiality.  

WHAT LEARNING WAS GAINED:


As a support professional, I have learned (received training in) the following areas:

· Workload and Time Management

· Maintaining Confidentiality

· Event and Meeting Planning and Preparation

· Organizing Systems

· Supervising 

· Listening 
· Research and Analysis

· Manipulating Technological Devices and Networks (www.)
· Multi-Tasking
· Planning and Implementation

· Organizing and Delegating

· Preparing Briefing Materials
· Dealing with varied leadership styles

Overall, my experiences have provided me invaluable learning.  I have learned that effective office management is vital to the successful operations of supporting an Executive.  I have learned the tools needed to supervise and lead subordinate staff, provide training to all levels - from salary and compensation to day-to-day office processes and procedures.  I have enhanced my abilities to multi-task, preparing briefing materials, providing exceptional customer services and proper meeting preparation.  In addition, I have maintained up-to-date and advanced skills in technology and office systems.

What challenges have you faced in learning about this subject?

· Supervision of Administrative Staff
· Constant Change in High-Level Office Environments
· On-call demands, utilization of blackberries or remote access

RESOURCES:

List any books or articles you have read about this subject (or other resources such as software or videos).

Competent Leader (Toastmaster International, 2009 - 2010)

Competent Communication (Toastmaster International, 2009 - 2010)
Materials from AARP’s Exceptional and Competent Leader certification (2006)
Guide to management in the non-profit environment (2004)

Produced training materials for administrative support trainings (2002-2006)
A Women’s Language to Success in Business (1999)
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Evaluator Recommendation:
Section 1: Method of Evaluation Ms. ____ discussed her knowledge with the evaluator. We reviewed her essay, and she submitted additional information.

Section 2: Source of Learning Ms. ____ was employed by ____  as a Senior Management Specialist and Regional Operations Manager.  The student was the intermediary contact between the Chief Operating Officer and Regional Staff. In her positions, she was responsible for developing communications with staff in all states and regional offices. Ms. ____ supervised ten state offices as the manager of the northeast region. She maintained a budget, interviewed applicants, gave performance appraisals to her staff, planned events for volunteers who attended an annual conference, and researched and analyzed salary surveys to determine salary issues. She trained 10 administrators on business ethics issues.  Ms. ____ was also employed by ____ as a Program Analyst. She supports the Chairperson and four Commissioners. Ms. ____ prepares briefing materials relating to foreign travel. The student also developed a computer system to track international systems in the agency.  Additionally, Ms. Thompson is the Vice President of a Toastmaster’s Club, which permits members to speak before the club. She trains new staff members in the procedures of public speaking. The student has also read several books relating to the subject matter. In the above positions, Ms. ____ was required to maintain a high level of confidentiality.

Section 3: What College-Level Knowledge was the student able to demonstrate? 

Ms. ____ has an excellent knowledge of Administrative Support issues. She mastered the ability to communicate with high level management by providing their required information. Ms. ____ knows how to prepare briefing materials that top management uses to conduct business with internal and external organizations. The student has the knowledge to interview applicants for employment, as well as conducting salary surveys relating to compensation and performance appraisal bonuses. Ms. ____ knows business ethics and budgeting, and has a complete knowledge of multi-tasking and attention to detail so that she can keep her supervisors informed of needed information. The student knows how to schedule meetings and conferences, and how to organize events. Ms. ____ has an excellent knowledge of technological and computer issues, and she knows and understands how to maintain and keep information confidential.

Section 4: What Skills and Concepts would you expect a student to be able to demonstrate who has gained College-Level Knowledge of the topic listed above?
The student should perform administrative duties for executive management, including screening calls; making travel and meeting arrangements; preparing research, drafts, or abstract reports; improving systems; coordinating office work flow, composing correspondence for her own or her manager’s signature; keeping projects on schedule and ensuring that deadlines are met, earning the confidence of superiors and assuring discreet handling of all business issues.

Section 5: 
1. If you are recommending credit that differs from what was originally requested (recommending fewer, more, or no credits, or recommending credits be awarded under a different title or for a different topic), please explain your reasoning for the change below
: 
2. If you are recommending anything other than the basic unit of 4 Introductory level, Non-Liberal credits, please explain your reasoning. I recommend that the student receive five advanced, non-liberal credits. While it is usual for the student to receive four credits, I recommend that Ms. ____ receive five credits because the knowledge she has for this study was working with top management at the highest levels, which permitted her to know important information relating to confidential issues. The knowledge she gained exceeds what is usual for this study. The student’s knowledge is the equivalent of an advanced college level course. 

Section 6: Does this topic satisfy SUNY Gen Ed requirements? If Yes, which area, and why?
No

Section 7: Do you see any possible overlap with either other PLA’s you were assigned for the student, or other topics listed on the Student’s degree program?
No

Section 8: Evaluator Qualifications:

The evaluator taught Administrative Support studies as a Mentor, Tutor, and Evaluator at Empire State College

Section 9: Is there anything else that you feel the Assessment Committee should know while reviewing the student’s Degree Program?
No
�The student explains the professional positions where she gained this learning. 


�This paragraph offers brief insights into key skills for administrative support.


�This is a very clear list of areas about which the student has learned.  An evaluator can easily start a conversation about any of these areas.


�The student offers additional insight into her areas of learning.


�In this section, the evaluator identifies the specific areas of learning on which he’s basing his credit recommendation.


�The evaluator is recommending  more credit than the student asked for, so provides a rationale for that recommendation. 





