Worksheet: Administrative #2

Administrative and Support Units
Assessment Plan
	Administration/Personnel Office
	
	FY 2008 (10/01/07-1/30/08)

	Unit/Office/Program
	
	Assessment Period Covered

	(   ) Formative Assessment
	
	January 25, 2008

	(    ) Summative Assessment
	
	Date Submitted


	Institutional Mission/Strategic Goal:

	Mission: Historically diverse, uniquely Micronesian and globally connected, the College of Micronesia-FSM is a continuously improving and student centered institute of higher education. The college is committed to assisting in the development of the Federated States of Micronesia by providing academic, career and technical educational opportunities for student learning.

	Strategic Goal (which strategic goal(s) most support the services being provided):

Strategic Goal 5: Invest in sufficient, qualified, and effective human resources.

a. Provide on-going professional development of faculty and staff.

b. Recruit and retain qualified personnel to allow delivery of quality services.

c. Update personnel policies and procedures to meet on-going human resources needs.




	Administrative Unit/Program Mission Statement :
The Administration/Personnel office will coordinate and implement college policies and procedures as needed by:
· Serving as the office manager of the Campus Administration.

· Assisting the Campus Director with administrative and personnel matter.

· Maintaining confidential files and records of the campus personnel.

· Coordinating the usage of facilities and equipment for both within and outside the college community.

· Supervising clerk typist and work-study students.

· Overseeing the management of the Campus Director’s office.
· Serving as the liaison between the Campus Director and other key staff personnel to ensure smooth workflow of the Campus’ daily operation.




	Administrative Unite/Program Objectives: 

	The Administration/personnel office will improve implementation and monitoring of the strategic plan by:

· Processing Personnel Requisition to Human Resources Office in a timely manner.
· Forwarding confidential files for campus personnel to respective supervisors three months prior to 6th and annual evaluations.
· Improving reporting (monthly and quarterly reports) to Campus Director.

· Participating regularly in personnel meetings to gain and upgrade knowledge and understanding of the college policies and activities.




	Evaluation questions
	Data sources
	Sampling
	Analysis

	1. Did Administration/Personnel Office offer good services and exercise its judgment in handling callers, visitors, and other employees and officials?

  
	Annual Evaluation

Employee’s supervisor
	Random Sample
	Descriptive analysis Content
Analysis

	2. How effective was Administration/Personnel Office in carrying out its work or services on a timely manner?
	Document Review
Employee’s supervisor


	Random Sample
	Descriptive analysis
Content analysis



	3. Was the orientation for new employees conducted by the Personnel Officer completely successful?
	Document Review
Employees

Records
	Random Sample
	Descriptive analysis
Content analysis

	
	
	
	


Timeline

	Activity
	Who is Responsible?
	Date

	1. Develop a calendar plan for fiscal year ‘08-‘09
	Secretary to CD
	FY 2008

	2. Develop a daily work plan for the Campus’ daily operation
	Secretary to CD
	FY 2008

	3. Organize, assign, direct and review the work of others
	Secretary and CD
	FY2008

	4. Coordinate and setup arrangements for CD’s meetings
	Secretary to CD
	FY2008


Comments:
