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Office procedure students
dive into service-learning

When CSCC students signed
ug for the Office Procedures and
Administration class this spring,
they did not know they would be
doing more than learning about
office procedures: they would
actually be implementing them!

By incorporating a service-
learning project into the curricu-
lum, ~ students W Ann
Cunningham's class have been
keeping busy planning a seminar
for local high school students
called “How To Get 2 Job anci
Reep It.” -

The seminar 15 scheduled for

“Aprll 21, from 9 am. to 2 pm.

The purpose. of the event is to

assist high school studenis in
taking their first step for inde-
pendence, financlal success and
a bright future.

The day will focus not only on
employment skills, but also cus-
tomer service siills. The seminar
will include an employer panet,
workshops from CSCC instruc-
tors as well as skits related to
costomer service performed by
C8CC students. '
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cussing things students can do
in their part-time jobs that will
make them more employable in
the future in their professions.

Susan Webb-Curtis, associate
professor of cooperative educa-
tion, will be conducting a work-
shop on employment skilis. Amy
Fowler, assotlate professor of
business, will be conducting one
on customer service.

Cunningham  staied, “We
wanted to do someshing relevant
to teday for these high scheol
students, as well as for their
future.”

Service-learning student
Peniny Stonecipher said, *1 think
the seminar we are putting
fogether will help a lot of high
sthool students, 1 am looking
forward to participating in this
event.”
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Vanderbill University and anoth-
er service-iearning workshop this
past January hosted by Brevard
Community College in Florida.

She was already thinking
about sending students out into
the community to complete serv-
ice-learning tasks when the pre-
senters from Brevard mentioned
incorporating this into a class
project. The rest is history;
Cunningham said if ali goes well,
she hopes this will become an
annual event each spring.

“Ann gham is at the
vanguard of our efforts to incar-
porate service-learning into our
cwrrieulum,” stated Dr. Jerry
Faulkner, vice president of aca-
demic affairs. "She is fo he
applauded for taking the initia-
tive to provide this vaiuable
opportznlfy o our students.”

“One of the main topies for the
office procedures administration
course is everd planning, Instead
of reading a chapter and answer-
ing guestions on event planning,
these students actual!y get o
plan  anm  event"  stated
Cunningham.

“There’s a section cn written
commtinication and writing busi-
ness lefters, Instead of writing a
business letter that #s fictional,
students have had to write letiers
te over 60 husinesses in our five-
county service arez requesting
goos prizes and once they receive
the door prizes, they will have to
write thank you letters.”

The class was divided Into five
committees-program, deor prize,
budget, records and registration.
Each committee is responsibie
for varlous tasks throughout the
semester, depending on the role
!hey play in preparation for the

’Z‘he pregram committee fs
respensible for contacting all of
the speakers for the employer
panel and the workshops, plan-
ning the event schedule and
deslgning and preparing the
written program for the event.

The door prize commitiee s
responsible for maintaining a
spreadsheet listing all bustness-
es who were asked to donate,
which student made the confact,
business responses and whe wiil
prepare a thank you latter for
each business that denates,

The budget committee is
responsible for doing requisitions
for food, and keeping & spread-
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sheet detalling event expendi-
tures. They atso will prepare
mea] tickets for the attendees
and agsist other committees with
logistics. The records committee
keeps up with ali documents, let-
ters, spreadsheets generated
through the planning of this

- event. They have set up and are

maintalning a filing syster.
The responsibilities of the

registration commitice include -

designing and copying the reg-
istration forms that were sent
te the high schoois, As regisira-
tion forms are returned, this
committee wili put together a
packet of information that each
high school student will recetve
when they arrive for the semi-
nar. ’

“Bo far, it 15 going really well,
bettey than I ever expected,” stat-
ed Cunningham, “The students
have all been very positlve in
thefr feedback, and [ think this is
reatly making them have to think
outside the Sox, which is a good
thing,"

Service-learning student
Tammy MeCann sald, I have
thought about what the goal of
this project should be. There wil
be so many students en campus
who have never heard they can
do or achieve anything, and }
belleve this will be such a gredt.
time fo make a Jasling impact on

aulkner said, These students

are doing a phenomenal job at
applying the knowledge and
skilis they gain in the classroom

Sherrs Witt

Assoclate professor of
office administration, chair
of Business Dept., co-dean
of Business and Technology

32 Years of Service at
Cleveland State

Hobbies: Reading,
Walking, Going to all kinds
of sporting events, actively
supports CSCC sports

Community
Inveolvement
Cleveland/Bradley County
Teachers Federal Credit
Urlon board of directors,
Advisory Board mentber for B
the Business Depts. at
Cleveland High Scheot and Walker Valley High School,

Supporter/far;: of varlous athlefic events In communtiy.

Degrees: Bachelor of selenge from University of Clneln:
business educallon master's of arts In economics, Ball &
University, business education

Additlonal  graduate hours from
Memphis/University of Tenmessee

What do you like most sbout working at CSCC?
CSCC Family! [ love the people, how friendly they are anc
family feellng you get working here!

Children: 1 son, Scot [Cleveland}

University

Cunmingham said, ¢
learning makes a con
between the community :
student, which makes th
ing more real. It &5 not jus
thing oui of a textboc
something where they fe
can make a difference
wordd."

to a real world situation. Al the
same Hime they are providing a
valuable service to the communi-
ty. That is the definition of serv-
ice-learning. Our goal is to
expand our service-learning pro-
gram fo the point that every stu-
dent can have this kind of oppor-
tunity.”




