Minnesota State University Moorhead

  FY 2008 Work Plan Initiative Proposal

Executive Project Summary (not to exceed 1 page)
Project Name:   Office and Administrative Specialist Intermediate (1.0 FTE)
Contact Person(s):  President Barden
Department(s)/Division(s): Office of the President
Summary of Project Description - address the project’s purpose, goals, time line, impact, and assessment:

This proposal requests a new, full-time Office and Administrative Specialist Intermediate position in the Office of the President:

- to provide reception in the Office of the President suite; 
- to provide administrative support to the administrators located in the Office of the President suite -- Doug Hamilton, Executive Director for Public Relations; Jean Hollaar, University Planning & Budget Officer; and Susanne Williams, Assistant to the President; and 
- to assist Maxine Pianka, Executive Office Manager, in providing administrative support to the President.
Summary of Research and References – provide evidence to support the project’s need (e.g.  student learning, recruitment, demographic, usage survey, or peer institution data)
With the recent remodeling of the Office of the President suite and the co-location of several administrators it is essential to provide them with administrative support in order for them to innovate to meet current and future educational needs efficiently (MnSCU Strategic Direction 4).  This position will also provide work load relief to the current Executive Office Manager. 
Summary of Project Budget:
      Dollar Amount

         Funding Source

Total Request:
$46,500 salary/fringe
   Work Plan Initiative

Matching Amount:
__________________
________________________

Net Request:
$46,500 salary/fringe
   Work Plan Initiative
Estimate of ongoing expenditures:
$46,500 plus annual contractual increases

Funding Request:       ___ One-time    _X_ Base budget    ___ Seed money     ___ Internal reallocation
