
 
 

 
Northland Community and Technical College 

East Grand Forks Campus 
Administrative Support 

Advisory Committee Meeting 
March 25, 2014 

Minutes 
 

Attendance The Administration Support Program Advisory Committee met on March 25, 

2014, at 6 p.m. at the East Grand Forks campus for a dinner meeting. 

Attendance included: Tena Hanson, Jen Knudson, Roxanne Melberg, Mary 

Knutson, Maureen O’Connell, Katie Stoley, and Linda Simmons. Jen Knudson 

called the meeting to order at 6:50 p.m. 

    
Minutes of  The minutes of the October 29, 2013, meeting was approved by Mary 
Previous Meeting Knutson and seconded by Maureen O’Connell. 
 
Reports 

Enrollment Linda reported on the enrollment. It was noted that two students graduated in 

December, 2013, and have jobs within their field. Eight students will graduate in 

May, 2014, for a total of ten graduates compared to 14 last year. Linda keeps 

contact information on the graduates for placement tracking purposes. It was 

noted that enrollment is down across MN in general. 

 

New Business Keyboarding II was changed to two credits to align with program standards of 60 

credits starting fall 2013. The course time length was one hour and 20 minutes, 

which the students felt was not enough time to do Production Tests and 

Timings. It was requested and approved by Academic Affairs to be 3 credits 

again. The current students will follow the current program plans, but the new 

students starting fall 2014 will follow the program plan with Keyboarding II 

change back to 3 credits. 

To align with 60 credits the technical elective Internships was changed from 3 

credits to 2-4 credits which aligns with Core Learning Outcomes, Institutional 

Outcomes, Program Outcomes, and Course learning outcomes. 

Business Division 

Training Plans  There was a lengthy discussion on the Business Division Training Plans and 
Evaluation for Software Support Internships. The training plan was updated to 
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the current terminology and duties of administrative software support 
secretaries today.  

 
Under Routine Duties: Add #4 Student will demonstrate ergonomic principles 
and safe practices when using computer technology. 

 
Add: Software Support Duties ( as below.) The revise copy will be on the agenda 
for the next meeting for review. 
 

 Student will utilize appropriate computer software efficiently and accurately 
to perform office tasks required in a business setting. 

 Student will demonstrate ergonomic principles and safe practices when 
using computer technology. 

 Student will evaluate, install and test computer software and hardware. 

 Student will provide technical assistance and training to users on proper 
operation and maintenance of computer software and Hardware 

 Student will troubleshoot software and/or hardware problems 

 Student will analyze and install appropriate anti-virus software. 
 

Other Business No other business 

 

Adjournment The meeting was adjourned at 7:15 p.m. by Jen Knudson and second by Tina 

Hanson.  


