
 
 

 
Northland Community and Technical College 

East Grand Forks Campus 
Administrative Support 

Advisory Committee Meeting 
October 27, 2014  

Minutes 
 

Attendance The Administration Support Program Advisory Committee met on October 27, 

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

Attendance included: Jen Knudson, Roxanne Melberg, Mary Knutson, Maureen 

O’Connell, Katie Stoley, Sandi Luck, Sharon Whetstine, Heidi Sundquist, Julie 

Rivard, and Linda Simmons. Jen Knudson called the meeting to order at 6:55 

p.m. 

    
Minutes of  The minutes of the March 25, 2014, meeting was approved by Julie Rivard 
Previous Meeting and seconded by Maureen O’Connell. 
 
Reports 

Enrollment Linda reported on the enrollment. It was noted that the credits were decreased. 

It was noted that enrollment is down from 34 in spring 2011 to 29 in spring 2014 

in AAS programs and enrollment for the college is overall down 7%. Linda keeps 

contact information on the graduates for placement tracking purposes and all 

graduates from last year all are employed. 

New Business This year the Administrative Assistant Program is being reviewed. Every five 

years each program is reviewed. Linda requested assistance from the Advisory 

Board. 

Linda suggested continue with the goal of keeping up with the technology. 

Discussion includes keeping up with the new technology including Web X and 

other current technology. An objective would be to teach Microsoft 2013. 

Another objective would be to teach the students to understand Web X and 

presentation software.  

Discussion was lengthy about Goal II. Important topics in curriculum would be to 

include management skills, answering the phone, customer service, and 

communication. Include interpersonal communication skills as Goal II. 

Objectives could be Enhance customer service skills and enhance personal 

communication skills. Enhance the written communication via email. 



2 
 

Next step was to look at 5 years in the future with the first question is to 

identify employment and salary trends in the AAS area. Committee members 

believe that there will be an expansion of the role. Many jobs have already 

changed in the workforce with secretaries being obsolete. The expectations 

have changed and include more specific jobs. 

Emerging technology continually changes each day and it becomes necessary for 

students to keep abreast of the information. The generations are changing so 

quickly and we need to keep updated along with understanding their learning. 

Future changes in the program in 5 years will be a drastic change. Thoughts of 

drones delivering your mail was discussed–end of textbooks–and most forms 

are completed online or e-files instead of paper copies. Expectations will 

increase and the variety of tasks will be expanded. 

 
Other Business No other business 

 

Adjournment The meeting was adjourned at 7:45 p.m. by Jen Knudson and second by Heidi 

Sundquist. 


