Administrative Orientation Training


AGENDA

  9:00 a.m…………….. Welcome New Admin. employees …..……Vanessa Fleeton 

  9:30 a.m………………Correspondence Management…………….Vanessa Coates

     


∙ Assembly of the Administrator’s purple package

∙ Addressing letters/memos, etc.     

∙ Q&A

10:45  a.m…………….. Mail Management ………………………..​.Keith Scott

∙ Incoming/Outgoing Mail (U.S. post office, Fedex, inneroffice, pouchmail)


∙ Burn bag pick-up


∙ Mail list services


∙ Updating mail suites (when relocating offices)

11:15 a.m………………CI Travel Services…………………………June Davis


∙ Travel Profile


∙ Travel Reservations


∙ Billing Information

11:45 a.m………………Training….…………………………….…..Sheila Jackson

 Kathleen O’Connor


∙ Technology Based Training (web-based, satellite)


∙ Computer Training Center Course Offerings & Services


              

