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ADMINISTRATIVE UNIT REVIEW 2009
	1. Name of Unit:
	Enrollment Services

	
	

	2. Employees in Unit and their Titles:
	Cheryl A. Malsheimer, Director of Enrollment Services/Registrar 

	
	Carol Anderson, Assistant Director of Enrollment Services

	
	Aurora Stevens, Senior Enrollment Services Specialist
Myriam Ammerlaan, Enrollment Services Specialist

	
	

	3. Please identify the purpose or role of your Unit. Indicate any changes/growth/downsizing that may have occurred in your Unit over the past year.

	The Enrollment Services Office facilitates the registration and admission processes. This office maintains accuracy and enhances accessibility of student records to the college community. This office also plays a key role in the successful implementation of technological advancements – most notably with the Enrollment Management Module for Banner. The Director of Enrollment Services was instrumental to the success of this ongoing initiative and was recognized at the SunGard International Conference in Philadelphia in 2009 for her work with implementing this technology.
This office has experienced enrollment growth over the past year in the following areas:

Admissions applications for fall 2010 have increased by 17.6% over last fall, FTE for fall 2010 has increased by 14.8%, and headcount for fall 2010 has increased by 4%. Additionally, the number of veterans enrolled at Florida Keys Community College has increased by 309.5% 
This unit maintains and accepts increasing responsibilities with fewer resources over the past several years. For example, there has been transition with the position of Asst Director of Enrollment Services – 3 people have assumed this position, all requiring training from the Director. The lapses in employment of this position have also required the Director to assume both roles and duties. In addition, one of the enrollment services specialist position had been vacant for approximately 3 months during the 2008 to 2009 year, creating more demands on the unit.



	

	4. Explain to what extent your Unit supports other programs and/or units at this institution. Please include student and/or staff demographics relevant to your Unit and its purpose.

	The Enrollment Services Office is the official keeper of all college records regarding admissions and registration, therefore our office supports all of the instructional units/programs. We provide support to the instruction division by maintaining the database that records all of the courses scheduled (both credit and non-credit), the students enrolled in those courses and the final grades recorded electronically by the faculty. We work closely in supporting the other student affairs units by providing them with access both electronically and via paper files of student’s records (past, present and future). Additionally, we directly support the students by providing them with access to admission, registration, and academic records. We are responsible for evaluating incoming transcripts, providing enrollment verifications, overseeing veteran’s programs (eligibility and certification), and facilitating international student admissions. We are the final approval on graduation, which includes printing and mailing of diplomas and certificates and compiling a list of graduates for the annual commencement ceremony. We provide students with copies of their academic record, both electronically and hard copy, for admission into other colleges and universities and/or for job applications.  We also support students in navigating our online services so that they can have electronic access to their transcripts and registrations.


	

	5. Please list any innovations, new projects, or local and/or state-wide efforts to improve your Unit over this past year. Indicate whether the efforts were included in your annual plan. If these were not part of your annual plan, explain how they came to be priorities and what the outcomes were.

	Over the past year the Enrollment Services Office has worked on several software upgrades. The Director of Enrollment Services/Registrar has worked on the implementation of Enrollment Management software with the Enrollment Management team. This software allows for tracking, recruiting and communicating with current and future students. This software was implemented by a team that meets on a regular basis to discuss communication plans. These plans enable the college to communicate with prospects-encouraging them to become applicants. We have also developed communication plans to inform our applicants and current students of upcoming registration dates and times. This project was part of our annual plan. We are continuing to enhance this product and intend to automate the process for notifying students of missing documents required to complete their application for admission. Currently we notify students via a letter sent out once a term and it requires a lot of manual checking of student’s files. With the automation of this process we will be able to use our database software to communicate with students via email on a continual basis until their applications are complete.
Our office has also been involved in implementing Degree Works, a software package that allows for students and advisors to perform degree audits, what-if scenarios, individual education plans and GPA calculations. Once it is operational we will also be able to use it to create better class schedules. We will be able to query all student plans to see what courses they need to meet graduation requirements and we will be able to use that data to make sure that we are offering enough sections of the courses needed for graduation. We hope to have this software available in the fall 2009 term for our advisors use and then to make it available to students in the spring 2010 term. This project was not part of our annual plan. It became a priority when we were authorized to purchase the software necessary to implement this. This was put on a fast track implementation because of the many benefits that it offers to the students and the administration.
Additionally we have participated as a development partner with Sungard for testing Flex Registration. This product has the ability to change the way we handle online registration. It will allow us to open up online registration to continuing education students (currently not available). It also greatly improves the way online registration works, making it more user friendly for our students. This project was not part of our annual plan, but was recognized as an opportunity to participate with our software company in developing a product that would provide many benefits to our students. As a result of being a development partner we were offered the software at a significant discount, saving the college 44% and allowing us to begin planning of the implementation phase.




	6. Explain your satisfaction with your assessment of your 08-09 plan and the impact that your efforts had toward achieving your objectives and outcomes – and ultimately the mission of the institution.  

	The implementation of the EM software has had a significant impact on the mission and goals of the college. This major achievement has contributed toward the accomplishment of goal 1 – to differentiate and revitalize and goal #5 – to optimize technology, by enabling us to respond to prospective students in a more timely fashion. It has enabled us to develop specific communication plans for specific targeted markets. In the past we did not record any information regarding prospective students, so we had no idea what recruitment efforts were successful and which were not successful. Use of this software and more importantly the continual fine tuning will allow the college to direct its recruitment and marketing resources to projects that have a higher yield rate. It will also allow us to develop structured communication plans for informing students of registration dates and other important student dates. We also foresee using it in developing and assessing retention and graduation rates for our students.



	7. Identify the sufficiency of the physical, financial and personnel resources available to support your unit this past year. 

	With the increased applications and enrollments and the substantial turnover experienced by the department the past year has been very challenging. Currently our records room is overflowing with applications for admission and student documents. We could use a full-time records retention person in the office just to maintain all of the student files. Additionally we have not done any optical disk scanning of documents in many years-even though we have the equipment-we do not have the staff that can dedicate time to this project. The demands on this unit are continually increasing, however, the personnel to support and meet these demands has not. The ideal solution to successfully meeting the demands placed on this unit would be to outsource the backlog scanning and hire one fulltime staff member to maintain all current filing and scanning responsibilities. This new staff person could also initiative the move to a paperless office, which would reduce filing and would also reduce the number of lost files..



	8. After reflecting on the purpose of your Unit, people served, and the achievements made over the past year, please identify anticipated future changes and resource needs (personnel, equipment, space, workloads, etc.) that you would like to include in next this year’s (2009-2010) or next year’s (2010-2011) annual plan to promote continued growth. 

	With enrollment increasing the number of student files is also significantly increasing, implementation of a paperless office would improve our service to both students and staff by providing them with a more timely response to their request for student files. As previously mentioned this would require outsourcing of backlogged paperwork and at least 1 full-time staff member to manage the project. It would also require upgrades to the current system. 



	9. This Unit’s operations are:

	
	
	
	

	 
	Strong
	Please explain:
	

	

	X
	Moderate
	Please explain:
	This unit’s operations are moderate to strong-we are strong in the implementation of new technology that better supports students, faculty and staff. We are moderate due to the overload of paper files and filing that we can never seem to catch up on.

	

	
	Weak
	Please explain:
	


	10. Please indicate your overall recommendation for this program:

	
	Continue with current operating plans
	Please explain:
	

	

	
	Incorporate new objectives/outcomes into current 2009-2010 plan
	Please explain:
	

	

	X
	Include identified future needs in the spring planning for 2010-2011
	Please 
explain:
	Would like to see the revitalization of the optical disk storage system, including hiring of a records retention specialist.
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