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Cooperative Extension



      
Connecting and Engaging with our Future

Theme Ten: Administrators and Administrative Support

Consider how your theme connects to and interacts with the theme “Support Functions.”  Working with others at your table, take ten minutes and discuss the following – these responses should be recorded on the Recorder Sheet:   
In what ways are the Support Functions and Administrators and Administrative Support themes connected?  How could changes in one theme positively or negatively impact the other theme?  
· All support functions help educators and agents do their work – they are the base
· Reduction of services impacts audiences and decreases amount of work for support staff

· Because staff is stretched thin already – increasing administrators and administrative support staff would benefit all programs

· Write better grants – bring in more money – bring in a grant writer.  Money well spent.

· If there is a decrease in support functions ( then there is an increase in administrative support knowledge of more areas – “Jack of all trades/master of none” fits here…lose efficiency…lose specialization

· All connected to technology

· A decrease in support leads to a decrease in specialization which leads to a decrease in efficiency in administration and administrative assistance which affects the entire organization
· Some didn’t see the connection between the two (support functions and administrators/administrative support) – they don’t really affect each other directly
· With reduced staff it is important not to lose funding sources already in place due to increases to workloads – this impacts programs and our work in the community

· Use the talents of our support and resources that exist internally rather than reinventing the wheel

· Need to continually build capacity of support functions so that it is a full team delivering direct service

· Transparency is important to build the team and avoid leaving individuals out of the loop

· Less people is less creativity in obtaining funding sources

· Implementing the strategic plan helps to guide the funding and infrastructure through times of reduction of staff and finding where another person/position is needed to be more effective and efficient

· Find more volunteers and brainstorm ways to recruit more skilled volunteers

· Explore the skills and talents of present employees who may be able to share what they know and/or train

· Technology training from colleagues in our office

· Don’t need specific program development person, we can do that among colleagues

· Focus on retaining our people in order to be more effective in our work considering a  person becomes more of an asset over time

· Support staff trained to do work that has been centralized in Madison in their own county (such as Human Resources)

If your birthday is in an odd month, get up and find a table in the Support Functions theme area.  If your birthday is in an even month, stay at your current table. Table Recorders will facilitate and record a fifteen minute discussion where each person at the table will share a significant conversation point from STEP THREE.
· What administrators consider necessary support functions needs to be clear so that needs are met

· If a researcher that pulls in grant money is cut, it will affect the program area.  This would be the negative side.  A positive side would be to have a grant writer in that program area.

· Wearing many different hats pulls away from the original job description and creates problems with transferring knowledge to a different person within the unit

· If support staff are cut expectations need to be revisited and top priorities identified

· A possible solution would be to engage more students and volunteers as interns

· A shared knowledge of skills so that more than one person can do the task – especially with website updates, blogs, and other technology

· Continuous classes with other programs to keep current – need continuous training and professional development

· Learn to use the internet for self training because someone has most likely needed the training or knowledge being sought

· Sharing what your working on can create the opportunity to complete a project with more ease and efficiency

· Each office has their own processes depending on where they are - does centralization create more efficiency or is localization a better method?
· Link Administration and support ( find balance to have effective leadership

· Educators + outreach ( pass on resources – we both support educators

· Too much of either (admin or support) will take away from educator funds

· Too little of either – educators spend too much time doing jobs of administration and/or support to get duties done

· Critical ( determine whether funds put into something (tech or other) are worth the cost (cost/usage…break even)

· Different program areas need different technology based on audiences… so need many different types to cover needs of program/clientele

· Support functions point ( both need to be in balance (support and administration) – needs to be appropriate balance, and better communication is needed even now between both

· Problems could be worked out in a better way – not being discussed by the right people but progress is being made on getting the right people to the table (i.e. Latino affinity group)
· Program support is not just taking away from specialists (research) – but giving back

· Support staff allows educators more time to do their work

· “Need to understand what the support functions do for me.”  Allows you to take advantage of what is available to help educators, administrators.
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STEP THREE: The Big Picture
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STEP FOUR: Making Connections
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