COM-FSM Chuuk Campus

PROGRAM EVALUATION

Certificate of Achievement in Secretarial Science

Purpose:  The Certificate of Achievement in Secretarial Science is design to prepare students for the entry-level office jobs most frequently and most widely available today, as well as for those who are already working and wish to upgrade their skills in making decisions and solving office problems.
Procedures: Certificate of Achievement in Secretarial Science provides the following
a. Program Goals or Program Leaning Outcomes:
1. Apply proper bookkeeping techniques in an office

2. Demonstrate general computer competence and information technique literacy.

3. Demonstrate proper office procedures and management techniques.

4. Communicate effectively in English for business purposes.

5. Perform business computations and apply logic as needed.

6. File documents properly and use common office machines.

b. Program History:  The program was first introduced to Chuuk Campus Fall 2009.  As COM-FSM Chuuk Campus began to phase out its General Studies Certificate Program, it needs a new program that can accommodate the number of students that are accepted in certificate program coming into Chuuk State Campus.
c. Admission requirements: A student must have a high school diploma or GED equivalence and pass the COMET at least at certificate level to be admitted into Certificate of Achievement in Secretarial Science.  
d. Program Description: Similar to that of Bookkeeping Certificate Program, the Secretarial Science Certificate program is a skill enhancement program for those who wish to enter into the workforce specifically in the area of office duties and responsibilities.

e. Program completion requirements: A student in the Certificate of Achievement Program in Secretarial Science must complete all the required courses with a C average. See section f for detail on the courses 
f. Program courses and enrollment: Below are the courses for the Secretarial Science Program.
· CA 100s (Computer Literacy for Secretaries)

· CA 101s (Computer Application for Secretaries)

· BK 095 (Bookkeeping I)

· BK 096 (Bookkeeping II)

· BU 095 (Filling Office Procedures)

· BU 097 (Introduction to Entrepreneurship)

· BU 098 (Basic Business Math)

· BU 099b (Office Management)

· ESL/BU 095 (ESL for Business Purpose I)

· ESL/BU 096 (ESL for Business Purpose II)

· MS 095 (Pre Algebra)

· SS 100 (World of Works)

g. Program faculty: The program runs under what used to be Business and Computer Division but now called CTOP (Career Training Opportunity Program).  Since 2009 the Business and Computer Division had 4 full time instructors.  It was only late last year that one of its full time instructors resigned leaving only 3 full time instructors dedicated to the business and computer courses for the Secretarial Science program.  Additional instructors are from different areas like English Department, Education and Social Science Division and Math and Science Division.  The program also has 2 part time instructors certified to assist in teaching when deemed necessary.   Details the faculty members that taught the required course from Fall 2010 to Summer 2011are mentioned below:

	Course
	Instructor
	FT/PT
	Degree
	Degree Background
	IHE

	CA 100s
	Atkin Buliche
Edward Oliveros
	FT
PT
	MS
CPA
	Computer Science
Accounting
	Univ. of Phoenix
Univ. of the Philippines 

	CA 101s
	Atkin Buliche
	FT
	MS
	Computer Science
	Univ. of Phoenix

	BK 095
	Herner Braiel
Edward Oliveros
	FT
PT
	MA
CPA
	Economics
Accounting
	Western Michigan Univ.
Univ. of the Philippines

	BK 095
	Herner Braiel

Edward Oliveros
	FT

PT
	MA

CPA
	Economics

Accounting
	Western Michigan Univ.

Univ. of the Philippines

	BU 095
	Roger Arnold
Gardenia Aisek*
	FT
FT
	MBA
MBA
	Business Admin.
Business Admin.
	Univ. of Guam
US International Univ.

	BU 097
	Herner Braiel
Gardenia Aisek*
	FT
FT
	MA
MBA
	Economics
Business Admin.
	Western Michigan Univ.
US International Univ.

	BU098
	Roger Arnold
Edward Oliveros
	FT
PT
	MBA
CPA
	Business Admin.
Accounting
	Univ. of Guam
Univ. of the Philippines

	BU 099b
	Roger Arnold
	FT
	MBA
	Business Admin.
	Univ. of Guam

	ESL/BU 095
	Cecile Olveros
Cecilia Hartman

Jothy John

Lyn Sipenuk
	FT
PT

FT

PT
	MPA
MA

MA

MA
	Public Admin.
English

English

English
	Univ. of the Philippines
???

Adrew Univ. Michigan

???

	ESL/BU 096
	Cecile Olveros

Cecilia Hartman

Jothy John

Lyn Sipenuk
	FT

PT

FT

PT
	MPA

MA

MA

MA
	Public Admin.

English

English

English
	Univ. of the Philippines

???

Adrew Univ. Michigan

???

	MS 095
	Danilo Mamangon
Remidios Acosta

Miuty Nokar
	FT
PT

FT
	MS
MS

MS
	Math Education
Math

Math Education
	Univ. of the Philippines
???

San Diego State Univ.

	SS 100
	Siwiter Eter
Edward Oliveros
	FT
PT
	MS
CPA
	Education
Accounting
	Eastern Oregon Univ.
Univ. of the Philippines


* Ms. Gardenia Aisek joined the Business/Computer Division late 2009.  She resigned a year   after to become the Director of Chuuk State DOE.
h. Program Outcome Analysis:  There are 10 program health indicators for which data is not available at Chuuk State Campus but perhaps with IRPO at the National Campus.

	No.
	Health Indicator
	Data

	1
	Program enrollment
	

	2
	Graduation rate
	

	3
	Average class size
	

	4
	Students’ seat cost
	

	5
	Course completion rate for the program
	

	6
	Students’ satisfaction rate
	

	7
	Employment data
	

	8
	Transfer rate
	

	9
	CLOs
	

	10
	SLOs
	


i. Recommendations: The following recommendations are results from experiences Business/Computer Division had at Chuuk Campus.
Recommendation #1:  More mentoring is needed to assisting incoming students entering into the Secretarial Science Certificate Program or any certificate program for that matter.

The result of the COMET determines whether a student is to enroll in a degree or certificate program.  Great portion of COM-FSM Chuuk enrollees enter certificate programs.  The rest enters degree and/or ACE programs. Many students who enroll in Secretarial Science Certificate Program do not realize the purpose of the program. In fact some students simply enter the program because of it’s the only choice they have.
CTOP should build a collaborative effort with counseling office in guiding the students in the program. Since many enter the program because it’s the only choice they have, students should understand the program true purpose.  Once students can understand the intention of the program, they can choose a path to follow.  Therefore there should be continuous support between Counseling office and CTOP to properly guide the students in the Certificate of Achievement in Secretarial Science Program. (Note: detail on the paths will be mentioned in the preceding recommendations)
Recommendation #2: The next recommendation reflects the purpose of the program.  CTOP should build a stronger partnership with local business and government agencies in the Secretarial Science Program.

During the 2011 Chuuk State Economic Summit, Governor Wesley Simina has placed workforce development as an important initiative Chuuk State should adopt.  Such intention correspond the effort of the program which is job placement through skills enhancement.  
Students in the Secretarial Science program should have the eagerness to enter workforce when completing the program.  For that CTOP should build stronger relationship with both the private and public sectors. Knowing Chuuk State has already placed its commitment in workforce development, it should make it less difficult to establish such relationship.  As for the private sector, CTOP should find time to meet and perhaps do presentations on the kind of programs it offers to business owners and so forth.  Next to government, businesses are also big employers of office workers. (Note: This is a job placement program.  It is best to know the needs of potential employers.)
Recommendation #3:  Third recommendation relates to the fact that not all students entering Certificate of Achievement in Secretarial Science Program because they want to move right into the workforce.  Some are there because they could not enter degree program although in their plans they wish to move toward associate degree level.  Therefore it is recommended that CTOP should find ways to assist these students move upward toward degree program.
CTOP starting Fall 2010 to Spring 2011 had pilot a COMET Prep course held every Saturdays.  Since there is no money to hire actual instructors, the course was taught by Faculty of CTOP on a voluntary basis.  For two semesters, 27 students attend the course.  Out of the 27 students 25 have moved into regular degree program and/or ACE. 

Therefore CTOP should continue its effort in helping its students that want to continue into degree program.  The Saturdays COMET prep is just one example.  Perhaps if more funding is granted, CTOP can make the COMET Prep available to anyone who wishes to enter degree program.
