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Our Mission:  To represent administrative employees, both full- and part-time, within Academic Affairs in the 
consideration of policies and practices that impact the direction of the unit. 
 
Academic Affairs Administrative Staff Advisory Council (AAASAC)  
AAASAC General Council is composed of representatives from colleges and units throughout Academic Affairs, 
who meet monthly as a large group. We maintain four standing committees and an executive committee, who meet 
individually to address issues affecting our constituents, and to move projects forward.   
 
Additionally, AAASAC Council members champion projects, facilitate Virtual Network Gatherings, serve on 
subcommittees, and collaborate with campus partners to develop and support initiatives of mutual benefit. 
 
Executive Committee:  Kathy Lubkowski (Chair), Sandra Purington (Secretary), [vacancy, Vice Chair] 

• Charged with serving as liaison to AVP for Academic Initiatives and Planning. 
• Developing collaborative partnerships across campus, including Human Resources, Talent Development, IT 

Training, Employee Advisory Committee (EAC), and the President’s Task Force on Racial Equity 
(Classified Staff Working Group). 

• Remote Work Collaborative Committee with EAC to gather data from Classified, Wage, and AP 
personnel with respect to remote work and/or hybrid schedules.  Data will be reviewed and compiled for 
the purpose of submitting Joint Recommendations/Guidelines to Leadership in August of 2021. 

• Liaison with the four standing committees; developing project proposals; presenting them to the VPAIP 
and collaborating as needed until the project is complete.  
 

Outreach and Engagement Committee:  R. Pauline Hoyte, Karyn Horridge, Katrina Spickler  
• Established AAASAC Recruitment Procedures and Materials, including timeline and communications.  
• Converted all council seats to “at-large” representation. 
• Expanded council capacity to invite greater participation. Eight (8) new members will join general council in 

July 2021 with 2-3 year terms to maintain rotation balance. 
• Invited new members to attend our June 2020 meeting as guests. 
• Assumed management and maintenance responsibilities for AAASAC webpage (given access in May 2021). 
• Proposed creation of subcommittee dedicated to increasing engagement of Wage (Part-time) staff. 
• Proposed expanding committee charge to include Publicity and Marketing (as a potential subcommittee). 

 
Recognition Committee:  Liana Bayne, Julie Love, Melissa Rebich, Kyra Shiflet 

• Established Provost’s Award for Administrative Excellence and associated processes and materials to 
recognize the inaugural class of honorees (with stipend):  
 Sandra Gilchrist, Learning Technology and Leadership Education, College of Education 
 Melissa Rebich, Deans Office, College of Education 
 Kimberly Hoffman (PT)  Communication Sciences and Disorders, Professional and Continuing 

    Education 
This award will be included in the Provost Faculty Awards and recipients will also be recognized at the 
Faculty Award Luncheon. 

• Created constituent email to acknowledge Administrative Professionals Day (April 21, 2021) 
• Coordinated AAASAC branded gift from the Provost’s Office for Administrative Professionals Day. 
• Continued development of engagement strategies, such as a welcome package for new administrative staff in 

Academic Affairs, as well as other scheduled positive interactions and acknowledgements. 
 
 



Work/Life Balance Committee: J. Michael Penney, Tammy Steele, Lori Tolbert 
• Virtual Network Gatherings featured three (3) AAASAC Meet and Greet Sessions held in January via Zoom 

to launch a more public and interactive phase with our constituents; including the announcement of the 
Provost Administrative Excellence Award and initiation of our first recruitment cycle. 

• April Programming featured Steven Cox, Assistant Director of Financial Aid, presenting information on the 
Madison Scholarship Hub, and fielding questions. 

• Continued discussion and planning for a Campus Tour for administrative new hires, in collaboration with 
HR orientation programming, which will focus on job-relevant locations across campus. 

• Investigating possibilities for exclusive AAASAC programming – such as facility tours, and Wellness 
Initiatives that are compatible with family schedules as well as commuting and parking concerns. 
 

Mentorship Committee:  Lori Tolbert (Chair), Julie Love, Liana Bayne, Sandra Purington, Kathy Lubkowski 
• Newly elevated to standing committee in May 2021. 
• Phasing in elements of short- to long-range programming and opportunities for mentorship and 

professional development in the Academic Affairs Administrative Staff Community. 
• Launched ASAC Helpline on Monday, May 3, 2021 as a shared mailbox:  ASACHelpLine@jmu.edu   

Inviting administrative assistants in Academic Affairs to engage with a mentorship resource for specific 
answers with a quick turn-around time.  The HelpLine is monitored by a small team of AAASAC Council 
members, supported by the expertise of many.  We have formally requested Cherwell Ticketing support, 
with project timeline approval and implementation pending. 

 
Common Goals:  

 
o Pursue collaborative and complementary relationships with both Talent Development and IT 

Training to coordinate efforts to extend the reach of current JMU offerings by providing context 
and timely support for administrative assistants who have completed applicable training. 
Cross-promote current opportunities for administrative staff. 

o Identify new hire/transfer AAASAC constituents to send a personal welcome from AAASAC; 
sharing resources and mentorship opportunities as well as upcoming programming.  

o Build community for all constituents, as we strive to innovate and adapt to changing circumstances. 
o Create opportunities for professional development, engagement and networking. 
o Design and implement an integrated and inclusive approach to mentoring and retention that 

includes access to resources, experienced mentors, Q/A sessions, campus tour, community-building, 
and potential for collaborative training efforts. 

o Advocate for our constituents in the development of policies and procedures, by establishing 
positive and inclusive communication pathways to provide richer context for evaluation and 
decision-making. 

 
AAASAC Future Projects 
 

o Continued Stewardship of Provost’s Award for Administrative Excellence. 
o Short-term events and communications related to recognition of employees; Supervisor/Peer 

recognition. 
o Establish Forms and Process Review subcommittees to address concerns in a focused and ongoing 

manner to ultimately build relationships with university departments beyond Academic Affairs. 
Primary goals include: improving communication, streamlining processes, standardizing procedures, 
increasing compliance, and sharing information. This will also include an I-9 Process review for 
hiring student employees. 

o Establish subcommittee dedicated to increasing engagement of wage (part-time) staff. 
o Develop Health and Wellness Initiatives and exclusive programming for AAASAC constituents, 

with a particular focus on employees doing computer-based work. 
o Campus tours, welcoming new hires, and programming in a post-pandemic world. 

mailto:ASACHelpLine@jmu.edu


o Internal review of AAASAC public communication and marketing strategies, including Web-based 
information, ListServ updates, et al. 

o Update governance document, including a review of job codes that define AAASAC constituency. 
 


