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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) General Council 
AAASAC General Council is composed of representatives from colleges and units throughout 
Academic Affairs, who meet monthly as a large group. We maintain three standing committees and 
an executive committee, who meet individually to move projects forward.  Additionally, AAASAC 
Council members facilitate monthly Virtual Network Gatherings, serve on subcommittees, and 
collaborate with campus partners. 
 
Executive Committee:  Kathy Lubkowski (Chair), Sandra Purington (Secretary) [Joan Fahrney, 
former 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) 

• Conducted an extensive constituent demographic survey to secure data-driven proposals  
• Established query for updating AAASAC constituent list for more efficient communication 
• Updated Governance Document to include adaptations to procedures, reflecting more 

versatility 
 
Outreach and Engagement Committee:  R. Pauline Hoyte, Karyn Horridge, Katrina Spickler  

• Established AAASAC recruitment procedures and materials, including timeline and 
communications  

• Defined Recruitment Committee to review nominations and install new council members 
• Continued branding efforts adhering to JMU guidelines  
• Drafted webpage information and updates 

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

• Effected cross-promotion of Peer Recognition Programs, working in partnership with Human 
Resources liaison. This effort delivered a measurable increase in participation in existing peer 
to peer programs. 

• Coordinated creation of an AAASAC gift basket awarded during opening staff meeting in 
August 2020. 

• Established Provost Award for Administrative Excellence and associated processes and 
materials for Spring 2021 and nomination review committee.  The first annual Provost Award 
for Administrative Excellence will honor two (2) full-time and one (1) part-time administrative 
staff in Academic Affairs, as defined by award criteria.  This award will be included in the 
Provost Faculty Awards and will also be recognized at the Faculty Award Luncheon. 

 
Work/Life Balance Committee: J. Michael Penney, Tammy Steele, Lori Tolbert 

• Monthly Network Gatherings were translated to virtual opportunities for 2020 focusing on 
wellness, staff networking, and featured topics with campus experts. 

o September: Balanced Dukes with Tara Roe with 24 in attendance 
o October: Course Scheduling with Laura Lear and Vanessa Breeden with 20 in 

attendance 



o November:  HR Recruitment and Hiring Freeze Details with Jennifer Kester with 39 in 
attendance 

o Virtual meetings will continue monthly throughout the upcoming year. 
o AAASAC Virtual Meet and Greet Sessions (3) are scheduled for January to launch a 

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

• Continued discussions for campus tour for administrative new hires, in collaboration with HR 
orientation programming, which will focus on job-relevant locations across campus. 
 

• Mentorship Subcommittee (Lori Tolbert, Chair) – Phasing in elements of short- to long-range 
programming and opportunities for mentorship and professional development in the Academic 
Affairs Administrative Staff Community. 

o Short term rollout of mentorship concept within the Virtual Network Meetings – 
incorporating an expert administrative panel (2-4 people) for question/answer, and 
discussion on specific area of job responsibilities.  Topics will vary based on constituent 
feedback, job task timelines, and the expertise of volunteers. 

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. 

o Identify new hire/transfer AAASAC constituents to send a personal welcome from 
AAASAC representative -- sharing resources and mentorship opportunities as well as 
upcoming programming.  This also connects with the New Employee Campus Tour 
concept. 

o Build community for new employees and continue mentorship networking strategies.  
o Develop one-on-one mentoring relationships to support new hires and/or transfers. 
o Design and implement a united and inclusive approach to mentoring that includes 

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

 
AAASAC Future Projects 
 
 Expansion of General Council to include at-large seats for full- and part-time staff for the 

purpose of including more voices and different perspectives in the representation of 
Administrative Staff within Academic Affairs. 

 
 Forms review to be conducted collaboratively with campus partners 

 
 Announcement and implementation of AAASAC Helpline (TBD) as initial rollout of Mentorship 

Opportunities.  This project is currently under development to define structure and processes. 
 
 Continued Network Gatherings including Meet and Greets, and Expert Panels on job-related 

topics 
 
 Further evaluation of survey data to inform programming decisions and new initiatives 

 
 I-9 process review in conjunction with Student Employment to improve compliance for student 

hires 
 



 Continued and expanding collaborations across university-level departments in an effort to: 
• Improve communication 
• Streamline processes 
• Standardize procedures 
• Increase compliance 
• Share information 
• Cross-promote current opportunities for administrative staff 
• Identify new opportunities for professional development, networking, and engagement 
• Innovate and adapt to new circumstances while creating a sense of community 

 


