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Employee Personal
Day

January 2

January 16

May 28

July 4

November 21 - 23

Open Enrollment for Overtime Leave 1/25/12 - 2/24/12

« Full-time non-exempt employees are eligible to earn 1.5 hours over-
time leave for every overtime hour worked, not to exceed more than
60 hours at any given time

After 60 hours of leave are accrued, overtime will be paid in the
appropriate pay advice

Overtime leave must be approved by your supervisor

Overtime leave appears in a separate leave account in J-Ess or My-
Madison

Please contact Susan May, 8-6126, if you are interested or have any
questions
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“Jack of all trades” is a term that can easily apply
to any employee in the Utilities Shop. They regu-
larly have their hands in all sorts of tasks that re-
quire basic carpentry, plumbing, electrical and me-
chanical work. This includes repairs to doors, win-
dows, ceilings, floors, kitchen equipment, lights,
and commodes. In addition to responding to regu-
lar work requests, the shop performs summer
sweeps of the dorms, looking for repairs that need
to be made. Utilities workers are also heavily in-
volved in preparing new and renovated buildings
for use. For example, prior to the opening of the
Forbes Center for the Performing Arts, workers
had to hang all the pictures, install approximately
100 white boards, hang cabinets and shelving, and
install TV stands.

Another major responsibility of the Utilities Shop is
its involvement in athletic and other special events.
Nets and flags for goal posts must be set up for
football games. Volunteers from the shop must be
on hand during football games to handle any
emergencies in the stadium, such as problems
with kitchen equipment. Graduation is a major
event for the shop. Workers are assigned gradua-
tion locations and are responsible to manage the
set-up of the site and be present during the cere-
mony to handle problems. The site managers work
very closely with academic departmental contacts
to ensure that all their department’s needs for the
event are met.

The Utilities Shop is typically the first responder to
work orders. The utilities worker completes the
task if he is able and if not, the job is passed along
to a shop that specializes in the issue. Being first
responder requires the shop to handle a large vol-
ume of work orders. Consequently, responsive-
ness is crucial, and the work must be completed
very efficiently. Each shop employee executes
between 15 and 25 work orders a day. In 2011,
the shop has responded to 8,868 work requests! It
takes a strong group of skilled workers to carry out
this high volume of work.

Each worker is assigned a zone comprised of a
set of buildings for which they are responsible.
They are in their buildings weekly, if not daily, and

are extremely knowledgeable about their as-
signed zones. The frequency with which they are
in their buildings helps to foster close relation-
ships with customers and a familiarity with their
needs. A lot of satisfaction is gained from these
relationships and the trust and confidence that the
customers place in their utility workers. Instead of
simply completing a work order, shop employees
feel that they are taking care of their customers
like they would family. Students can be especially
appreciative of assistance they receive from the
Utilities Shop because, for many of them, this is
their first time on their own and they may be very
inexperienced with issues that could arise in their
dorms.

Satisfaction is also derived from the diversity of
tasks and experiences involved in utilities work.
Every day is different and some experiences are
more unique than others. In the past, the shop
has received calls to handle small animals and
reptiles such as snakes, pigeons, squirrels and
skunks found in and around university property.
On one occasion, some students needed assis-
tance releasing mice they had caught in no-kill
traps. Although the Utilities Shop is not consid-
ered Pest Control, as first responders they are
willing to do whatever they can!

Bill Baker manages the Utilities Shop. He has
been employed by JMU since 1977. (He started
at a very young age!) At that time, there were only
four people in Utilities and two of them were mov-
ing and delivery workers. Today, the shop utilizes
24 positions divided into day shift and night shift.
David “Red” Comer supervises 14 on daylight and
Robert Brooks supervises 6 at night. Despite the
size and diversity of the shop, the crew gets along
well. Although there is a lot of kidding around,
they look out for and respect one another. There
is a common goal of just wanting to get the job
done and there is no shortage of volunteers to
help each other reach that goal.
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Utilities Shop

L-R: Brandon Howdyshell, John Sherman, Paul Sherman, Brigido Abonza, Kevin
Lessingotn, lvor Findlay, Jonathan Gordon, Bill Baker Not pictured: Jesse Lam,
Dennis Dove, Stacey Sheffer, David Jetton , Stephen Good, Mark Hill

L-R: Shannon Cash, Robert Brooks, Steve Lackner, Brandon Lucas, Asllan
Shabani Not pictured: Dave Meadows, Al Adam



MyMadison: Accessing J-Ess

MyMadison will be replacing J-Ess and e-Campus links on the JMU webpage as of January 2012. MyMadison is
already on JMU’s website and is available for use. MyMadison gives the employee access to the same self-service
links previously used such as: view leave and paychecks, submit leave and training requests, update direct deposit
information, etc. Below are the instructions to access MyMadison in order to add or edit leave requests:

Home About JI

Prospective St|

1. On the faculty/staff homepage, click on MyMadison on the left navigational bar.

Blackboard

\ Computing

MyMadison

2. In the new window, in the center MyMadison boxes, type your e-ID & your e-ID Password.

w

Click on Sign In. N MyMadison
N

JMU eD: |

Password:

_—

4. TIn the new window in the upper left hand corner, click on the second tab Employee.

Faculty

Lavout Mon, Oct

Employee

MyMadison

Personalize Co

QUICKLINKS

JMU Homne

nted

5. The new J-Ess screen appears on the right.

o

Click on Add or Edit Leave Request at the ftop of the right column to add leave time entry to your record.

MILLERCA Home  Samout

Employee Payroll and Banking

EEE payr oll and Banking
<

Employee Personal Information El

Employee Self Reporting )

0 ffl 1| Self Reporting Activities
@Y

Employee Self Service Web Link =

[0 Enptses Set erve vie Lne

7. Use any other part of J-Ess in the same way using the new screen.
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Donna Armstrong, Sara Lunn all dressed up for
Halloween

Capital Outlay Project Engineer, Nancy
Cornwell

Landscape Lead Worker, Sherwood Comer
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Across
1. FM shop that manages all university keys

2. Itis important to always the appropriate PPE

3. Main Human Resources is now located on ______ Street

4. The main location of Facilities Management

5. Housekeeping items used to clean floors

6. FM Department that manages contruction projects under $1,000,000

7. FM's Moving and Delivery facilitates this slogan, "JMU means
just__ us"

8.19is the minimum ____ required for FM employees that must drive
as part of their job duties

9. Other terminology for persuing sustainability is "going

10. The stormwater management part of Engineering works to manage
stormwater

11. One of the items the Banquet committee sells to raise money

12. FM Assistant Director of Support Services

Down

1. The mission of Facilities Management is to provide excellent

2. FM's Recycling staff separate trash from

3. Director of Facilities Management

4. When JMU employees need something done in their building, they
submit a work to Work Control

5. FM Assistant Director of Operations

6. FM's Safety Coordinator

7. This item is served at the FM Summer Picnic

8. One of the main objectives of the Housekeeping Derpartment is to
keep the university

9. The FM Shop that handles all types of minor mechanical, plumbing,
and electrical repairs

10. Housekeeping/Recycling Manager

11. One of the busiest times of year for FM Housekeeping, Engineering,
and Trades

12. Form of entertainment that Tony Smith provides during Employee
Appreciation luncheon

13. The shift that does most of their work while students are asleep

14. University logo: "All together
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January Bryan Love 1/27
Danielle Comer 1/1 Mary Garth 1/28
Syed Shah 1/1  Richard Morris 1/28
Maranda Hamlin 1/3  Troy Schiller 1/28
Al Adam 1/4  Lynn Usry 1/28
Mike Leecy 1/4  Kathy Davidson 1/29
Sherry Lam 1/5 Jeff Wright 1/29
Tammy Propst 1/5  Mona Reedy 1/30
Justin Morris 1/6 Nathan Hunsaker 1/31
Brad Null 1/7
Brian Owens 1/7
Jeanette Wright 1/8
Frank Lucas 1/9
Merlin Deputy 1/10
Aneita Purcell 1/11
Victor Wise 1/11
Robert Ritchie 1/12
Lauren Shipe 1/12
Randy Markanich 1/13
Dennis Armentrout 1/15
Jay Custer 1/16
Pat Lipscomb 1/18
Wayne Lucas 1/18
Charlotte Shifflett 1/19
Loretta Frank 1/20
Bethany Sheffer 1/20
Cynthia Harman 1/21
Charles Kiser 1/24
Ronald Morris 1/24
Jason Rexrode 1/24
Barbara Williams 1/24
Walter Gill 1/25
Amy Thomale 1/25
Bob Goodman 1/27

John Cunningham 1/27




