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SAN DIEGO MESA COLLEGE

2018/19 Administrative Services Program Review

7> Program Review Data and Resources
7> Submission Information (REQUIRED)

e Name of Lead Writer: Jennifer Kearns
e Name of Liaison: Jennifer Kearns
« Name of Manager/Service Area Supervisor: Jennifer Kearns

7 Faculty/staff (REQUIRED)

Number of Full-Time Classified Professionals: 4
Number of Part-Time Classified Professionals: O
Number of NANCE: 2

Number of Students: 1

7> Service Area Mission (REQUIRED)

a. Enter the service area mission. For reference, the 2014-2015 Program Review may
contain your service area mission. b. How does your service area mission support the
mission of the College?

a. The mission of the San Diego Mesa College Office of Communications is to provide innovative, comprehensive and
equitable communications across multiple channels to support and promote the mission of the College and our diverse
community of students, faculty, classified professionals, and administrators.

b. San Diego Mesa College is a comprehensive community college committed to access, success, and equity, and the
Office of Commincations Supports the mission of the College by collaborating with and supporting internal and
external members of the Mesa College community and the District, in order to create and share materials and
information that fosters equity, innovation, inclusion and excellence.

A\

Service Area Overview (REQUIRED)

Form: 2018/19 Comprehensive Program Review Administrative Services Program Overview Section (See appendix)

File Attachments:

1. Office of Comms Overview - Program Review 2018.19.pdf (See appendix)
Office of Communications Overview
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Form: "2018/19 Comprehensive Program Review
Administrative Services Program Overview Section"

Created with : Taskstream
Participating Area: Office of Communications

(REQUIRED) Service Area Name
San Diego Mesa College Office of Communcations

(REQUIRED) Service Area Strengths
Discuss strengths of the service area.

The Office of Communication of San Diego Mesa College is composed of four full-time staff members:
the Director of Communications (PIO), a Campus Digital Communications Specialist, a Web Developer,
and a Graphic Artist/Photographer.

Strengths:

Executive Level Campus Involvement: The Office of Communications is incorporated into the Executive
functions of the College, and the Director of Communications (PIO) reports directly to the President of
Mesa College. The Director meets weekly with the President and other executive level administrators to
give updates, collaborate and receive direction on important initiatives. This enables the Office of
Communications to make decisions and prioritize initiatives, projects and activities with a higher level
perspective and direct feedback.

Highly skilled and engaged staff: Communications office staff are highly skilled in their areas of
expertise, and have won industry awards for writing, social media, web, photography, video, graphic
projects, and printed publications. They embrace new challenges and direction with positive spirit. They
improve their skills through training, webinars and independent research. The staff work diligently to
provides services, solve issues and create better processes for the College.

Well organized office with excellent communication and team working abilities: The office engages in
open and constant communication which is maintained with and by all members - including those that
work part-time. The team works well together and has been instrumental in taking on new tasks,
learning new skills, and embracing new communication tools and platforms. The staff maintain contact
with internal and external clients. Via the newly implemented Project Request system, staff are better
able to track projects, meet deadlines, offer creative solutions, and uphold the college branding
guidelines.

Relationship building/Customer-based approach: The Office of Communications is customer oriented.
We enjoy working with our campus clients and vendors to create materials and assist with events and
programs that promote and create conditions for students to succeed. Based on a variety of feedback,
the staff are well-liked by district colleagues and campus clients, as well as vendors, members of the
media and college partners.

(REQUIRED) Service Area Challenges
Discuss challenges to the service area.



Challenges Overview: The Office of Communication of San Diego Mesa College is subjected to constant
change in communication technology, student expectations, new responsibilities and changes in the way
people communicate. As the college grows in its programs, services, and events, the workload increases
(over 1,200 Project Requests submitted to our office in 2018 —a 166% in increase compared to 2017).
Due to the workload, the office is limited in its ability to respond to a larger client base, serve campus
needs, and provide community and public relations — and is generally in reactive mode — with very little
opportunity to be pro-active.

Budget: Currently, the office of communications does not have the budget necessary to effectively
promote enrollment and the plethora of events, programs and services offered at the College. The office
is able to leverage some budget dollars from other funds, such as Strong Workforce and HSI to
supplement promotions, but can only promote those programs with that funding. While thiese efforst
have hgarnered sucess, these additional campaigns also create more work for the office of
communications. With the implementation of the Pathways model, along with a multitude or new
programs and services, that create the need to reach students in new and inventive ways, a budget
augmentation woucl allow the college to achieve more success in reaching larger and more specific
target audiences.

Staffing - need administrative and web support: The Office currently has four full-time staff to support
a campus with over 24,000 students and over 3,100 faculty and staff. In the past year, the Office of
Communications has received over 1,200 work requests, averaging 4-5 requested entered per working
day, with 141 projects requested in August 2018 alone (@ 6 per day). This is a 166% increase in projects
requests compared to 2017. Furthermore, these requests do not reflect the entire sum of work done by
the office, as internal/administrative work and District responsibilities are generally not reflected in the
system. We utilize a web-based Project request system in Caspio to track and complete work orders.
Most client requests include more than one campaign element, so projects tend to have multiple
components (i.e. flyers, rack cards, banners, posters and social media promotions as opposed to a
request for just a flyer). Due to the need for multiple staff to work on various components of each
project, the office would benfit form havbing a singular staff person serve as teh project manager.
Currently, the Director of Communications is currently serving in that capacity - wchiic is impacting the
office's ability to completely higher level projects in a timely fashion. Therefore, the office would benefit
from - and will be requesting - the addition of a Administrative Tech to assist with this. The office is also
tasked with maintaining the entire Mesa College website, which has over 15,000 pages. Staff are
continuously updating the entire website, while responding to client requests (nearly 250 web based
requests in 2018 ; @ 4-5 per week). Office is respponsible for providing updates or upgrades for pages
and programs as technology changes to better serve student need (Strong Workforce, Pathways,
MMAP, Mesa journeys, etc.). This is difficult and time consuming for only one staff member (Web
Developer) and frequently deadlines are unmet and project requests are delayed — sometimes for
months. This work could be more effectively done in a timely manner with the addition of a Wed
Designer, which the office will be requesting.

New technology, website upgrades and digital communications: With the introduction of new
technology and ever changing digital communications methods, the office needs to be able to constantly
adapt to be in the same space as the students. This takes time, research, effort, training and money. The
current college website is in need of updating, redesign and training of content managers. The website
that was designed in 2014 is no longer meeting the needs of the College. The current GUI is structured
based on the organization, as opposed to being “student-facing” and representing the needs of our



students. We are also working diligently with the District to make sure we are collaborating when
Campus Solutions comes on line — particularly to ensure coordination with our mobile app. Our Web
Developer is working to improve the site architecture, design and functionality and train content
managers in the new system but are unable to keep up with campus and technology demands. Having
an Web Designer to work with campus clients and streamline designs and processes would allow us to
be more relevant and impactful with our web efforts.

Strategic Communications: The campus, and District as a whole, is currently without a Strategic
Communications Plan. The college-wide communications processes, and the way in which we
communicate across all levels, is in need of review and improvement. The Director of Communications is
currently working on a draft Plan for Mesa College, but due to workload has been unable to fulfil that
task due to admi9nsitrative duties and the need to perform project management at all levels.

Video Production: The Office currently receives 2-3 requests per month to create videos. The office
currently does not have a videographer on staff. This hinders our ability to utilize one of the most
effective communication mediums and keep up with current technology trends. The College has several
AV technicians, who we have been able to occasionally utilize, but none of them report to the Office of
Communications — and all have their own respective workloads. The District Office of Communications
has a videographer, but their workload is such that we are not able to use that as a resource very often.
We have had success hiring a production company. They have been able to respond quickly, have given
us great pricing (20% discounts) and have delivered on time and within budget on multiple projects
(Commencement videos, #allindstudents videos, HSI videos). In order to continue to use their services to
meet demand (6-8 videos per year) however, we would need to increase the office budget (see above)
by approximately $25.000 each year.

(REQUIRED) External Influences
Discuss external influences (Collegewide and beyond).

External influences that impact the Mesa College communications strategies include multiple sources
over which we have no control. Impacts include the general economy, job market stability, local
elections, competition from other local colleges, technology changes, costs of advertising and marketing
(some outlets are more expensive than others), and changing sources of funding (government
allocations, District allocations, grants, etc.). Technology influences include changes in internal software,
hardware and/or programs and platform techniques (such as social media) that are being used to reach
out to and communicate with students, faculty, staff the community and other target audiences.

(REQUIRED) Areas of Focus
Describe one or more areas that your department is focusing on. You will refer to this

response in the Program Analysis Section.
Please see attached document for Office of Communications Program Overview
Providing enhanced marketing and communication services

Internal processes

External communication methods



Form: "2018/19 Comprehensive Program Review
Administrative Services Outcomes and Assessment
Section"

Created with : Taskstream
Participating Area: Office of Communications

(REQUIRED) Service Area Name
Office of Communcations

(REQUIRED) We are halfway through our 6-year cycle. Is your area on target to
complete assessment by Spring 2022? Please attach your schedule for
assessment, with explanations as needed.

Refer back to Direction #3 on how to attach documents.

The Office of Communications conducts assessment continually, and annually via Program review. Office
staff meet weekly to discuss and review project status, outcomes and assessment. We utilize multiple
gualitative and quantitative evaluation methods (surveys, feedback forms, landing pages, traffic counts,
etc.) for outcomes assesment. We frequently discuss process improvements and implement new best
practices based on both internal and external recommendations. Discussion of outcomes is then taken
to the President and Executive Staff meeting for further revision and requests.

Data that we collect and track includes a review of the types and number (quantity) of projects the
office has completed for campus clients including, but not limited to social media engagement, visix
slides, graphic design/materials production, content/stories (writing/editing), photography, event
coordination, promotions and management, and external advertising, along with public/community
relations efforts.

Internally (Campus clients): Our office conducts surveys, focus groups and trainings to asses our various
outcomes. We also received feedback from client departments via email and in meetings. We can
correlate success of our internal campaigns by tracking event attendance, class fill rates and enrollment
(via Instructional Services).

Externally: For traditional marketing and public relations, the Office performs qualitative and
guantitative assessment. For events, we make correlations on promotional success based on interest,
response and event attendance. For promotional and digital marketing, we track engagement much
more effectively via landing page visits, unique urls and web traffic. For social media promotions, we can
gauge success via impressions, shares, likes and overall engagement for both events and campaigns.

(REQUIRED) Please list your AUOs.

Previous AUOs have been revised to better fit the structure, functionality and services provided by the
Office of Communications:

Administrative Unit Outcome #1: Fulfill the communications needs of campus clients and the District in
a timely manner in the following areas: graphic design, photography, event support, multimedia (web
and social media), promotional and public relations/media services.



Administrative Unit Outcome #2: Serve as communications subject matter experts for campus clients by
providing training and guidance to increase faculty and staff knowledge of communications best
practices, current trends and strategies to maximize college promotional efforts.

Administrative Unit Outcome #3: Conduct a variety of external communications, marketing, advertising
and promotions to increase awareness of Mesa College initiatives, events, course offerings, activities,
programs services and other accomplishments in order to drive enrollment and community
engagement.

Administrative Unit Outcome #4: Implement (where feasible) new, effective and efficient methods of
communication, including building and leveraging digital infrastructure for both internal and student
facing processes via the website, social media, digital promotions and web applications.

(REQUIRED) What have your completed assessments revealed about your area?

The Mesa College Office of Communications provides public relations, social media, web development
and support, graphic design, event promotions, photography, videos and other marketing and
communications support to the campus community and the public. The Office also serves as a liaison
with the District and other college campuses. In addition to maintaining the campus newsroom,
website, the Mesa Mobile app, social media channels and Visix, the Office supported fundraising,
enrollment marketing for spring, summer and fall, along with development and finalization of
publications such as First Monday on the Mesa (the Presidents monthly newsletter), the Faculty and
Staff Handbook, the Annual Report and the Mesa Visions (student creative writing book). The Office
continues to support and promote special programs including HSI/STEM, the launch of the Farmers
Market, Mesa’s commitment to our DACA students, Mesa Pathways, Program Review and Strong
Workforce initiatives. The Office manages all press and media for the campus, and has supported both
District and Mesa Foundation activities, including the San Diego Promise and the San Diego Mesa
College Foundation’s Mesa Promise Match Challenge.

In the past year, the Office of Communications has received over 1,207 work requests, averaging 4-5
requested entered per working day, with 141 projects requested in August 2018 alone (@ 6 per day).
This is a 166% in projects requests compared to 2017. We utilize the web-based Project Request system
in Caspio to track and complete work orders. Most client entries include requests for more than one
campaign element, so projects tend to have multiple components (i.e. flyers, rack cards, banners,
posters and social media promotions as opposed to a request for just a flyer).

Every 3-6 months, the Office sends a “Client Satisfaction Survey” to our internal clients who
have submitted or overseen Project Requests. Of the 44 responses received from our 2018
Internal Client Satisfaction Surveys (summer and fall), we received the following feedback:

e 90% of respondents rated the quality of the product delivered by the Office of
Communications as a 4 or 5 on a scale of 1-5

e 83% of respondents said that they were satisfied/very satisfied with the Creative Design.

e 85% of respondents said that they were satisfied/very satisfied with the Photography.

o 89% of respondents said that they were satisfied/very satisfied with the Social Media.

e 75% of respondents said that they were satisfied/very satisfied with the Promotions/Public
Relations.

o 86% of respondents said that they were satisfied/very satisfied with the Web services.



o 87% were satisfied/very satisfied with their overall experience

e 88% of respondents said that they received their project on-time

e 90% felt that they received timely updates on project status.

e 50% of respondents provided feedback on ways that we could improve products and services

(REQUIRED) If issues or problems were identified, what is your plan for
implementing change?

Issues identified by the Office via various assessment and feedback methods fall in line with many of our
challenges described previously:

Budget: As the college grows in its programs, services, and events, the workload increases (over 1,200
Project Requests submitted in 2018 —a 166% in increase compared to 2017). Due to the workload, the
office is limited in its ability to respond to a larger client base, serve campus needs, and provide
community and public relations — and is generally in reactive mode — with very little opportunity to be
pro-active. Currently, the office of communications does not have the budget necessary to effectively
promote enrollment and the various events, programs and services offered at the College. Therefore,
the Office will be requesting additional funds to conduct marketing and advertising.

Staffing: The Office currently has four full-time staff to support a campus with over 24,000 students
and over 3,100 faculty and staff. In the past year, the Office of Communications has received over 1,207
work requests, averaging 4-5 requested entered per working day, with 141 projects requested in August
2018 alone (@ 6 per day). This is a 166% increase in projects requests compared to 2017. Furthermore,
these requests do not reflect the entire sum of work done by the office, as internal/administrative work
and District responsibilities are not reflected in the system. We to utilize the web-based Project request
system in Caspio to track and complete work orders. Most client entries include requests for more than
one campaign element, so projects tend to have multiple components (i.e. flyers, rack cards, banners,
posters and social media promotions as opposed to a request for just a flyer). Due to the need for
multiple staff to work on various components of each project, the Director of Communications is
currently serving in the project management capacity. This duty is very time consuming, and could easily
be performed by another staff member dedicated to this task, and the office would benefit from - and
will be requesting - the addition of a Administrative Tech to assist with this. The office is also tasked with
maintaining the entire Mesa College website, which has over 15,000 pages. The office is constantly
updating the entire website, as well as responding to client requests continually upgrading multiple
pages and programs as technology changes to better serve student need (Strong Workforce, Pathways,
MMAP, Mesa journeys, etc.). This is difficult and time consuming for only one staff member (Web
Developer) and frequently deadlines are unmet and project requests are delayed — sometimes for
months. This work could be more effectively done in a timely manner with the addition of a Web
Designer, which the office will be requesting.

For example,
Web Projects completed or currently in process include:

Applications: Events Portal (In Progress), Allied Health Applications , Commencement
Registration, Scholarship Registration, EOPS Application and tracking (complete overhaul) ,
MMAP (updates) , Office of Communications Project Request Upgrades, Online Key Request



System, BARC, CHP, FHP forms, REQUESTIt system, IRL Site, CALworks, STEM Peer
Mentors, Student Development Site

Major Web Development (for departments and programs): Landing Pages + trackers
for Enrollment Marketing and CTE Marketing, Newsroom Upgrades, MT2C, Faculty/Staff
Page (In Progress), Foundation Website — Match Campaign page, Mesa Journeys, Study
Abroad, The STAND, Specific Program Calendar Feeds, Work-Based Learning Website, Mesa
Online Advising Center, STEM Community Scholars, Student Health Services, PTA website

Other Projects: Ask Mesa (updates), iMesa App (updates) and monthly FMM

(REQUIRED) Based on your assessments, have you identified resource needs?

e Budget
e Equipment
e Classified Professionals

Please provide any other comments.
No answer specified



Form: "2018/19 Comprehensive Program Review
Administrative Services Program Analysis Section"

Created with : Taskstream
Participating Area: Office of Communications

(REQUIRED) Service Area Name
Office of Communications

(REQUIRED) Given your stated area(s) of focus in Part 4, has your service area
introduced new or different actions that have changed how you do your work?
Please describe.

Improving internal processes: The office continues to use the Caspio Project Request system to track
projects. While this system has helped the office achieve efficiencies, there are still improvements that
could be made. Most campus client entries include requests for more than one campaign element, so
projects tend to have multiple components (i.e. flyers, rack cards, banners, posters and social media
promotions as opposed to a request for just a flyer). Due to the need for multiple staff to work on
various components of each project, there is a need for central communications with clients. Attempts
to utilize a part-time staff member for this purpose have been unsuccessful. Therefore, currently, the
Director of Communications is serving in the project management capacity, which is not the most
efficient or cost-effective solution. Client communications on project status is a vital for customer
service, yet time consuming, and could easily be performed by another staff member dedicated to this
task.

Improving external methods of communication: In 2018, the Office of Communications relied heavily
on new media (digital and social media) to increase our promotions and presence across multiple
platforms (Facebook, Twitter, Snapchat, Instagram, etc.). The Office continues to see a steady increase
of followers and engagement across our multiple platforms (over 40,000 collectively). We created and
managed an average of 20 posts per week across all platforms, in addition to sharing and reposting for
the district as well as campus departments, programs and services. In addition, our Snapchat account
has allowed us to create event specific “filters” that has allowed us to successfully promote on and off
campus events. During the last year the campus filters have had over 137,000 unique views and have
been used at almost 3,000 times. We continue to monitor social media trends and changes to make sure
that our targeted audience is viewing our posts. Such changes include reducing the amount of times we
include links in our Facebook posts to create a larger organic reach without the need of paying for ads.
We continue to use hashtags on our Twitter posts, the following hashtags have been successful and
have begun to create a digital story on Twitter: #SDMesaCollege #WeAreMesa #Allin4Students.

(REQUIRED) How do you create an environment that fosters equity, diversity, and
inclusion?

The Office of Communications upholds the College’s commitment to equity, diversity and inclusion in all
of our practices. We support and promote the college’s equity efforts, including initiatives, programs
services and events. We are committed to making sure that all our materials and promotions accurately
reflect the diverse students, faculty and staff on our campus. We are involved in developing and
implementing equity and diversity initiatives (staff serve of multiple committees and participate in
planning sessions). Through public relations and other promotional activities (social media, digital



advertising, website and photography), we ensure that the campus and broader community are aware
of these efforts and commitments.

(REQUIRED) Do you see trends in access to your services? What changes might
you foresee in the next 2-3 years?

The Office of Communication of San Diego Mesa College is an evolving department due to the constant
change in communication technology, student expectations, new responsibilities and changes in the way
people communicate. Most current administrators, faculty and staff are aware of the services that our
office provides. However, as directives are given at the state and District level (i.e. the implementation
of Pathways, Strong Workforce and the Promise), and as the college grows in its programs, services, and
events, and hires more faculty and staff, the workload increases. Due to the workload, the office is
limited in its ability to respond to a larger client base, serve campus needs, and provide community and
public relations — and is generally in reactive mode — with very little opportunity to be pro-active. As
new faculty arrive, we provide trainings during the annual New Faculty Institute (NFI). Our office also
offers trainings on the project request system, social media and website use for both new users and
those needing a refresher course via Flex and during Classi-con. We also provide individual and small
groups trainings as needed. In the next 3 years, we hope to be utilizing a new and more efficient website
platform - which will allow content users and editors to make more of their own edits and updates. We
also anticipate increases in social media usage, and with the implementation of campus solutions, the
need to train more faculty and staff on digital communications methods.

(REQUIRED) Do you have a vision for your area’s future? Do you have ideas for
changes to services or procedures? Please explain.

Our vision is to promote San Diego Mesa College as the leading college of equity and excellence in the
San Diego region through compelling story-telling about Mesa’s programs and services that create and
support conditions for students to succeed.

As discussed in other sections, the office would like to:

e Increase advertising, marketing and outreach for the College, as well as for specific programs
and services, geared towards specified target audiences. The current budget in the office of
communications cannot support the marketing need to effectively reach all of the desired target
audiences effectively. In the past, the College (and District) has primarily focused on generating
prospective students, but is looking to focus more on student retention. These are completely
different target audiences that require different marketing strategies and tactics.

e Add staff memebrs, specifically an Administriative Technician who could perform project
management and maintain the Newsroom, and a Web Designer, who could assit with the
redeveopment and continually upgraeds needed on the website.

e Increase digital and social media advertising strategies. Efforts employed starting in 2016/17
have shown positive results, and been effective in reaching students. Communications staff
would like to continue and increase those efforts.

e Communications staff would also like to reorganize and redesign the College website to be
student-facing and focused on student services, as opposed the current architecture which
reflects the organizations of the institution.



e San Diego Mesa College has thousands of local alumni - and yet not formal alumni efforts. The
office would like to assist in the creation and promotion of an official Mesa College Alumni
Association so that former students can re-connect with and support the College.

e The office of communications would like to realize more synergy with the Student Services
Outreach Department. The outreach department is focused on a key target audience for the
College, but currently the two offices engage in very little collaboration.

e The Mesa College office of communications would like to realize more synergy with the District
Office of Communications. The District office also conducts marketing and outreach on behalf of
all the Colleges, and currently, those efforts are not always coordinated. Since we both focus on
similar target audiences, we would like to increase collaboration and leveraging of resources
(they have access to a larger budget than we do).

(REQUIRED) Describe how your area interacts and collaborates with other
College areas/programs and the effects of that interaction

The Mesa College Office of Communications provides creative services for nearly all campus
departments and programs, as well as the District and Mesa College Foundation. Our office
provides public relations, social media, web development and support, graphic design, event
promotions, photography, videos and other marketing and communications support to the
campus community and the public. The Office also serves as a liaison with the District and
other college campuses. In addition to maintaining the campus newsroom, website, the
Mesa Mobile app, social media channels and Visix, the Office supported fundraising,
enrollment marketing for spring, summer and fall, along with development and finalization
of publications such as First Monday on the Mesa (the Presidents monthly newsletter), the
Faculty and Staff Handbook, the Annual Report and the Mesa Visions (student creative
writing book). The Office continues to support and promote special programs including
HSI/STEM, the launch of the Farmers Market, Mesa’s commitment to our DACA students,
Mesa Pathways, Program Review and Strong Workforce initiatives. The Office manages all
press and media for the campus, and has supported both District and Mesa Foundation
activities, including the San Diego Promise and the San Diego Mesa College Foundation’s
Mesa Promise Match Challenge.

The Office of Communications has taken the lead in promoting the College’s special
initiatives including HSI, STEM, HIM, and Strong Workforce/Career Education. These
promotions have been in the form of materials creation, social media, website updates,
event support and Public Relations Campaigns. The office also supports initiatives of the
District (i.e. San Diego Promise) and the Mesa College Foundation (i.e. Donor Match
Challenge). In the past year, the Office of Communications has taken on a greater role in
working with the District Office of Public Relations and Communications. We have provided
them with content for articles, production and event support, logistics, photography and
public relations efforts.

The Office continues to supply web design and development support for the campus.
Multiple pages have been updated with new functionality (events, safety, etc.) and well as
new design (HSI web portal).

Web Projects completed or currently in process include:

Applications: Events Portal (In Progress), Allied Health Applications , Commencement
Registration, Scholarship Registration, EOPS Application and tracking (complete overhaul) ,



MMAP (updates) , Office of Communications Project Request Upgrades, Online Key Request
System, BARC, CHP, FHP forms, REQUESTIt system, IRL Site, CALworks, STEM Peer
Mentors, Student Development Site

Major Web Development (for departments and programs): Landing Pages + trackers
for Enrollment Marketing and CTE Marketing, Newsroom Upgrades, MT2C, Faculty/Staff
Page (In Progress), Foundation Website — Match Campaign page, Mesa Journeys, Study
Abroad, The STAND, Specific Program Calendar Feeds, Work-Based Learning Website, Mesa
Online Advising Center, STEM Community Scholars, Student Health Services, PTA website

Other Projects: Ask Mesa (updates), iMesa App (updates) and monthly FMM



Administrative Services Program Review 2018/19 (Comprehensive)
Office of Communications

SAN DIEGO MESA COLLEGE

7> Outcomes and Assessment (REQUIRED)

Form: 2018/19 Comprehensive Program Review Administrative Services Outcomes and Assessment Section (See
appendix)

7> Service Area Analysis (REQUIRED)

Form: 2018/19 Comprehensive Program Review Administrative Services Program Analysis Section (See appendix)

7. Service Area Goals (REQUIRED)

Office of Communications Goals 2018-19

Outcome

Outcome

Provide and implement new and
progressive communication and
promotional strategies

With the introduction of new
technology and ever changing
digital and social communications
methods, the office needs to be
able to constantly adapt to meet
the needs of students. Staff will
stay abreast of technology
changes via research and
trainings, and work to implement
new programs and procedures.
The current website will be
redesigned to be “student-facing”
and representing the needs of our
students, and to be able to
effectively communicate campus
activities.

Improve internal communication
practices.

In light of the other goals listed
here, and with growing demands
due to new programs and
services, the office is still
challenged with serving our
campus clients (students, staff,
administrators, programs and

& watermark

Mapping

CA- Mesa College Strategic Directions
and Goals: Strategic Goal 1.4, Strategic
Goal 1.6, Strategic Goal 2.4, Strategic Goal
4.3, Strategic Goal 5.1, Strategic Goal 5.2,
Strategic Goal 6.1,

Institutional Learning Outcomes:
Communication:, Critical Thinking:,
Technological Awareness:

CA- Mesa College Strategic Directions
and Goals: Strategic Goal 1.4, Strategic
Goal 1.6, Strategic Goal 2.4, Strategic Goal
4.3, Strategic Goal 5.1, Strategic Goal 5.2,
Strategic Goal 6.1,

Institutional Learning Outcomes:
Communication:
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Office of Communications

services) and protecting the
campus brand. We are working to
streamline and improve how we
do business based on the
methodologies developed.

Enhance college web and digital
presence.

The current college website is in
need of updating, redesign and
training of content managers.
Having recently (2014) taking on
the responsibility of the college
web site, we have conducted
surveys to improve the site, and
are now in the process of a web
redesign, with plans to hire a new
web designer/programmer, and
develop a training program and
train content managers.
Additionally, digital advertising
has shown success, and our goal
is to continue strategies for online
and social media platforms.

Increase staffing in the Office of
Communications

With the continual growth and
creation of new programs and the
stimulus from numerous grants
there has been a significant
increase in volume in work
requests to the office. The
Newsroom has also brought new
challenges in additional work in
order to keep the content up to
date and make it a valuable
resource as a promotional tool.
The office has assessed its
current staffing and determined
that additional staff are needed
to effectively serve the needs of
the campus and community.

SAN DIEGO MESA COLLEGE

CA- Mesa College Strategic Directions
and Goals: Strategic Goal 1.1, Strategic
Goal 2.1, Strategic Goal 2.4, Strategic Goal
4.3,

Institutional Learning Outcomes:
Communication:, Critical Thinking:, Global
Awareness:, Technological Awareness:

CA- Mesa College Strategic Directions
and Goals: Strategic Goal 1.4, Strategic
Goal 2.4, Strategic Goal 4.2, Strategic Goal
4.3, Strategic Goal 5.1, Strategic Goal 5.2,
Strategic Goal 6.1,

Institutional Learning Outcomes:
Communication:, Technological Awareness:

7 Action Plans (REQUIRED)
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Actions

Office of Communications Goals 2018-19

Outcome

Goal: Provide and implement new and progressive communication and promotional strategies

With the introduction of new technology and ever changing digital and social
communications methods, the office needs to be able to constantly adapt to meet the
needs of students. Staff will stay abreast of technology changes via research and
trainings, and work to implement new programs and procedures. The current website
will be redesighed to be “student-facing” and representing the needs of our students,
and to be able to effectively communicate campus activities.

+ Action: Hire a Web Designer

Describe the actions
needed to achieve this
objective:

Who will be responsible
for overseeing the
completion of this
objective:

Provide a timeline for
the actions:

Describe the
assessment plan you
will use to know if the
objective was achieved
and effective:

List resources needed
achieve this objective
and associated costs
(Supplies, Equipment,
Computer EqQuipment,
Travel & Conference,

tecied | 3¢ watermark

Propose a new hire (See Classified Staff
Request #2). Obtain approval and funding.
Begin hiring process. Recommended to hire a
Web Designer. Position would report to Director
of Communications in the Office of
Communications.

Director of Communications (PIO), President

Begin process in Summer 2019. Advertise/hire
Fall 2019. Position start Fall 2019.

Position filled.

Workstation (desk), computer,
conferences/training.

SAN DIEGO MESA COLLEGE
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Software, Facilities,
Classified Staff, Faculty,
Other):

Supporting Attachments:

@Office of Comms - Request for Web Designer 2018-19 (Adobe Acrobat
Document) (See appendix)

The Mesa College Office of Communications provides public relations,
social media, web development and support, graphic design, event
promotions, photography, videos and other marketing and
communications support to the campus community and the public. The
office currently employs a full time web designer/programmer but is in
need of a lower level web designer to help with an increased workload
(over 250 web requests in 2018).

+ Action: Review best practices; develop and implement new strategies

Describe the actions Work with staff to analyze effectiveness and
needed to achieve this develop campus guidelines for campus
objective: promotion methods. Review research and

trends for new methods and technology. Survey
faculty, staff and students as to what forms of
communications they use and want to see.
Create landing pages to track specific
promotions. Track social media.

Promote to campus community, conduct training
for faculty and staff.

Who will be responsible  Director of Communications, assigned staff,

for overseeing the with help from campus-based researcher.
completion of this

objective:

Provide a timeline for Processes are underway and data is being
the actions: collected. Some information is available and

contained within other sections of this report.
teaied | % Watermark
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Describe the
assessment plan you
will use to know if the
objective was achieved
and effective:

List resources needed
achieve this objective
and associated costs
(Supplies, EQuipment,
Computer Equipment,
Travel & Conference,
Software, Facilities,
Classified Staff, Faculty,
Other):

SAN DIEGO MESA COLLEGE

Client surveys, web, social media and digital

analytics, etc.

Budget for additional trainings and
implementation and placement of

marketing/advertising.

Goal: Improve internal communication practices.

In light of the other goals listed here, and with growing demands due to new programs
and services, the office is still challenged with serving our campus clients (students,
staff, administrators, programs and services) and protecting the campus brand. We are
working to streamline and improve how we do business based on the methodologies
developed.

+ Action: Hire an Administrative Technician

Describe the actions
needed to achieve this
objective:

Who will be responsible
for overseeing the
completion of this
objective:

ceaet | & watermark

Propose a new hire (See Classified Staff

Request #1). Obtain approval and funding.
Begin hiring process. Position would report to
Director of Communications in the Office of

Communications.

Director of Communications (PIO) and hiring

committee, President
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Provide a timeline for Begin process in Spring 2019.
the actions: Advertise/interview summer 2019. Position
start late summer/early Fall 2019

Describe the Position filled
assessment plan you

will use to know if the

objective was achieved

and effective:

List resources needed Supplies, Equipment, Computer Equipment,
achieve this objective Travel & Conference, Software, Facilities
and associated costs

(Supplies, Equipment,

Computer Equipment,

Travel & Conference,

Software, Facilities,

Classified Staff, Faculty,

Other):

Supporting Attachments:

@Office of Comms - Request for Admin Tech 2018-19 (Adobe Acrobat
Document) (See appendix)

The Mesa College Office of Communications provides public relations,
social media, web development and support, graphic design, event
promotions, photography, videos and other marketing and
communications support to the campus community and the public. In the
past year, the Office of Communications has received over 1,207 work
requests, averaging 4-5 requested entered per working day, with 141
projects requested in August 2018 alone (@ 6 per day). Thisis a 166% in
projects requests compared to 2017. Currently no one is serving in the
project management capacity, and due to workload, there are
inefficiencies and gaps in communication regarding project status.

+ Action: Review best practices; develop new strategies

Describe the actions Work with staff to analyze effectiveness and
teaied | % Watermark
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needed to achieve this
objective:

Who will be responsible
for overseeing the
completion of this
objective:

Provide a timeline for
the actions:

Describe the
assessment plan you
will use to know if the
objective was achieved
and effective:

List resources needed
achieve this objective
and associated costs
(Supplies, Equipment,
Computer EqQuipment,
Travel & Conference,
Software, Facilities,
Classified Staff, Faculty,
Other):

develop campus guidelines for campus
promotion tools, i.e. Visix monitors. Create
input form for new web calendar. Maintain
campus web calendar. Survey faculty, staff and
students as to what forms of communications
they use and want to see. Create landing
pages to track specific promotions. Track social
media. Promote to campus community, conduct
training for faculty and staff.

Director of Communications, assigned staff,
with help from campus-based researcher.

Processes are underway, and analysis is
underway, with some data available for specific
campaigns.

Client surveys; web, social media and digital
analytics, etc.

Budget augmentation needed to employ new
marketing and advertising strategies and
techniques.

SAN DIEGO MESA COLLEGE

Goal: Enhance college web and digital presence.

The current college website is in need of updating, redesign and training of content
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managers. Having recently (2014) taking on the responsibility of the college web site,
we have conducted surveys to improve the site, and are now in the process of a web
redesign, with plans to hire a new web designer/programmer, and develop a training
program and train content managers. Additionally, digital advertising has shown
success, and our goal is to continue strategies for online and social media platforms.

+ Action: Conduct Campus-wide web and social media training

Describe the actions
needed to achieve this
objective:

Who will be responsible
for overseeing the
completion of this
objective:

Provide a timeline for
the actions:

Describe the
assessment plan you
will use to know if the
objective was achieved
and effective:

List resources needed
achieve this objective
and associated costs
(Supplies, Equipment,
Computer EqQuipment,
Travel & Conference,
Software, Facilities,

Classified Staff, Faculty,

Other):

Develop list of faculty adn staff who might
need training, schedule sessions (both group
and 1:1, as needed).

Information Officer, Web Designer/Programmer.

Campus Social Media Specialist

Summer 2019 for staff (ie. ClassiCon) and Fall
2019 for Faculty (i.e. Flex week).

Campus surveys. Number of workshops and
staff trained. Survey of campus web pages
after training.

Facilities for training, staff time for training.

~+ Action: Hire Web Designer/Programmer

Describe the actions
needed to achieve this

tecied | 3¢ watermark

Complete hiring process.
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objective:

Who will be responsible
for overseeing the
completion of this
objective:

Provide a timeline for
the actions:

Describe the
assessment plan you
will use to know if the
objective was achieved
and effective:

List resources needed
achieve this objective
and associated costs
(Supplies, Equipment,
Computer Equipment,
Travel & Conference,
Software, Facilities,

Classified Staff, Faculty,

Other):

7> Closing the Loop (REQUIRED)

Form: 2018/19 Comprehensive Program Review Administrative Services Closing the Loop (See appendix)

cested | 3¢ Watermark:

Public Information Office, Hiring committee;
President

Receive approval and advertise Spring 2019,
interview and hire summer 2019 for early fall
start.

New hire in place; training and orientation

complete and training in new OU Campus, etc.

A new station will need to be set up in the
office of communications for this position. We
will need an additional computer and monitor
to test programming and screen shots.

SAN DIEGO MESA COLLEGE
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Form: "2018/19 Comprehensive Program Review
Administrative Services Closing the Loop"

Created with : Taskstream
Participating Area: Office of Communications

(REQUIRED) Service Area Name
Office of Communications

(REQUIRED) Which one(s) of the following were received in past year?
e BARC

(REQUIRED) How have these resources benefited your service area?

As a result of last years Program Review, our office was able to purchase a new professional
camera. The camera was needed to allow staff to support the increased campus demand for
photograpahy services. As a result of having two cameras, we have been able to send more
staff to take additional photographs (more event coverage and headshots, as needed) as
well as experiminet with a limited amount of videos for use on social media.
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7> BARC & Facilities Requests
7> Classified Position Request

7 Faculty Position Request
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7, Liaison's Review

Form: Administrative Unit Program Liaison's Review 2018/19 (Comprehensive)

7> Manager's Review

Form: Administrative Unit Program Manager's Review 2018/19 (Comprehensive)
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Appendix

2018/19 Comprehensive Program Review Administrative
Services Program Overview Section (Form)

Office of Comms Overview - Program Review 2018.19.pdf
(Adobe Acrobat Document)

2018/19 Comprehensive Program Review Administrative
Services Outcomes and Assessment Section (Form)
2018/19 Comprehensive Program Review Administrative
Services Program Analysis Section (Form)

Office of Comms - Request for Admin Tech 2018-19 (Adobe
Acrobat Document)

Office of Comms - Request for Admin Tech 2018-19 (Adobe
Acrobat Document)

Office of Comms - Request for Web Designer 2018-19
(Adobe Acrobat Document)

Office of Comms - Request for Web Designer 2018-19
(Adobe Acrobat Document)

2018/19 Comprehensive Program Review Administrative
Services Closing the Loop (Form)
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Office of Communications - CHP 2018-19 Administrative Technician Request

1) Describe in detail the current substantiated need for this position. Need is based on current
capacity/productivity and increasing demands/growth.

The Mesa College Office of Communications provides public relations, social media, web development
and support, graphic design, event promotions, photography, videos and other marketing and
communications support to the campus community and the public. The Office also serves as a liaison
with the District and other college campuses. In addition to maintaining the campus newsroom,
website, the Mesa Mobile app, social media channels and Visix, the Office supported fundraising, and
enrollment marketing for spring, summer and fall, along with development and finalization of
publications such as First Monday on the Mesa (the Presidents monthly newsletter), the Faculty and
Staff Handbook, the Annual Report and the Mesa Visions (student creative writing book). The Office
continues to support and promote special programs including HSI/STEM, the launch of the Farmers
Market, Mesa’s commitment to our DACA students, Mesa Pathways, Program Review and Strong
Workforce initiatives. The Office manages all press and media for the campus, and has supported both
District and Mesa Foundation activities, including the San Diego Promise and the San Diego Mesa
College Foundation’s Mesa Promise Match Challenge.

In 2018, the Office supported multiple high profile campus events, campaigns and initiatives. Spring
Events included the 25th Annual Scholarship Awards Ceremony, the 20th Anniversary of the LRC, the
10th Anniversary of Canyon Day, and 2018 Commencement featuring our first graduates with bachelor’s
degrees. In the summer and fall, we supported CRUISE, Jumpstart, Homecoming/Spirit Week, Hispanic
Heritage Month, and Taste of Mesa, among others. Support for other special events and projects
included Mesa College theater productions, diversity, culminating ceremonies, veterans, honors,
sporting events, Jumpstart, CRUISE, multiple special lecture series, such as Financial Literacy and STEM
lectures, as well promotions for fashion program partnerships and art gallery exhibitions.

The Office provides social and digital media support and promotions for events, programs and services
offered by Mesa College as well as the District. On behalf of the College, the office manages a half dozen
social media accounts — with over 10,000 total followers - on platforms such as Facebook, Twitter,
Instagram, Snapchat, and LinkedIn, among others. The Office also manages the Mesa College website,
which averages 6,000,000 visitors a year. Staff provide custom web application and development to
support campus and department goals including the development of the Events Portal, Allied Health
Application, EOPS Application, Mesa Journeys, Placement Assistant, Resource Request System (BARC,
CHP, FHP), Commencement Registration, Scholarship Registration, and the Key Request System.

In the past year, the Office of Communications has received over 1,207 work requests, averaging 4-5
requested entered per working day, with 141 projects requested in August 2018 alone (@ 6 per day).
This is a 166% in projects requests compared to 2017. The office utilizes a web-based Project Request
system in Caspio to track and complete work orders. Most client entries include requests for more than
one campaign element, so projects tend to have multiple components (i.e. flyers, rack cards, banners,
posters, web updates and social media promotions as opposed to a request for just a flyer). For many
requests, multiple staff work on various components of each project, and the office is committed to
providing communication on project status with every client. Currently, the Director of Communications
is serving in the project management capacity, and due to workload, there are inefficiencies and gaps in
communication regarding project status. This service is vital to office operations and office goals would
be better met by having one staff member dedicated to performing this task.



Therefore, the Office of Communications is requesting an Administrative Technician, who will report to
the Director of Communications, and perform this function as well as a variety of other administrative
tasks to support public information functions including the publicity and promotion of enrollment and
college programs. This may be achieved through assistance with project requests, operations,
procedures, internal workload requests, research and other tasks. Currently, as stated above, the office
does not have a single staff member who is handling these responsibilities. Currently, multiple staff
handle project requests, administrative, and operational functions, which decreases efficiency and
response times. Hiring a central person to maintain the Project Request system, manage promotions
and handle other administrative duties will increase the Office's ability to more fully promote programs
and services in a timely manner.

2) If this requested position existed in the department / program, how would this impact the
department, program, and/or college outcomes (SLOs), goals, mission, and strategic direction.

Mesa College would benefit in many ways if the Office of Communications had this position. The office
would be able to achieve efficiencies and better serve the campus community if this position was
fulfilled. Currently, due to the abundance of project requests, the office has to prioritize projects that
serve a higher level authority (such as the State, the District and the executive team) or that have
mandated performance requirements and due dates. Because of this, other client projects in the queue
that are equally important (class promotions, event support, etc.) may get delayed, or may even miss
deadlines. Additionally, many projects are delayed or put on hold indefinitely since the Director is
currently performing this function. This puts the Office of Communications in jeopardy of not fulfilling
our mission or AUOs because we do not have enough communications staff to dedicate to the demand
(currently 15-25 hours per week on Project Management and coordination for @40 active projects per
week). Currently, parsing out these duties delays other staff in completing their primary duties. A full
time Admin Tech would allow the Communications Office to not only handle project management more
effectively, but also fulfill other goals such as provide higher level event support, initiate more publicity
campaigns and maintain the College Newsroom.

3) Does this program have legal requirements?

The Office of Communications is responsible for assisting the executive team, departments, programs
and services prepare and disseminate all of the materials (print and electronic) for the College as
required for Accreditation. The College represents its programs through print and electronic means via
the digital and print college catalog and website.

The college website is maintained and updated by the Office of Communications, and displays all the
information necessary to achieve compliance for Accreditation. As technology changes and needs arise,
the office provides additional updates and information. In addition, the office provides user statistical
analysis, click behavior tracking, and feedback mechanisms to ensure the timely delivery of information.
Clear, accurate, and relevant information is also communicated on campus, through displays in high
traffic areas, bulletin boards, and print materials, and electronically through email and online services.
Office of Communications promotional efforts inform current and prospective students, employees, and
the public about the College's programs, outcomes, services, and mission.



Office of Communications - CHP 2018-19 Administrative Technician Request

1) Describe in detail the current substantiated need for this position. Need is based on current
capacity/productivity and increasing demands/growth.

The Mesa College Office of Communications provides public relations, social media, web development
and support, graphic design, event promotions, photography, videos and other marketing and
communications support to the campus community and the public. The Office also serves as a liaison
with the District and other college campuses. In addition to maintaining the campus newsroom,
website, the Mesa Mobile app, social media channels and Visix, the Office supported fundraising, and
enrollment marketing for spring, summer and fall, along with development and finalization of
publications such as First Monday on the Mesa (the Presidents monthly newsletter), the Faculty and
Staff Handbook, the Annual Report and the Mesa Visions (student creative writing book). The Office
continues to support and promote special programs including HSI/STEM, the launch of the Farmers
Market, Mesa’s commitment to our DACA students, Mesa Pathways, Program Review and Strong
Workforce initiatives. The Office manages all press and media for the campus, and has supported both
District and Mesa Foundation activities, including the San Diego Promise and the San Diego Mesa
College Foundation’s Mesa Promise Match Challenge.

In 2018, the Office supported multiple high profile campus events, campaigns and initiatives. Spring
Events included the 25th Annual Scholarship Awards Ceremony, the 20th Anniversary of the LRC, the
10th Anniversary of Canyon Day, and 2018 Commencement featuring our first graduates with bachelor’s
degrees. In the summer and fall, we supported CRUISE, Jumpstart, Homecoming/Spirit Week, Hispanic
Heritage Month, and Taste of Mesa, among others. Support for other special events and projects
included Mesa College theater productions, diversity, culminating ceremonies, veterans, honors,
sporting events, Jumpstart, CRUISE, multiple special lecture series, such as Financial Literacy and STEM
lectures, as well promotions for fashion program partnerships and art gallery exhibitions.

The Office provides social and digital media support and promotions for events, programs and services
offered by Mesa College as well as the District. On behalf of the College, the office manages a half dozen
social media accounts — with over 10,000 total followers - on platforms such as Facebook, Twitter,
Instagram, Snapchat, and LinkedIn, among others. The Office also manages the Mesa College website,
which averages 6,000,000 visitors a year. Staff provide custom web application and development to
support campus and department goals including the development of the Events Portal, Allied Health
Application, EOPS Application, Mesa Journeys, Placement Assistant, Resource Request System (BARC,
CHP, FHP), Commencement Registration, Scholarship Registration, and the Key Request System.

In the past year, the Office of Communications has received over 1,207 work requests, averaging 4-5
requested entered per working day, with 141 projects requested in August 2018 alone (@ 6 per day).
This is a 166% in projects requests compared to 2017. The office utilizes a web-based Project Request
system in Caspio to track and complete work orders. Most client entries include requests for more than
one campaign element, so projects tend to have multiple components (i.e. flyers, rack cards, banners,
posters, web updates and social media promotions as opposed to a request for just a flyer). For many
requests, multiple staff work on various components of each project, and the office is committed to
providing communication on project status with every client. Currently, the Director of Communications
is serving in the project management capacity, and due to workload, there are inefficiencies and gaps in
communication regarding project status. This service is vital to office operations and office goals would
be better met by having one staff member dedicated to performing this task.



Therefore, the Office of Communications is requesting an Administrative Technician, who will report to
the Director of Communications, and perform this function as well as a variety of other administrative
tasks to support public information functions including the publicity and promotion of enrollment and
college programs. This may be achieved through assistance with project requests, operations,
procedures, internal workload requests, research and other tasks. Currently, as stated above, the office
does not have a single staff member who is handling these responsibilities. Currently, multiple staff
handle project requests, administrative, and operational functions, which decreases efficiency and
response times. Hiring a central person to maintain the Project Request system, manage promotions
and handle other administrative duties will increase the Office's ability to more fully promote programs
and services in a timely manner.

2) If this requested position existed in the department / program, how would this impact the
department, program, and/or college outcomes (SLOs), goals, mission, and strategic direction.

Mesa College would benefit in many ways if the Office of Communications had this position. The office
would be able to achieve efficiencies and better serve the campus community if this position was
fulfilled. Currently, due to the abundance of project requests, the office has to prioritize projects that
serve a higher level authority (such as the State, the District and the executive team) or that have
mandated performance requirements and due dates. Because of this, other client projects in the queue
that are equally important (class promotions, event support, etc.) may get delayed, or may even miss
deadlines. Additionally, many projects are delayed or put on hold indefinitely since the Director is
currently performing this function. This puts the Office of Communications in jeopardy of not fulfilling
our mission or AUOs because we do not have enough communications staff to dedicate to the demand
(currently 15-25 hours per week on Project Management and coordination for @40 active projects per
week). Currently, parsing out these duties delays other staff in completing their primary duties. A full
time Admin Tech would allow the Communications Office to not only handle project management more
effectively, but also fulfill other goals such as provide higher level event support, initiate more publicity
campaigns and maintain the College Newsroom.

3) Does this program have legal requirements?

The Office of Communications is responsible for assisting the executive team, departments, programs
and services prepare and disseminate all of the materials (print and electronic) for the College as
required for Accreditation. The College represents its programs through print and electronic means via
the digital and print college catalog and website.

The college website is maintained and updated by the Office of Communications, and displays all the
information necessary to achieve compliance for Accreditation. As technology changes and needs arise,
the office provides additional updates and information. In addition, the office provides user statistical
analysis, click behavior tracking, and feedback mechanisms to ensure the timely delivery of information.
Clear, accurate, and relevant information is also communicated on campus, through displays in high
traffic areas, bulletin boards, and print materials, and electronically through email and online services.
Office of Communications promotional efforts inform current and prospective students, employees, and
the public about the College's programs, outcomes, services, and mission.



Office of Communications - CHP 2018-19 Web Designer Request

1) Describe in detail the current substantiated need for this position. Need is based on current
capacity/productivity and increasing demands/growth.

The Mesa College Office of Communications provides public relations, social media, web development
and support, graphic design, event promotions, photography, videos and other marketing and
communications support to the campus community and the public. The office currently employs a full
time web designer/programmer but is in need of a lower level web designer to help with an increased
workload. The web designer/programmer was Initially hired and tasked with the launch, development
and maintenance of the new Mesa College website as well as the oversight and training of all content
editors and managers (over a 150 users).

However, over the past year the need for digital infrastructure has grown significantly as the campus
moves away from paper processes and begins to digitize and streamline many of its internal
administrative processes. Completed projects include:
e BARC, CHP, FHP online forms — currently in use for the first time this program review cycle.
e The Requests Portal to manage all requests in one area — launched in October.
e The Events Request Portal — Currently in use with updates scheduled for development. The
events portal has serviced over 2000 requests.
e Online key request system — In coordination with campus police the app was launched this
summer and has already serviced over 400 key requests for the campus.

These systems are utilized by the majority of the college and usually include work flow built into the
system itself increasing efficiency for all departments involved. As the college continues the process of
digitizing administrative processes in order to increase efficiency and gather valuable data for
optimization, new requests for development of applications in this area are very likely to continue if not
increase.

As the expectation of students has become that services and information are accessible online, the
demand for the development of specialized web applications in addition to the website to provide those
services and tools for students has increased as well.

Completed projects include:

e The Placement Assistant - an online placement tool which is now utilized by every student
coming to Mesa College

e Mesa Journeys —an online tool helping students to identify programs and services they might be
eligible for here at Mesa

e EOPS Application/Tracking system — online application and tracking system used to identify
students eligibility for programs, track progress through EOPS program requirements, and track
disbursement of funds to students

o Allied Health Application System — an online universal application for all Allied Health
programs. Removed the need for students to come to campus and wait in line to apply for
certain programs. Allowed program directors and special admissions to easily identify eligible
students.

e Digital Check in system for the Scholarship Banquet — streamlined the chick in process for the
scholarship banquet.



e Digital Check and ticket tracking system for Commencement — allowed for student services to
disperse and track tickets for the event and also track attendance the day of the event.

These applications have a direct positive effect on student’s access to resources and programs here at
Mesa. The campus continually strives to improve in the ways we help students, in the digital age the
majority of the tools and resources are delivered online, this has led to an increased demand for digital
development beyond just the website.

As the campus has continued to evolve, the tasks of the designer/programmer has evolved as well, the
result has been that the majority of the web designer/programmer’s time being devoted to developing
custom web applications. Taking away from time available to maintain and continually update and
improve the Mesa website. Once these applications are built, they require continued maintenance,
trouble shooting, support to end users and upgrades, meaning that with each application built the
baseline level of work for the web designer/programmer increases.

Although, the majority of time has been spent developing applications, the website has continued to
also grow. This causes issues in maintainability and overall quality, as we have not had the time to build
the infrastructure to support continued growth and development of the website in a sustainable

way. Content editors do not have the proper templates and tools they need to build the web pages as
they would like. Without the proper tools and infrastructure they must seek help elsewhere, usually
from web designer/programmer. This creates a vicious cycle, where we do not have the capacity to
improve the infrastructure for end users, which in turn takes away the ability for end users to
autonomously build and manage their own section of the site, which then comes full circle back to the
programmer/designer for help and instead of building the infrastructure we end up building a one off
custom solution in order to get it done. This continued cycle creates a website that is difficult to
manage and even more difficult to maintain.

2) If this requested position existed in the department / program, how would this impact the
department, program, and/or college outcomes (SLOs), goals, mission, and strategic direction.

The Web Designer will report to the Director of Communications, and perform a variety of tasks to
support public information functions including assisting with web design, development, departmental
coordination and training, and the publicity and promotion of enrollment and special college programs
(i.e. HIM, HSI, String Workforce, etc.). This may be achieved through assistance with operations, internal
workload requests, and other tasks. Currently, the office receives between 2-5 projects requests per
day. We have a single staff member who is handling this responsibility, with some assistance from the
Campus Digital Design Specialist. Currently, with only one Designer/Photographer, our ability to
complete projects and photograph multiple events is negatively impacted. Hiring a second graphic
designer will increase the ability of the Office of Communications to more fully promote programs and
services in a timely manner.

As stated above, Mesa College would benefit in many ways from the addition of a Web Designer. In the
past year, the Office of Communications has received over 235 web-related project requests, averaging
1-2 per day. This position would allow for increased workflow to fulfill multiple requests made for
services. This position will allow our office to increase productivity, publicity and promotion to increase
enrollment, build awareness, community support, alumni development (as a liaison with the Office of
Resource Development). The position will provide much-needed additional support for the Office of
Communications in the areas of content creation for college promotions and priority initiatives such as



HSI, Strong Workforce and key student services. If the position is not funded, the Office of
Communications would continue to function as is, with a reduced capacity to fully fulfill the needs of the
campus community.

3) Does this program have legal requirements?

The Office of Communications is responsible for ensuring that the website and associated promotional
materials are ADA compliant. With only one Web Developer on campus, having an additional staff
member working on the website would help ensure we are ADA compliant, as regulations, rules and
best practices are always changing.

The Office of Communications is responsible for assisting the executive team, departments, programs
and services prepare and disseminate all of the materials (print and electronic) for the College as
required for Accreditation. The College represents its programs through print and electronic means via
the digital and print college catalog and website.

The college website is maintained and updated by the Office of Communications, and displays all the
information necessary to achieve compliance for Accreditation. As technology changes and needs arise,
the office provides additional updates and information. In addition, the office provides user statistical
analysis, click behavior tracking, and feedback mechanisms to ensure the timely delivery of information.
Clear, accurate, and relevant information is also communicated on campus, through displays in high
traffic areas, bulletin boards, and print materials, and electronically through email and online services.
Office of Communications promotional efforts inform current and prospective students, employees, and
the public about the College's programs, outcomes, services, and mission.
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1) Describe in detail the current substantiated need for this position. Need is based on current
capacity/productivity and increasing demands/growth.

The Mesa College Office of Communications provides public relations, social media, web development
and support, graphic design, event promotions, photography, videos and other marketing and
communications support to the campus community and the public. The office currently employs a full
time web designer/programmer but is in need of a lower level web designer to help with an increased
workload. The web designer/programmer was Initially hired and tasked with the launch, development
and maintenance of the new Mesa College website as well as the oversight and training of all content
editors and managers (over a 150 users).

However, over the past year the need for digital infrastructure has grown significantly as the campus
moves away from paper processes and begins to digitize and streamline many of its internal
administrative processes. Completed projects include:
e BARC, CHP, FHP online forms — currently in use for the first time this program review cycle.
e The Requests Portal to manage all requests in one area — launched in October.
e The Events Request Portal — Currently in use with updates scheduled for development. The
events portal has serviced over 2000 requests.
e Online key request system — In coordination with campus police the app was launched this
summer and has already serviced over 400 key requests for the campus.

These systems are utilized by the majority of the college and usually include work flow built into the
system itself increasing efficiency for all departments involved. As the college continues the process of
digitizing administrative processes in order to increase efficiency and gather valuable data for
optimization, new requests for development of applications in this area are very likely to continue if not
increase.

As the expectation of students has become that services and information are accessible online, the
demand for the development of specialized web applications in addition to the website to provide those
services and tools for students has increased as well.

Completed projects include:

e The Placement Assistant - an online placement tool which is now utilized by every student
coming to Mesa College

e Mesa Journeys —an online tool helping students to identify programs and services they might be
eligible for here at Mesa

e EOPS Application/Tracking system — online application and tracking system used to identify
students eligibility for programs, track progress through EOPS program requirements, and track
disbursement of funds to students

o Allied Health Application System — an online universal application for all Allied Health
programs. Removed the need for students to come to campus and wait in line to apply for
certain programs. Allowed program directors and special admissions to easily identify eligible
students.

e Digital Check in system for the Scholarship Banquet — streamlined the chick in process for the
scholarship banquet.



e Digital Check and ticket tracking system for Commencement — allowed for student services to
disperse and track tickets for the event and also track attendance the day of the event.

These applications have a direct positive effect on student’s access to resources and programs here at
Mesa. The campus continually strives to improve in the ways we help students, in the digital age the
majority of the tools and resources are delivered online, this has led to an increased demand for digital
development beyond just the website.

As the campus has continued to evolve, the tasks of the designer/programmer has evolved as well, the
result has been that the majority of the web designer/programmer’s time being devoted to developing
custom web applications. Taking away from time available to maintain and continually update and
improve the Mesa website. Once these applications are built, they require continued maintenance,
trouble shooting, support to end users and upgrades, meaning that with each application built the
baseline level of work for the web designer/programmer increases.

Although, the majority of time has been spent developing applications, the website has continued to
also grow. This causes issues in maintainability and overall quality, as we have not had the time to build
the infrastructure to support continued growth and development of the website in a sustainable

way. Content editors do not have the proper templates and tools they need to build the web pages as
they would like. Without the proper tools and infrastructure they must seek help elsewhere, usually
from web designer/programmer. This creates a vicious cycle, where we do not have the capacity to
improve the infrastructure for end users, which in turn takes away the ability for end users to
autonomously build and manage their own section of the site, which then comes full circle back to the
programmer/designer for help and instead of building the infrastructure we end up building a one off
custom solution in order to get it done. This continued cycle creates a website that is difficult to
manage and even more difficult to maintain.

2) If this requested position existed in the department / program, how would this impact the
department, program, and/or college outcomes (SLOs), goals, mission, and strategic direction.

The Web Designer will report to the Director of Communications, and perform a variety of tasks to
support public information functions including assisting with web design, development, departmental
coordination and training, and the publicity and promotion of enrollment and special college programs
(i.e. HIM, HSI, String Workforce, etc.). This may be achieved through assistance with operations, internal
workload requests, and other tasks. Currently, the office receives between 2-5 projects requests per
day. We have a single staff member who is handling this responsibility, with some assistance from the
Campus Digital Design Specialist. Currently, with only one Designer/Photographer, our ability to
complete projects and photograph multiple events is negatively impacted. Hiring a second graphic
designer will increase the ability of the Office of Communications to more fully promote programs and
services in a timely manner.

As stated above, Mesa College would benefit in many ways from the addition of a Web Designer. In the
past year, the Office of Communications has received over 235 web-related project requests, averaging
1-2 per day. This position would allow for increased workflow to fulfill multiple requests made for
services. This position will allow our office to increase productivity, publicity and promotion to increase
enrollment, build awareness, community support, alumni development (as a liaison with the Office of
Resource Development). The position will provide much-needed additional support for the Office of
Communications in the areas of content creation for college promotions and priority initiatives such as



HSI, Strong Workforce and key student services. If the position is not funded, the Office of
Communications would continue to function as is, with a reduced capacity to fully fulfill the needs of the
campus community.

3) Does this program have legal requirements?

The Office of Communications is responsible for ensuring that the website and associated promotional
materials are ADA compliant. With only one Web Developer on campus, having an additional staff
member working on the website would help ensure we are ADA compliant, as regulations, rules and
best practices are always changing.

The Office of Communications is responsible for assisting the executive team, departments, programs
and services prepare and disseminate all of the materials (print and electronic) for the College as
required for Accreditation. The College represents its programs through print and electronic means via
the digital and print college catalog and website.

The college website is maintained and updated by the Office of Communications, and displays all the
information necessary to achieve compliance for Accreditation. As technology changes and needs arise,
the office provides additional updates and information. In addition, the office provides user statistical
analysis, click behavior tracking, and feedback mechanisms to ensure the timely delivery of information.
Clear, accurate, and relevant information is also communicated on campus, through displays in high
traffic areas, bulletin boards, and print materials, and electronically through email and online services.
Office of Communications promotional efforts inform current and prospective students, employees, and
the public about the College's programs, outcomes, services, and mission.



San Diego Mesa College Office of Communications— Program Review 2018/19
Overview:

The Mesa College Office of Communications provides public relations, social media, web development
and support, graphic design, event promotions, photography, videos and other marketing and
communications support to the campus community and the public. The Office also serves as a liaison
with the District and other college campuses. In addition to maintaining the campus newsroom,
website, the Mesa Mobile app, social media channels and Visix, the Office supports fundraising,
enrollment marketing for spring, summer and fall, along with development and finalization of
publications such as First Monday on the Mesa (the President’s monthly newsletter), the Faculty and
Staff Handbook, the Annual Report and the Mesa Visions (student creative writing book). The Office
continues to support and promote special programs including HSI/STEM, the launch of the Farmers
Market, Mesa’s commitment to our DACA students, Mesa Pathways, Program Review and Strong
Workforce initiatives. The Office manages all press and media for the campus, and has supported both
District and Mesa Foundation activities, including the San Diego Promise and the San Diego Mesa
College Foundation’s Mesa Promise Match Challenge.

In 2018, the Office supported multiple high profile campus events, campaigns and initiatives. Spring
events included the 25th Annual Scholarship Awards Ceremony, the 20th Anniversary of the LRC, the
10th Anniversary of Canyon Day, and 2018 Commencement featuring our first graduates with bachelor’s
degrees. In the summer and fall, we supported CRUISE, Jumpstart, Homecoming/Spirit Week, Hispanic
Heritage Month, and Taste of Mesa, among others. Support for other special events and projects
included Mesa College theater productions, diversity, culminating ceremonies, veterans, honors, athletic
events, Jumpstart, CRUISE, multiple special lecture series, such as Financial Literacy and STEM lectures,
as well promotions for fashion program partnerships and art gallery exhibitions.The Office provides
social and digital media support and promotions for events, programs and services offered by Mesa
College as well as the District. On behalf of the College, the Office manages a half dozen social media
accounts—with over 10,000 total followers—on platforms such as Facebook, Twitter, Instagram,
Snapchat, and LinkedIn, among others. The Office also manages the Mesa College website, which
averages 6,000,000 visitors a year.

The Office of Communications has taken the lead in promoting the College’s special initiatives including
HSI, STEM, HIM, and Strong Workforce/Career Education. These promotions have been in the form of
materials creation, social media, website updates, event support and Public Relations Campaigns. The
Office also supports initiatives of the District (i.e. San Diego Promise) and the Mesa College Foundation
(i.e. Donor Match Challenge). In the past year, the Office of Communications has taken on a greater role
in working with the District Office of Public Relations and Communications. We have provided them with
content for articles, production and event support, logistics, photography and public relations efforts.

Survey Feedback:
Of the 44 responses received from our 2018 Internal Client Satisfaction Surveys (summer and fall), and
of those who used our various services:
e 90% of respondents rated the quality of the product delivered by the Office of Communications
asa4or5onascale of 1-5.
e 83% of respondents said that they were satisfied/very satisfied with the Creative Design.
e 85% of respondents said that they were satisfied/very satisfied with the Photography.
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e 89% of respondents said that they were satisfied/very satisfied with the Social Media.

e 75% of respondents said that they were satisfied/very satisfied with the Promotions/Public
Relations.

e 86% of respondents said that they were satisfied/very satisfied with the Web services.

e 87% were satisfied/very satisfied with their overall experience.

o 88% of respondents said that they received their project on-time.

e 90% felt that they received timely updates on project status.

¢ 50% of respondents provided feedback on ways that we could improve products and services.

Staffing:

In the summer and fall of 2018, due to a vacancy of the Graphic Artist position, the Office relied on
several NANCe Project Assistants to assist with graphic design, web design and overall PR/Promotions.
Both the Design Project Assistant and the Web Design Project Assistant aided the office during the
vacancy, particularly during the beginning on the fall semester, when the Office had over 100 projects in
the queue. The Project Assistants were pivotal in completing design, web and promotional projects for
the Director of Communications, the Web Developer and the Social Media Specialist particularly with
enrollment marketing, Career (Technical) Education design and promotions, and special event
promotions. In the fall of 2018, we hired an additional Project Assistant to create/write content for the
Newsroom and assist with project management for the Office. The need for an Administrative
Technician who can manage projects and assist with daily functions has grown with increased demand
by campus clients for communications for events, projects and students services.

In 2017 and 2018, we requested, but were not granted, permission to hire a Sports Information
Specialist (SID) in conjunction with Athletics, and our goal to fully promote sports at the college remains
unmet. Having an SID for the College is an Athletics requirement. Currently a Project Assistant is serving
part-time as the SID, and our office is working diligently with Athletics to increase coverage of Mesa
College sports in a year when many teams are having success. This has created an additional workload in
our office that has delayed timelines on other projects.

Project Management/design services:

We are continuing to utilize a web-based Project Request system (Caspio) to track and complete work
orders. Since the launch of the Project Request system in October of 2016, the Office of
Communications received nearly 2,000 work order requests, averaging 3-4 requests per day. In the past
year (2018), we have received over 1,200 work requests, averaging 4-5 per day, with 141 projects
requested in August 2018 alone (@ 6 per day). This is a 166% increase in project requests compared to
2017. Most entries include requests for more than one campaign element, so projects tend to have
multiple components (i.e. flyers, rack cards, banners, posters and social media promotions as opposed
to a request for just a flyer). The Office is tasked with upholding the Branding and Design/logo Standards
set by both the District and the College. We have continued to work with Printing and Mail Services to
uphold standards listed in the style/branding guide and web guidelines for the College, which were
created in 2016. This is done in conjunction with the Print Shop and our review/authorization of print
requests prior to printing is frequently requested (as often as 3-5 times per week). Due to the need for
multiple staff to work on various components of each project, the Director of Communications is
currently serving in the project management capacity.

Web Design/Development:
The Office continues to supply web design and development support for the entire campus community.
The Mesa College website currently gets over 6 million visitors to the Home Page every year, utilizes
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over 1,500 pages (previously 4,000), and supports nearly a dozen associated applications (MMAP, Mesa
Journeys, Event Portal, etc.). Office staff provide assistance and training to thousands of users, and over
150 content editors and managers. The Office provides training for users (over 20 training sessions per
year) and would like clients to whom we have provided training to have both the knowledge and
technical infrastructure to be as self-sufficient as possible in both the maintenance and expansion of
their specific component to Mesa’s digital presence. This includes both social media and web pages.
Refreshed training is required for content editors after one year of inactivity.

The Office provided custom web application and development to support campus and department
goals. In the past year, the Office of Communications has received over 235 web-related project
requests, averaging 1-2 per day. Projects have included the development and re-development of the
Events Portal, multiple online Allied Health Application, EOPS Application, Mesa Journeys, Placement
Assistant, Resource Request System (BARC, CHP, FHP), Commencement Registration, Scholarship
Registration, the Mesa College Foundation website and the Key Request System. Staff also provide user
statistical analysis, click behavior tracking, and feedback mechanisms to ensure the timely delivery of
information. The Web Developer also maintains the iMesa Mobile app, which allows students to access
the website via their mobile devices, and places pertinent information right at their fingertips.

Completed projects include:

e The Placement Assistant - an online placement tool which is now utilized by every student
coming to Mesa College

e Mesa Journeys —an online tool helping students to identify programs and services they might be
eligible for here at Mesa

e EOPS Application/Tracking system — online application and tracking system used to identify
students eligibility for programs, track progress through EOPS program requirements, and track
disbursement of funds to students

e Allied Health Application System — an online universal application for all Allied Health
programs. Removed the need for students to come to campus and wait in line to apply for
certain programs. Allowed program directors and special admissions to easily identify eligible
students.

e Digital check-in system for the Scholarship Banquet — streamlined the check-in process for the
scholarship banquet.

e Digital Check and ticket tracking system for Commencement — allowed for student services to
disperse and track tickets for the event and also track attendance the day of the event.

These applications have a direct positive effect on students’ access to resources and programs here at
Mesa. As the expectation of students has become that services and information are accessible online,
the demand for the development of specialized web applications in addition to the website to provide
those services and tools for students has increased as well. The campus continually strives to improve in
the ways we help students. In the digital age, the majority of the tools and resources are delivered
online; this has led to an increased demand for digital development beyond just the website.

Social Media:

In 2018, the Office of Communications has relied more heavily on social media and increased our
presence across multiple platforms (Facebook, Twitter, Snapchat, Instagram, etc.).

The Office relies heavily on social media and we continue to see a steady increase of followers across
our multiple platforms. Followers: Facebook: 6,896, Twitter: 3,104, Instagram: 1,350 and Linkedin:
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29,167. We have created and managed an average of 20 posts per week across all platforms, in addition
to sharing and reposting for the District as well as campus departments, programs and services. Staff
generally respond within 48 hours to all inquiries posted on social media. In addition, our Snapchat
account has allowed us to create event specific “filters” that has allowed us to successfully promote on
and off campus events. During the last year, the campus filters have had over 137,000 unique views and
have been used almost 3,000 times. Social Media Training: Approximately 75 Mesa College staff, faculty
and students have been provided with social media training, including staff from the District and City
College. Presentations have been given to individuals and well as groups. Several trainings were very
specific per the platform and/or target audience, while other trainings were more broad and covered
multiple topics and best practices.

We continue to monitor social media trends and changes to make sure that our targeted audience is
viewing our posts. Such changes include reducing the amount of times we include links in our Facebook
posts to create a larger organic reach without the need to pay for ads. We continue to use hashtags on
our Twitter posts. The following hashtags have been successful and have begun to create a digital story
on Twitter: #SDMesaCollege #WeAreMesa #Allin4Students.

To realize efficiencies, and at the request of many campus users, the Office of Communications has
teamed up with the campus LOFT to provide training to campus faculty and staff throughout the year.
Doing so has allowed the campus to learn from a LOFT liaison about our social media protocols and
make sure our social media standards are being met. Presentations and trainings are still offered to
individuals as well as groups. Several trainings continue to be specific per the platform and/or target
audience. This has helped specific departments create their own department social media page. On
Twitter alone, we currently have 30 pages related to San Diego Mesa College. In the past year, we have
gained over 2,000 additional followers, and created and managed 10-30 posts per week across all
platforms. Staff generally respond within 48 hours to all inquiries.

Digital Advertising:

Since 2017, the Office has begun utilizing more digital media advertising. This has been both on social
media platforms (ad buys on Facebook, Snapchat, etc.) as well as buys in conjunction with broadcast
media (radio) and various websites. Broadcast media ad buys have included on-air (radio), in-
app/streaming and online. The digital advertising has been primarily to support enrollment marketing
and the renewed focus on Career (Technical) Education as required by the State Chancellors Office.

Event Support:

In the past year, the Office has provided support for over 350 events — both on and off campus. As the
number of campus events continues to rise, so does the need for event support. Communications staff
has provided logistical support, materials creation, web page updates and event photography as well as
promotional support (public relations and social media promotions) for the majority of events both on
and off campus.

Newsroom:

We have continued to populate and manage our Digital Newsroom (sdmesa.edu/newsroom). In 2018,
the Newsroom had over 3,000 visitors. The Office continues to use the website to drive enrollment and
other special campaigns. With the summer and fall 2018 enrollment campaigns which collectively
generated over 48,000 website visitors, nearly 50% clicked through the District class schedule and
enrollment portal.
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Photography:

In the past year, Staff have provided photography for over 300 events — approximately 4-6 per week and
a 30% increase over 2017. Staff have also provided headshots and staged photography for promotional
materials. In 2018, staff took over 10,000 photos for campus use. We have added nearly 140 new photo
albums to the College Flickr account, with an average of 40 photos per album, for a total of over 5,400
photos provided for staff, faculty, students and the community to access and utilize. The most viewed
Flickr album in 2018 was the 2018 Commencement Ceremony, with 543 Views.

Videos:

We currently receive 2-3 requests per month to create videos. In 2016, the Office had a Project Assistant
who could create videos, but we have not had once since. This hinders our ability to affordably utilize
one of the most effective communication mediums and keep up with current technology trends. The
College has several AV technicians, who we have been able to occasionally utilize, but none of them
report to the Office of Communications — and all have their own respective workloads. The District
Office of Communications has a videographer, but the workload is such that we are not able to use that
as a resource very often. We have had success hiring a production company. They have been able to
respond quickly, have given us great pricing (20% discounts) and have delivered on time and within
budget on multiple projects (Commencement videos, #allin4students videos, HSI videos). In order to
continually use their services however, we would need to increase the office budget to support this
service.
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