Imperial Valley Regional Occupational Program

Community Office Occupations & Computerized Office Systems
April 14, 2011

Introduction of members and guest: Ms. Ramirez called the meeting to order at 11:45am.

Voting-Members:        Joe Picazzo, Deputy CEO, Imperial County



            Irma Smith, Coordinator, PMHD



            Vivian Martinez, Supervisor, Hart Insurance Inc.


                         Maria Frear, Office Manager, Dr. Lai Office
Non-Voting Members: Erick Kroenke, Director, Brawley Elementary

                         Lulu Vizcarra, Bus/Youth Representative, EDD


                         Anita Jones, Instructor, Brawley High School



            Wendy Ramirez, Office Manager, Imperial Valley ROP



            Guillermo Macias, Guidance Technician, Imperial Valley ROP
Purpose of the meeting: Ms. Ramirez explained the purpose of the meeting was to have employers provide information and recommendations on what should be taught in the ROP programs. Ms. Ramirez also stated that IVROP had their 13th Annual Showcase and Recognition Ceremony on March 24, 2011. Ms. Ramirez announced that the Dancing with the Stars event was held on April 8, 2011 to raise money for scholarships.
Review and approval of minutes: The minutes were reviewed as presented. A motion was made by Ms. Martinez and seconded by Mr. Picazzo to approve the minutes as presented.
CAROCP Business Membership: Ms. Ramirez invited everyone to join the free CAROCP business membership and explained the purpose of the membership. She said the CAROCP is the ROP’s voice in Sacramento for the ROP programs throughout the state. 
Related labor market analysis to confirm high wage/significant wage opportunities:

Ms. Ramirez reviewed the Labor Market Information for Imperial County. No discrepancies or concerns were mentioned.
Ms. Frear said she currently has an IVROP student completing her training at Dr. Lai’s office. Ms. Frear mentioned the student is doing excellent work and is in the process of getting hired by Dr. Lai’s office. 

Review of relevant data: Ms. Ramirez reported overall last year 2009-2010 ROP had over 2,113 students who completed the program. Ms. Ramirez said the teachers have the option to issue a certificate of completion or a partial course completion certificate to students who have completed the program.

Review required skills for certificates of competency: Ms. Ramirez explained certificates given to IVROP students will only have the information on their proficiency levels (proficient, limited proficiency). Ms. Ramirez also mentioned that if they are not proficient in a certain area, it will not appear on the certificate.
Review assessment procedures: Ms. Soto reported through email that she has three computerized office systems classes with a total of 70 high school students. The students work on word and excel, from basic to advanced. She also works with the students on their employability skills and senior portfolios. Her students are currently working on power point and have learned how to take pictures in different angles.

Mr. Jeffers reported through email that his students will be focusing the rest of the school year preparing for the Microsoft Office Specialist test through Certiport, and taking the articulation test through IVC. 

Ms. Natwick reported through email that she currently has eight students who have completed the training for Microsoft Access. Her students continue working on their timed writings to improve their keyboarding skills. She will also review mail merge, learn advanced report formatting, linked Excel spreadsheets and graphs with her students.
Ms. Jones said she currently has twenty students. Four of the students are from Desert Valley High School. Ms. Jones mentioned her students are getting placed in different worksites to complete their hours of training.

Discussion on postsecondary scholarship opportunities: Ms. Ramirez announced that IVROPCF has scholarship opportunities for all Imperial Valley high school students.  Ms. Ramirez mentioned that the scholarship applications are available online at the IVROP website. 
Suggestions and recommendations: Ms. Vizcarra recommended students learn more accounting skills and basic human resources skills because it is becoming more popular in the industry. 
Ms. Smith suggested students learn filing skills the old fashion way because they are still using that system in many places and not everything is done by computers.

Ms. Martinez recommended students work on their customer service skills, office skills, personality, and how to be polite and friendly.

Mr. Picazzo recommended students work on their listening skills and their interviewing skills because they must be able to sell themselves to the employer. Students must have experience along with good customer service skills.
Mr. Kroenke recommended students work on their employability skills and not to be texting or using their cell phone while working.
Motion to continue operation of the program:  A motion was made by Ms. Martinez and seconded by Mr. Picazzo to continue the operation of the program.
Set time and date for next meeting: Ms. Ramirez told the members that they will be receiving an invitation to the Fall 2011 meeting by mail followed by a phone call as a reminder.

Adjournment: Ms. Ramirez adjourned the meeting at 12:30 pm.

