
Human       
LZhdjgXZhé
July 2010         

Newsletter  

Important               
Announcements  

To all State and Local Public Body 

Employees with State Benefits:  

 
We are proud to announce that 

Medco Health Solutions, Inc. is        

the Stateõs new Pharmacy                 

Benefit  Manager (PBM)                                          

effective July 1, 2010 .  

 

Below is a link for the  joint                              

announcement  letter from           

State and Medco on                        

important information.  

  

Medco State Announcement  

http://www.sanjuancollege.edu/Documents/HR/Medco%20State%20%20Pre-announcement%20ltrFINAL%20%206-23-10.pdf


HR                          
Reorganization  

Human Resources have recently undergone reorganization. There are reassignments of Human         

Resources Staff that will impact our operations and how we provide service to our college community. 

You will notice we no longer have two recruiters, payroll responsibilities have shifted, and we have one 

staff member focusing on the training and development function within Human Resources.  
 

The most immediate impact will affect hiring managers responsibilities related to recruitment. There is 

only one Employment Specialist, Jeannie Malandro. The most obvious change is that there will no 

longer be an HR representative present during most interviews. The responsibility of advertising, setting 

up the interviews, providing interview materials to the interview panels, conducting reference checks, 

and offering employment still remains with the Employment Specialist. Training will be provided to   

Hiring Managers and they will also receive a checklist as a tool to assist them in the process. In the    

future, the requisitions and personnel transaction forms will be generated and approved electronically 

through Datatel. We continue to ask for your patience and understanding during this change.  
 

We will be conducting two HR Update sessions during convocation week that will focus on changes in 

staff responsibilities and updates on some of the HR functions. We will also start scheduling more HR 

Forums to visit the various areas/departments on the main and extended campuses. This is a great   

opportunity for us to come and visit you and to answer questions you may have regarding functions of 

Human Resources. 

 

\ Dr. Alvin H. BrownñAVP for Institutional Resources and Planning Ext. 3208 

 The following departments report to Dr. Alvin H. Brown; Human Resources, Institutional Research, 

 Strategic Development, and Public Relations.  

 

\ Valerie WheelerñAdministrative Assistant V for Institutional Resources and Planning 
Ext. 3208 

 Assist AVP, Institutional Resources and Planning and HR director in scheduling appointments,      

 reconcile staff p-card and t-card statements, handle all budgetary activities for Institutional           

 Resources and Planning Department, Institutional Resources, and Strategic Development, run      

 employee contracts and distribute other employee notification, department reimbursements, travel 

 requisitions, and supplies inventory.  
 
\ Stacey AllenñDirector Ext. 3515 
 Manage Human Resources Department daily operations. Coordinate policy development/changes, 

 provide policy interpretation to management and staff, handle employee concerns, and                

 unemployment claims, advise and assist managers with employee concerns, and serve as Equal    

 Employment Opportunity Officer.  
Continued on page 3 
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\ Kerrie KellermanñHR OfficerñTraining Ext. 3609 
 Manage mandatory and Management/Leadership trainings including                 

 On-boarding, manage Desk Audit Process, manage performance management 

 system process, assist HR Director with employee concerns and Equal                

 Employment Opportunity concerns, and conduct exit interviews. 
 
\ Sherrie BiringerñBenefits Manager Ext. 3446 
 Manage Human Resources Benefits and Compensation functions, handle all       

 disability claims, 403B reporting, conduct benefits orientations, facilitate and         

 coordinate communication being sent to employees related to benefits and   

 compensation, FMLA, manage service awards, serve as Liaison for Risk      

 Management and department head in absence of HR Director.  
 
\ Jeannie MalandroñEmployment SpecialistñRecruitment Ext. 3272 
 Manage recruitment function, assist HR Director with recruitment strategies,    

 attend necessary Recruitment fairs, assist hiring managers with recruitment    

 process, conduct CDL presentations, manage volunteer/community service and 

 other placement activities,  oversee all recruitment reporting with input and        

 assistance from HR Assistant III-HRIS/Analysis related to gathering data, and  

 communicate changes in recruitment process to college staff.  
  

òDonõt cry        

because its over 
smile because    
it happenedó

 
~Dr. Seuss  



 
\ Savana BradleyñHR Assistant IIIñPayroll and Benefits Ext. 3429 
 Process HR component of payroll, prep on-board and benefit orientations, conduct 

 weekly On-Boarding presentations, assist with benefit enrollments, schedule employee 

 exit interviews, maintain HR website related to benefits, and payroll.  

 
\ Brian SteenñHR Assistant III  - HRIS/Analysis Ext. 3516 
 Oversee HR Datatel Implementation, conduct all HR reporting, complete all requested 

 Salary and Benefit Surveys, design custom reports using Colleague Query Builder to meet 

 department/institutional needs, conduct analytical comparisons related to salaries, leave, 

 benefits, staffing, turn-over costs, problem solve all HRIS issues, enter oversee and      

 coordinate budget process using Position Budgeting module, oversee leave function,  

 develop and maintain HR trainings and SOPs related to technology and new processes.  

 
\ Kimberly Allen ñHR Assistant IñRecruitment Ext. 3215 
 Serve as Human Resources receptionist, responsible for filing/purging of records; take 

 minutes at necessary meetings,and generate HR newsletter. Coordinate tasks of        

 Work-Study Students. Conduct reference checks, assist customers with application    

 process, prepare interview packets, assist with recruitment reporting, provide customer 

 service to employees on issues related to leave and  recruitment, assist HR Asststant III 

 with reporting objectives. Maintain HR website and update Job line.  
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Summertime should be a time for fun and making happy memories. Knowing a few fire safety 
tips and following instructions will help everyone have a safe summer. 

Fireworks Safety 

The best way to enjoy fireworks is to visit public fireworks displays put on by professionals who 
know how to safely handle fireworks. 

If you plan to use fireworks, make sure they are legal in your area. 

Never light fireworks indoors or near dry grass. 

Always have a bucket of water and/or a fire extinguisher nearby. Know how to operate the fire  
extinguisher properly. 

Do not wear loose clothing while using fireworks. 

Stand several feet away from lit fireworks. If a devise does not go off, do not stand over it to      
investigate it. Put it out with water and dispose of it. 

Always read the directions and warning labels on fireworks. If a devise is not marked with the con-
tents, direction and a warning label, do not light it. 

Supervise children around fireworks at all times. 

Barbecue Safety 

Do not overfill the propane tank. 

Do not wear loose clothing while cooking at a barbecue. 

Be careful when using lighter fluid. Do not add fluid to an already lit fire because the flame can 
flash back up into the container and explode. 

Keep all matches and lighters away from children. Teach your children to report any loose matches 
or lighters to an adult immediately. Supervise children around outdoor grills. 

Dispose of hot coals properly - douse them with plenty of water, and stir them to ensure that the 
fire is out. Never place them in plastic, paper or wooden containers. 

Never grill/barbecue in enclosed areas - carbon monoxide could be produced. 
Make sure everyone knows to Stop, Drop and Roll in case a piece of clothing does catch fire. Call 911 
or your local emergency number if a burn warrants serious medical attention. 



1. The Declaration of Independence begins with 
what words?  
 

2. How did the Liberty Bell get its crack?  
 

3. How many stars were on the first United 
States flag?  
 

4. Who was the first person to sign the         
Declaration of Independence? 
  

5. Who shot Abraham Lincoln?  
 

6. What is the name of the oldest commissioned 
U.S. naval vessel?  
 

7. The first 10 amendments to the Constitution 
are familiarly known as?  
 

8. Whose signature is largest on the Declaration 
of Independence?  
 

9. The signing of the Declaration of                 
Independence took until August 2, 1776?   
True or False? 
 

10. How many people signed the Declaration of 
Independence on July 4, 1776?  
 

11. When the Liberty bell was cast, how much 
did it weigh?  
 

12. What document was the legal framework of 
the United States? 
  

13. Life, liberty, and ______________________? 
  

14. Which two patriots died on July 4, 1826?  
 

15. Who do historians believe sewed the first   
official American flag?  

American    
History 

Quiz  

American History Quiz ANSWERS  
1. When in the course of Human Events  
2.It acquired its crack on the first ring 
3. 13 
4. John Hancock 
5.John Wilkes Booth 
6. The Constitution 
7. The Bill of Rights 
8. John Hancock 
9. True 
10. Two 
11. 2080 lbs. 
12. The Constitution 
13. the pursuit of happiness 
14. John Adams and Thomas Jefferson  
15. Betsy Ross 

American History Quiz ANSWERS 


