
 

 

NEOSHO COUNTY COMMUNITY COLLEGE 
BOARD OF TRUSTEES 

  
AGENDA 

 

March 11, 2021 – 5:30 P.M. 
Student Union – Room 209 

Zoom Meeting ID: 955 0503 0784 
https://neosho.zoom.us/j/95505030784 

I. Call to Order 

II. Roll Call 

III. Public Comment  

IV. Approval of the Agenda 

V. Consent Agenda 

A. Minutes from February 11, 2021 
B. Claims for Disbursement for February 2021 
C. Job Description – Director of Communications  
D. Job Description – Administrative Assistant to Vice President for Student Learning  
E. Job Descriptions – Bookstore Position Restructuring 
F. Course Inventory Revisions/Additions 
G. Personnel 

VI. Reports 

A. Online/Ottawa – Dr. Marie Gardner 
B. KACCT – Dennis Peters 
C. Treasurer – Sandi Solander 
D. President – Dr. Brian Inbody  

VII. Old Business 

A. Resolution 2021-4:  Title IX Policy Update (second reading) 

VIII. New Business 

A. Resolution 2021-5:  Emergency Action Plan (EAP)   
B. Resolution 2021-6:  2023-2024 Academic Calendar  
C. Executive Session:   Negotiations  
D. Executive Session:   Employee Matters 
E. Executive Session:   Employee Matters 

IX. Adjournment  

https://neosho.zoom.us/j/95505030784


 

NEOSHO COUNTY COMMUNITY COLLEGE 
BOARD OF TRUSTEES 

 
MINUTES 

 

March 11, 2021 – 5:30 P.M. 
Student Union – Room 209 

I. CALL TO ORDER 

Dennis Peters called the meeting to order at approximately 5:30 p.m. in Room 209 of the 
Student Union.   

II. ROLL CALL 

The following members were present: Kevin Berthot, Charles Boaz, Lori Kiblinger, David Peter, 
Dennis Peters and Jenny Westerman 

Absent:  

Also in attendance: Kerrie Coomes, Steve Dowell, Dr. Marie Gardner, Dr. Brian Inbody, Kent 
Pringle, Kerry Ranabargar, Dr. Sarah Robb, Angela Rowan, Jon Seibert, Sandi Solander, Chanute 
Tribune (Matt Resnick) 

III. PUBLIC COMMENT  

No Speakers 

IV. APPROVAL OF THE AGENDA 

On motion by Charles Boaz and second by Kevin Berthot, the agenda was approved as presented. 

V. CONSENT AGENDA 

On motion by Lori Kiblinger and second by Charles Boaz, the following items were approved by 
consent: 

A. Minutes from February 11, 2021 

B. Claims for Disbursement for February 2021 

C. Director of Communications 

When an employee leaves the institution it is common practice to take a step back and 
examine that position to see whether or not it needs to be deleted, adapted, or expanded. 
With Nancy Isaac‘s departure from the college and the need to increase our presence in 
various media, the administration seeks to expand this role to a full-time communication 
directors position, encompassing many of the duties of Nancy but adding other duties.  

  



 

DIRECTOR OF COMMUNICATIONS  
 

Reports to:  President 
Classification:  12-month Employee 

Pay Status:  Administrative 
Fringe Benefits per Board Policy 

Starting Salary Range:  $40,000 – 45,000  
Revised:  March 2021 

 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 
Duties and Responsibilities 

1. Authors weekly stories on general events and news for NCCC including press releases and 
photos/videos as needed for all manner of media (excludes stories covered by the Sports Information 
Director).   

2. Create and publish an annual “Yearly Report” for NCCC constituency groups. 
3. Assist the President with communication efforts during crisis management when required. 
4. Lead the creation of advertisements for print and electronic media college-wide and assist with 

departmental advertising to ensure appropriate messaging and branding. 
5. Develop and carry out a strategic advertisement placement plan for maximum effect.  
6. Coordinate social media presence for the college as a whole including content creation, replies and 

referral of information when needed. 
7. Maximize web search engine accounts for the college, including keywords, ad placement, etc.   
8. Effectively manage communications budget. 
9. Respond to requests from the media, state agencies, and others for materials, photos, videos, etc. 
10. Assist in the creation of printed media for college departments when requested. 
11. Respond to requests from service area groups, such as high schools and booster organizations, for 

sponsorship and/or ad placement in their publications.  
12. Along with the Director of Development and Marketing, Co-Chair the marketing committee meetings 

and set the marketing direction for the college including brand management. 
13. Publish various notices throughout the year and obtain affidavits of publication as required.   (i.e. non-

discrimination clause or college budget) 
14. Maintain billboard artwork and monitor monthly payment. 
15. Supervise departmental employees including student employees.     
16. Any other duties as deemed necessary by the administration. 
 
Required Knowledge, Skills and Abilities 

1. Must be self-motivated and organized 
2. Ability to communicate very effectively, both orally and in writing 
3. Basic photography and videography 
4. Computer literacy, including the ability to create printed materials and video/photo editing 
5. Willingness and ability to work as a member of a team and independently 
6. Maintain professional appearance 
7. Excellent interpersonal skills 
8. Willingness to be involved in community and college events 

 



 

Education and Experience 

 Bachelor’s degree in public relations/communication or related field required, masters preferred, or; 

 Associates degree required with significant work experience in a related field preferably in area of 
responsibilities of position. 

 
Working Conditions 

1. Work is typically performed in an office work environment. 
2. Some travel, evening and weekend hours will be required. 
3. Limited physical effort required.  
 
Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
 

 

  

http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf


 

D. Administrative Assistant to Vice President for Student Learning 

Due to the upcoming retirement of the current Administrative Assistant for the Vice 
President for Student Learning, a review and update of the position’s job description 
has been proposed. The job description follows.    

 

 

 

ADMINISTRATIVE ASSISTANT TO VICE PRESIDENT FOR STUDENT LEARNING 

 
Reports to:  Vice President of Student LearningChief Academic Officer 

Classification:  Full-time, 12 month Employee 
Pay Status:  Hourly, Non-exempt, Level IVV 

Fringe Benefit per Board Policy 
Minimum Starting Salary range:  $11.00 - $12.00$13.50 

Revised:  January 2017 February 2021 
 

 
This position reports to the vice Vice president President for student Student learningLearning.  Duties 
include, but are not limited to: 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 
Duties and Responsibilities 
E.  
F.1. Be familiar with college academic/student policies and procedures. 
G.2. Make appointments, travel arrangements, prepare requisitions and travel requests, and schedule 

meetings for the vVice- presidentPresident. 
H.3.Handle routine matters relating to the daily operation of the office including processing various forms 

to appropriate offices for approval. 
I.4. Be responsible for maintaining program and course inventory and submitting new approved courses to 

the Kansas Board of Regents for evaluation and articulation. 
J.5. Transcribe notes, prepare correspondence, and maintain an effective and efficient filing system. 
K.6. Assist the viceVice P-president in coordinating work between other academic offices on and off 

campus. 
L.7. Attend general faculty, divisional, and other designated meetings, as requested by the viceVice- 

Ppresident, to record and circulate minutes. 
M.8. Supervise and hire students for work-study positions (if applicable) in viceVice -pPresident’s office. 
N.9. Maintain and update the College Catalog. 
O.10. Oversee Assist the Vice President with formatting of strategic plan components on T/common. 
P.11. Assist with tracking and submission of faculty professional development requests, approvals, and 

requirements per policy and PEA agreement.  Additionally, communicate annually with faculty 
members regarding their professional development status.  

Q.12. Assist with monitoring VPSL budgets, including related grants such as Perkins, and associated 
reports and training. 



 

R.13. Assist with revisions to the Educational Master Plan and other reports and projects as assigned by 
the viceVice -pPresident. 

S.14. Send out vice Vice president President honor roll letters. 
T.15. Maintain Workforce Investment Act (WIA) program reports and web updates. 
U.16. In chargeAssist with of the Academic Awards ceremony each spring for both campuses. 
V.17. Assist the vice Vice president President with maintaining the academic calendar. 
W.18. Serve as backup to the copy center. 
X.19. Be responsible for posting announcements on InsideNCmyNeosho as needed. 
Y.20. Maintain the evaluation schedules for full and part-time instructors. 
Z.21. Assist the vice Vice president President with in-service planning and activities.   and new employee 

orientation. 
22. Prepare surveys using SurveyMonkey for entire campus. 
23. Assist the Vice President with management of Title IX training.   
24. Assist the Vice President with the preparation of Perkins grant reports/forms.  
AA.25. Keep appropriate records updated monthly based on Board of Trustee action. 
BB.26. Perform other duties as requested or assigned by the viceVice- Ppresident. 
 
Required Knowledge, Skills and Abilities 

1. Ability to manage a Hhigh level of responsibilities and complexity complicated of tasks.; 

2. Confidentiality necessaryis required. 

3. Ability to communicate effectively with all constituents. 

4. Advanced computer skills, specifically with Microsoft Outlook, Excel, Word, Access, and others. 

2.5. Ability to work independently. 

Education and Experience 

1. Bachelors preferred, preferably in the area of responsibility 
2. Associates degree required, and/or specialized skills required; AND 3 years of experience required, 

preferably in area of responsibilities;  
3. OR High School Diploma or GED required, plus 7 years of work experience in area of responsibilities 

required 
 
Working Conditions 

1. Work is normally performed in a typical interior/office work environment. 
2. No or very limited physical effort required. 
3. No or very limited exposure to physical risk. 
 

Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
  

 
 

  

http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf


 

E. Bookstore Position Restructuring 

As vacancies occur, Administration takes the opportunity to evaluate departmental structure to 
appropriately align duties and help attract and retain good employees to the College.  With the 
recent resignation of the Chanute Bookstore Coordinator, a review and restructuring of the 
NCCC bookstore enterprise has been proposed.   
As proposed, due to both the nature of their responsibilities as well as their supervision duties 

of board-hired employees, the two Bookstore Coordinator positions are being upgraded from 

Management Support to Administrative.    

 The Assistant Bookstore Coordinator will report to the Bookstore Coordinator.   

 The Bookstore Coordinator will be responsible for managing textbook duties.  

 The Assistant Bookstore Coordinator will be responsible for apparel purchasing duties. 

 The Bookstore Coordinator will be housed at one campus and the Assistant Bookstore 

Coordinator will be housed at the other campus. 

 The total number of Board-hired bookstore employees will remain the same at one full 

time and two, part time at the Chanute campus and one full time and one part-time at 

the Ottawa campus.   

It is also recommended that current Bookstore Coordinator-Ottawa employee Sheri Woolman 

be appointed to the position of Bookstore Coordinator with her salary increased from the 

current $15.20 per hour rate to $37,000 annually, effective March 12, 2021.  Ms. Woolman will 

not be eligible for another salary increase until July 1, 2022.   

The proposed job descriptions are as follows.    

  



 

ASSISTANT BOOKSTORE COORDINATOR 
 

Reports to:  Bookstore Coordinator 
Classification:  Full-time, 12-month Employee 

Pay Status:  AdministrationManagement Support, Exempt 
Fringe Benefits per Board Policy 

Starting Salary Range:  $35,600 – $40,600 
Revised:  MarFebruary 2021 

 
 
The Assistant Bookstore Coordinator reports to the Bookstore Coordinator, and is responsible for 
coordinating the operations of the Chanute bookstore.  Primary functions include the sale and rental of 
textbooks, the purchasing and sale of college branded apparel and accessories, and maintaining an 
inventory of miscellaneous drinks and snack items.  Duties include, but are not limited to: 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
3.2. Coordinate the operations of the Chanute bookstore 
 
Primary Duties and Responsibilities 

1. Staffing, training, scheduling and supervision of support staff (part-time employees and student 
workers).  Conduct annual evaluations on bookstore associates. 

2. Order College branded apparel and merchandise items. 

 Coordinate and meet with apparel Vendors semi-annually to order merchandise for the 
upcoming spring and fall terms (Orders are placed 4-8 months in advance of shipment). 

 Receive apparel and merchandise to Inventory - inspect for damage and accurate counts, 
create SKU’s (Stock-Keeping Unit), add to POS (Point of Sale) Inventory by uploading through 
processes in ARC (the user interface to the MBS system), add photos and descriptions to web-
site, organize and display. 

 Management of the bookstore web-site database through INSITE (uploading and maintaining 
the images and descriptions). 

 Order supplies and other Neosho branded merchandise – when necessary, create graphics to 
design merchandise ensuring compliance of the Neosho approved graphic standards. 

3. Manage retail sales activities. 

 Coordinate the shipping and receiving of merchandise, evaluate price points, creating barcodes, 
weekly purchasing of concessions, completion of requisitions, managing the POS ‘Point of Sale’ 
inventory system, and stocking merchandise. 

 Processing Insite ecommerce orders for books, apparel, and merchandise in conjunction with 
the Ottawa bookstore by preparing USPS postal shipments and delivering to the mailroom or 
Post Office when necessary.  

 Create marketing signage and social media updates to promote bookstore sales. 

 Balance receipts - make daily bank deposits and record daily sales.  Run queries daily to obtain 
supporting documentation for deposits/sales. 

 Record/Post student financial aid charges daily via J1, the electronic interface for Jenzabar 

 Analyze student account charges to determine status (available funds, holds, etc.) 

 



 

4. Coordinate with MBS, our Textbook vendor assigned representative to ensure web pages for the 
bookstore web site are current. 

5. Maintain the accuracy of inventory – ensure the timely processing of purchase orders as required, track 
orders, investigate problems.  Record purchases, maintain database, perform physical count annually, 
and reconcile actual stock count to computer generated reports during Annual Inventory process. 

6. Coordinate (semi-annually) with Nursing Department - manage the purchasing and embroidery with 
Neosho and Mary Grimes School of Nursing approved logo for program required scrub tops. 

7. Coordinate book and merchandise deliveries to and from the Chanute and Ottawa bookstore as 
necessary; 

8. Maintain the Chanute bookstore point of sale database; 
9. Approve and submit time cards by the 20th day of each month. 
10. Design and maintain display windows in the bookstore and display case; 
11. Ensure that the bookstore facilities are clean and well-maintained; 
12. Coordinate with Ottawa to complete annual bookstore inventory (June 30) annually 
13. Maintain customer service, assist customers as they enter the store, properly answering the phone, 

assist with textbook and merchandise information, and resolve problems as they arise.   
14. Maintain and forward to the Business Office a monthly accounting of departmental bookstore charges. 
15. Understand and be able to accurately relay bookstore policies and procedures. 
16. Maintain accurate records and process de-serialized books for disposition. 
17. Responsible for maintaining accurate paper and electronic (laser fiche) filing of student schedules, 

purchases, and deposit records. 
18. Maintain a clean, organized, and well stocked bookstore to ensure a pleasant shopping environment. 
19. Maintain a ‘SOP’ Standard Operating Procedures manual with up-to-date processes for managing the 

bookstore. 
20. Continue to obtain new knowledge, skills and training with our online book processing system 

(MBA/ARC), including data entry, information retrieval, and reporting.  
21. Perform other duties assigned by the Bookstore Coordinator or the Chief Financial Officer.  
1. Coordinate of the operations of the bookstore including staffing and supervision, shipping and 

receiving, pricing, stocking and other retail sales activities; 
2. Maintain customer service, assist customers as they enter the store, properly answer the phone, and 

assist with textbook and merchandise information;.   
3. Order apparel, supplies and other merchandise as necessary; 
4. Unpack, organize and display books, garments and other merchandise; 
5. Coordinate book deliveries to and from the Chanute and Ottawa bookstore as necessary; 
6. Balance receipts, make daily bank deposits, and record sales daily; 
7. Record student charges daily via the MBS/J1 electronic interface; 
8. Maintain the bookstore point of sale database; 
9. Keep accurate up-to-date bookstore records; 
10. Ensure that the bookstore facilities are clean and well-maintained; 
11. Design and maintain display windows in the bookstore and display case; 
12. Coordinate with the Bookstore Coordinator to complete annual bookstore inventory for both campuses 

as of June 30; 
13. Maintain and forward to the Business Office a monthly accounting of departmental bookstore charges. 
14. Continue to obtain new knowledge, skills and training with our online book processing system 

(MBS/ARC), including data entry, information retrieval, and reporting. 
15. Perform other duties as assigned by the Bookstore Coordinator.     

 
 
 
 



 

Secondary Duties and Responsibilities 
 
1. Cross-train and provide back-up coverage for primary functions of the Bookstore Coordinator such as 

online deposits, queries, sales tax reports, employee Aaccounts rReceivable charges, textbook ordering, 
etc. 

2. Perform other duties assigned by the Bookstore Coordinator. 
 

Required Knowledge, Skills, and Abilities 

1. A pleasant demeanor with excellent customer service skills when working with students, faculty, staff, 
and the general public.  

2. Ability to supervise support staff.  
3. Accounting skills and basic understanding of accounting principles.  
4. Exceptional attention to detail and accuracy; excellent organizational skills; excellent verbal and written 

communications skills; comfort, and familiarity with computers, and outstanding data entry skills. 
5. Proficiency in Microsoft Excel, PowerPoint, Word, and Outlook software programs and databases 

required. 
6. Web-based retail aptitude, experience preferred. 
7. Proficiency with graphic manipulation software, such as Photoshop or Gimp. 
8. Ability to work in a bookstore/office environment where each employee assumes multiple 

responsibilities. 
9. Ability to work well under pressure and to reliably meet deadlines in a fast-paced environment. 
10. Excellent customer service skills. 
11.10. Confidentiality of information. 
 
Education and Experience 

1. Associates degree in related field preferred; AND 2 years of work experience required, preferably in 
area of responsibilities of position;  

2. OR High School diploma or GED required plus 5 years of work experience in area of responsibilities 
required. 

Working Conditions 

1. The noise level in the work environment is moderately noisy. 
2. While performing duties of this job, the employee is required to use hands to finger, handle, or operate 

objects, tools, or controls; and to reach with hands and arms. 
3. The employee is required to walk, sit, stand, talk and hear. 
4. Specific vision abilities required by this job include close vision and the ability to adjust focus. 
5. Ability to lift and transport boxes weighing 50 pounds is required. 
6. Ability to reach and work overhead is required. 
7. Some overtime may be required, as well as some flexibility in occasional early or late hours. 
 
Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
 
 

  

http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf


 

OTTAWA BOOKSTORE COORDINATOR 
 

Reports to:  Chief Financial Officer 
Classification:  Full-time, 12-month Employee 

Pay Status:  Management SupportAdministrator, Exempt 
Starting Salary Range:  $37$27,000 - $4312,000  

Fringe Benefits per Board Policy 
Revised:  MarJan 20210  

  
 
The Ottawa Bookstore Coordinator reports to the Chief Financial Officer and coordinates the operations of 
the Ottawa bookstores functions on both the Chanute and with the Dean of the Ottawa Campuses. The 
Ottawa Bookstore Coordinator is responsible for the sale and rental of textbooks and related materials, as 
well as sale of college merchandise. The Coordinator should endeavor to meet the needs of our students, 
faculty, staff, general public, and make sure that each visit is an enjoyable one.  Duties include, but are not 
limited to: 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 
Primary Duties and Responsibilities 

1. Coordinate of the operations of the Ottawa bookstores including staffing and supervision, shipping and 
receiving, pricing, stocking and other retail sales activities; 

2. Maintain customer service, assist customers as they enter the store, properly answering the phone, and 
assist with textbook and merchandise information;.   

3. Order books for the Chanute and Ottawa campuses and outreach, order new textbooks on written 
notification of the Vice President of Student Learning, update an edition of a textbook already in use, 
and notify instructors of pending new edition; 

4. Work with instructors to have special materials on hand; 
5. Maintain the master book data base; 
6. Administer the textbook rental program; 
1.7. Ensure that the bookstore facilities are clean and well-maintained;. 
2. Order apparel, supplies and other merchandise as necessary. 
8. Unpack, organize and display books, garments and other merchandise; 

X. Maintain the accuracy of inventory, return and re-stock books and regularly verify inventory in a timely 
manner; 

XI.Maintain the accuracy of inventory.  

3.9. Coordinate book and apparel deliveries to and from the Chanute bookstore as necessary;. 
4.10. Balance receipts, make daily bank deposits, and record sales daily;.   
5.11. Record student charges daily via the MBS/Jenzabar J1 electronic interface;. 
6.12. Maintain the Ottawa bookstore point of sale (POS) database;. 
7.13. Design and maintain bookstore display windows and choose merchandise for sale;.  
14. Keep accurate up-to-date bookstore records, and turn in payables and time cards by the 20th day of 

each month; 
8.15. Ensure the monthly sales tax report is accurately submitted on time; 
9.16. Coordinate Wweekly purchasing of food items, drink, and miscmisc.;.  



 

10.1. Maintain customer service, assist customers as they enter the store, properly answering the phone, 
and assist with textbook and merchandise information.   

17. Continue to obtain new knowledge, skills and training with our online book processing system 
(MBS/ARC), including data entry, information retrieval, and reporting; 

XII. Assist with .  
18. Perform other duties assigned by the Chief Financial Officer. ordering apparel, supplies and other 

merchandise as necessary; 
19. Perform other duties assigned by the Chief Financial Officer. 

XIII. 
 
Required Knowledge, Skills, and Abilities 

1. A pleasant demeanor with excellent customer service skills when working with students, faculty, staff, 
and the general public.  

2. Accounting skills and basic understanding of accounting principlesare a must.  
3. Exceptional attention to detail and accuracy; excellent organizational skills; excellent verbal and written 

communications skills; comfort, and familiarity with computers, and outstanding data entry skills. 
4. Proficiency in Microsoft Excel, PowerPoint, Word, and Outlook software programs and databases 

required. 
5. Ability to work in a bookstore/office environment where each employee assumes multiple 

responsibilities. 
6. Ability to work well under pressure and to reliably meet deadlines in a fast-paced environment. 
7. Proficiency with graphic manipulation software, such as Photoshop or Gimp. 
8. Ability to work in a bookstore/office environment where each employee assumes multiple 

responsibilities. 
6.  
7. Excellent customer service skills. 
8.9. Confidentiality of information. 
 
Education and Experience 

1. Associates degree in related field preferred; AND 2 years of work experience required, preferably in 
area of responsibilities of position;  OR 

2. High School diploma or GED required plus 5 years of work experience in area of responsibilities 
required. 

Working Conditions 

1. The noise level in the work environment is moderately noisy. 
2. While performing duties of this job, the employee is required to use hands to finger, handle, or operate 

objects, tools, or controls; and to reach with hands and arms. 
3. The employee is required to walk, sit, stand, talk and hear. 
4. Specific vision abilities required by this job include close vision and the ability to adjust focus. 
5. Ability to lift and transport boxes weighing 50 pounds is required. 
6. Ability to reach and work overhead is required. 
7. Some overtime may be required, as well as some flexibility in occasional early or late hours. 
 
Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 
  

http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf


 

OTTAWA BOOKSTORE ASSISTANT 

Reports to:  Bookstore Coordinator 
Classification:  Part-time, 12-month Employee 

Pay Status:  Hourly, Non-exempt, Level II 
Fringe Benefits per Board Policy 
Salary range:  $11.75 – $12.50 
Revised:  MarFebruary 2021 

 
 
Position Overview 

The Bookstore Assistant reports to the Bookstore Coordinator.  This position is responsible for the sale, and 
rental of textbooks and related materials as well as sale of college merchandise.  The Assistant should 
endeavor to meet the needs of our students, faculty, staff, and general public, and make sure that each visit 
is an enjoyable one.  Duties include, but are not limited to: 
 
Essential Functions 

1. Provide premiere quality service to all constituencies of the College. 
2. Engage in continuous quality improvement and professional development. 
 

Primary 

1. Assist the Bookstore Coordinator with day-to-day activities – monitor inventory and supplies to 
determine purchasing needs, clean equipment and floors, and organize displays;.  

2. Provide excellent customer service by greeting and assisting customers as they enter the store, , 
properly answer the phone, and assist customers with accurate textbook and merchandise information.  

3. Assist with processing of both daily and online deposits,.  
4. Assist with the processing of online orders, (fulfillment and processing Post Office ‘USPS’ shipping 

labels) 
5. Assist with recording and de-serializing retired or discontinued books for disposition,. 

XIV. Assist with  student employee training,. 
XV.3. Assist in  and designing the maintaining bookstore apparel and merchandise displays. 
6.4. Process requisitions and Purchase Orders for purchases of textbooks or merchandise for resale. 
7.5. Maintain accurate inventory records and work with a serialized textbook system - Issue and return 

rental textbooks using ARC, the user interface for MBS management system.; 
8. Inspect for and notify Bookstore Coordinator of any damage to books. 
9. Understand and be able to accurately relay bookstore policies and procedures.   
10. Remove Bookstore ‘holds’ from student accounts, record actions in ‘Notepad’ using user interface for 

J1. 
11.6. Continue to obtain new knowledge, skills and Continue to obtain knew knowledge, skills and 

training with our online book processing systems in MBS, including data entry, information retrieval, 
and reporting.  

12.7. Maintain precise inventory and assist with completing annual inventory. 
13.8. Ensure proper records maintenance through accurate scanning and tagging of files in Laser fiche, as 

well as maintaining paper files.  

9. Perform store opening and closing procedures. 

14.10. Ensure proper records maintenance through accurate scanning and tagging of files in Laser fiche. 

15.11. Perform other duties assigned by the Ottawa Bookstore Coordinator.  



 

Required Knowledge, Skills, and Abilities 

1. Excellent customer service skills.   Successful candidate must have a pleasant demeanor when working 
with students, faculty, staff, and the general public.  

2. Accounting skills are a must.  
3. Exceptional attention to detail and accuracy, excellent organizational skills, excellent verbal and written 

communications skills. 
4. Proficiency in Microsoft Excel, PowerPoint, Word, and Outlook software programs and databases 

required.  
5. Ability to work in a bookstore/office environment where each employee assumes multiple 

responsibilities.  
6. Ability to work well under pressure and to reliably meet deadlines in a fast-paced environment.  
7. Ability to maintain confidentiality of student information. 
8. Ability to lift and transport boxes weighing up to 50 pounds.  
9. Ability to reach and work overhead.  
10. Ability to read small print (with the aid of corrective lenses if necessary). 

Education and Experience 

1. HS diploma or GED required, Associates preferred. 
2. One-two years of work experience required, preferably in area of responsibilities of position.  

Working Conditions 

1. This is a fast paced, moderately noisy environment. 
2. The work is performed standing as much as sitting.   Must be able to stand for extensive periods of 

time. 
3. Peak periods require flexibility with scheduling to maintain store coverage. 

Non-Discrimination  

The current non-discrimination policy can be found at: 
http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf 

 
  

http://www.neosho.edu/Portals/0/Policies/Employee/Personnel/Non-discrimination.pdf


 

F. Course Inventory Revisions/Additions 

Before each semester begins, the Kansas Board of Regents asks coordinated institutions to 
submit a list of courses that the college is capable of teaching in that semester, but is not 
compelled to offer.  This list of courses is referred to as the course inventory.  Each change to 
the inventory must be approved by the academic department where it originated, the 
curriculum committee, the Chief Academic Officer, the President of the College and finally, 
the College Board of Trustees, as per NCCC policy. Syllabus attached as a separate document. 

Course Inventory Changes 

March 2021 Board Meeting 

New Paralegal program:   

PLGL 100 The Paralegal in the Legal System 
PLGL 105 Paralegal Civil Procedure I 
PLGL 110 Paralegal Civil Procedure II 
PLGL 115 Paralegal Contracts 
PLGL 120 Paralegal Real Property Law 
PLGL 125 Paralegal Legal Research and Writing 
PLGL 130 Advanced Paralegal Legal Research and Writing 
PLGL 135 Paralegal Family Law 
PLGL 210 Paralegal Ethics Interviewing and Investigation 
PLGL 215 Paralegal Criminal Law 
PLGL 220 Paralegal Wills Estates and Trusts 
PLGL 225 Paralegal Labor and Employment Law 
PLGL 230 Paralegal Business Organizations 
PLGL 250 Paralegal Internship 

The Energy Program is inactive on the KBOR program/course inventory.  Attached is 
the Program sheet and a list of the program specific courses.  It has been approved to 
remove these from our catalog and website. 

G. Personnel 

1. Request for Retirement of Developmental English Instructor (Chanute) 

It was the president’s recommendation that the Board approve the requested retirement of 
Patty McDonald, as the Developmental English Instructor. Her last day will be May 18, 2021.  

2. Request for Retirement of Administrative Assistant to ABE/Receptionist for CLC 

It was the president’s recommendation that the Board approve the requested retirement 
of Gwen Roseberry, as the Administrative Assistant to ABE/Receptionist for CLC. Her last 
day will be April 9, 2021.  



 

3. Resignation of Advertising/Media Coordinator (part time) 

It was the president’s recommendation that the Board approve the resignation of Nancy 
Isaac, as the part time Advertising/Media Coordinator. Her last day will be June 1, 2021.  

4. Assistant Soccer Coach 

It was the president’s recommendation that the Board approve the employment of 
Gonzalo Carranza as Assistant Soccer Coach. Mr. Carranza has an Associates of Arts in 
Liberal Arts and Sciences from Anoka Ramsey Community College and a Bachelor of Arts 
in Liberal Studies from Friends University.   

Mr. Carranza’s prior work experience includes Assistant Women’s Soccer Coach at 
Hutchinson Community College, Assistant Men’s Soccer Coach at Bethel College and Head 
Women’s Soccer Coach at FC Wichita (Semipro).     

Mr. Carranza will be paid an annual salary $19,000 (MS FTC-A) Start Date March 12, 2021. 

5. Administrative & Technical Assistant for the Chief Financial Officer  

It was the president’s recommendation that the Board approve the employment of Brenda 
McNaught as Administrative & Technical Assistant for the Chief Financial Officer. Ms. 
McNaught has a Home Health Aide Certificate from Coffeyville Community College and a 
Medical Assistant Certificate from Neosho County Community College.   

Ms. McNaught’s prior work experience includes Service Coordinator at Foley Equipment, 
Patient Coordinator at Dr. McReynolds DDS and File Clerk at Herff Jones.     

Ms. McNaught will be paid $14.50/hr (Level 5) Start Date March 12, 2021. 

6. Safety Officer (part time) – Chanute Campus  

It was the president’s recommendation that the Board approve the employment of Sydney 
Rice as part time Safety Officer at the Chanute Campus. Ms. Rice is currently a student at 
Pittsburg State University studying Criminal Justice.  

Ms. Rice’s prior work experience includes Sales Associate at Hibbett Sports.     

Ms. Rice will be paid $13.50/hr (Level 5) Start Date March 12, 2021. 

VI. REPORTS 

A. Online/Ottawa – Dr. Marie Gardner reported on what the Online/Ottawa Department was 
doing. See attachment. 

B. KACCT – Dennis Peters reported on the Kansas Association of Community College Trustees 
quarterly virtual meeting held March 6th 

C. Treasurer – Sandi Solander gave a treasure’s report. Revenue for the month of February was 
$5,103,547.44 and disbursements were -$3,024,516.00.  See attachments. 

D. President – Dr. Brian Inbody gave a president’s report. See attachment. 



 

VII. OLD BUSINESS  

A. Title IX Policy Update (second reading) 

Due to changes in federal regulations, the Sexual Misconduct (Title IX) Policy has been 
updated to reflect current expectations.  As a reminder, Title IX protects students and 
employees who are impacted by sexual harassment, sexual assault, domestic violence, 
dating violence, and stalking.  NCCC subscribes to the Association of Title IX Administrators 
(ATIXA) who provides guidance and templates for policy updates.  This guidance is 
invaluable given the many details of the expected protocol.   A list of some of the 
important changes is listed below: 

 Nomenclature updates (Reporting Party = Complainant) 

 Jurisdiction requirements have updated to reduce/remove jurisdiction for off-campus events 

 Complainants and respondents are eligible to use an advisor of their choosing (who can 
be an attorney) throughout the resolution process 

 New options for informal resolution (previously discouraged) 

 Requirement to use formal grievance process for certain types of allegations.  Process 
includes an investigation, a live hearing, questioning of the parties through their 
advisors, a determination by an objective decision-maker, and an appeal.  

Resolution 2021-4 
RESOLVED, that the Board of Trustees of Neosho County Community College, approves the 
Title IX Policy Update. 

On motion by Charles Boaz and second by David Peter the above resolution was approved 
unanimously.   

VIII. NEW BUSINESS 

A. Emergency Action Plan (EAP) 

In 2007, the administration brought the first Emergency Action Plan (EAP) to the Board. That 
plan was the culmination of hundreds of hours of research, planning, discussions, and meetings 
involving local and state emergency management personnel, other colleges and universities, 
and the entire NCCC community. When the Board approved the EAP, they directed the 
administration to keep the plan current with “the content to be modified as necessary and 
appropriate.”  

Two years later, NCCC extended the scope of the EAP with the addendum of an Automated 
External Defibrillator (AED) plan and initiated the phased purchase of AED devices for every 
building the college operates. The EAP and AED plans have served as living documents and 
changes have been made annually as statutes, codes and regulations have changed. In 2020, 
we further enhanced the EAP with the addition of a Cyber Incident Response Plan (IRP) and the 
Pandemic Plan. 

The latest changes to the EAP were mostly minor; some miscellaneous grammatical edits, title 
changes and contact list updates.  



 

The EAP has been approved by the Safety and Security Committee and endorsed by the 
Executive Committee. It is provided as a separate document.  

It is my recommendation that the Board approve the NCCC Emergency Action Plan. The content 
will be continually modified as necessary and appropriate. 

Resolution 2021-5 
RESOLVED, that the Board of Trustees of Neosho County Community College, approves the 
Emergency Action Plan (EAP). 

On motion by David Peter and second by Lori Kiblinger the above resolution was approved 
unanimously.   

B. 2023-2024 Academic Calendar 

Provided as a separate document is the proposed Academic Calendar for 2023-2024.  The 
College has updated the procedure for Academic Calendars so that we always have three future 
years established.  There has been a recent effort by KBOR to align the spring break week for all 
Kansas public higher education institutions.  This calendar meets that expectation.   

It is my recommendation that the Board approve the following 2023-2024 Academic Calendar. 
 
Resolution 2021-6 
RESOLVED, that the Board of Trustees of Neosho County Community College approves the 
2023-2024 Academic Calendar as presented. 

On motion by David Peter and second by Kevin Berthot the above resolution was approved 
unanimously.   

C. Executive Session – Negotiations 

On motion by David Peter and second by Kevin Berthot  the Board recessed into executive 
session for 15 minues to discuss proposals to modify the Negotiated Agreement pursuant to 
the open meetings exception for matters relating to employer-employee negotiations and to 
include the President, Vice-President for Student Learning, Vice President for Operations, Chief 
Financial Officer and college Attorney.  The board entered executive session at 6:35 pm and 
returned to open meeting at 6:50 pm. No action was taken. 

The trustees took a 5 minute break 

D. Executive Session – Employee Matters 

On motion by David Peter and second by Charles Boaz  the Board recessed into executive 
session for 10 minues to discuss confidential employee information pursuant to the open 
meetings exception for personnel matters of non-elected personnel which if discussed in 
open meeting might violate their right to privacy and that our President, Vice-President for 
Student Learning, Vice President for Operations, Chief Financial Officer and college attorney 
be included.  The board entered executive session at 6:56 pm and returned to open meeting 
at 7:06 pm. No action was taken. 



 

E. Executive Session – Employee Matters 

On motion by David Peter and second by Kevin Berthot the Board recessed into executive 
session for 20 minutes to discuss an individual employee’s performance pursuant to the open 
meetings exception for personnel matters of non-elected personnel which if discussed in open 
meeting might violate their right to privacy our college attorney be included and that our 
President be on standby.  The board entered executive session at 7:07 pm. On motion by  
Charles Boaz and second by Kevin Berthot the board went into an additional 10 minutes, 
returned to open meeting at 7:37 pm. 

Resolution 2021-7 
RESOLVED, by the Board of Trustees of Neosho County Community College that the 
Employment Agreement with Dr. Brian Inbody as President and Chief Executive Officer of 
Neosho County Community College be extended for an additional one year, to continue with a 
four-year contract term now ending in June of 2025, as discussed in Executive Session. 
  
On motion by Lori Kiblinger and second by Charles Boaz the above resolution was approved 
unanimously.   

IX. ADJOURNMENT 

On motion by Lori Kiblinger and second by David Peter, the meeting adjourned at 7:45 pm.   

Respectfully submitted, 

Dennis Peters, Board Chair 
Angela Rowan, Board Clerk 

 


