Memorandum

To:

Jefferson Community College Faculty & Staff

From:

Diane Calhoun-French

Date:

December 28, 2001

Subject:

New Telephones

This is just a quick note to bring everyone up to date on the latest developments regarding our efforts to improve our telephone system.  As you are aware, for the past few months we have been making improvements to our telephone system with the focus being on ways to assist us in being more responsive to our students and improve our standing in the community.  As part of this ongoing review we have determined that some phones need be replaced. Please note that this does not mean that all telephones will be replaced--only the oldest and least functional.  We will, however, replace the older model single line analog sets with a newer model telephone (Colleague Speakerphone Model 2203) that has the following features: 

· Message Waiting Light

· Last Number Redial

· Volume Control

· Data Port

· 10 Programmable Keys

· Hands Free Speaker

· Hold Button

In this same review, it was also determined that several departments and/or individuals have already replaced their older model phone(s) with newer sets.  In those instances, persons may keep their current phone so long it provides the necessary functionality.  If your department or persons within your department decide to keep their existing telephones, please let staff know when you are contacted regarding telephone replacements.

Additionally, the Office of Community and Economic Development has gracefully agreed to offer training on the new phones to interested persons.  This will be in addition to the recent training that office provided on proper telephone etiquette and professional behavior (including returning calls within 24 hours).  A separate announcement of the particulars of the training will follow under separate cover.

We anticipate having the new phones in place by the third week of January 2002.  

Lastly, we want to continue to encourage persons to: 1) regularly check voice mail, 2) return calls on a timely basis, and 3) use proper telephone etiquette.  

Thank you for your continued support and patience as we make improvements to this communication tool and to our public image.

