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Information on STEM from R Schlenker
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Agenda for Thursday, 7 April
The meeting on 7 April will begin at 0800 in the multi-purpose room with CSI information.  At approximately 0900 we will take a 10 minute break for the presenters from the DSO can set up.   Attached is the agenda for the reminder of the day. 
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Job Responsibilities 

Attached are the job responsibilities for Ms. Yu and Mr. Chae.  Please note that only Ms. Yu is authorized to handle requests to order materials and resources as she is the primary government credit card holder.
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Process for ordering materials
Over the past two years DoDEA has phased in a new ordering process. This process is all online starting with the initial order through the payment.  As a result the forms for the initial request have been adjusted and updated.  The correct document is located on the R drive.  Ms. Spore has also sent it out several times.  Under the new process school staff complete the initial request which includes research (where the item can be purchased; cost comparison if the order is over $3,000; sole source if there is only one place where the materials can be ordered) and then completing the required document.  This information is submitted to Ms. Yu.  She processes, gets approval from the administration, places the order, inventories the order once it arrives and delivers the orders to the designated recipient.  She is also responsible for following up on missing materials, and tracking missing orders.  When orders are submitted they should be prioritized: #1, must have to open school; # 2, important but not critical; #3 nice to have.  Any orders not processed are kept in a file.  When additional monies are available these orders are then reviewed and processed bases on availability of funds.  As a teacher/staff member you are critical to this process.  If you have questions at any time please contact Ms. Spore or Ms. Yu.
Success:  Willing to do what the average person is not willing to do.[image: image4.png]
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Ms. Kilhyon Yu (Supply Technician)

Performs all supply function to include replenishing of school materials and supplies.  Responsible for supply inventory and property accountability.  Responsible for distribution of purchased materials, coordinate orders between the vendor and the requestor including follow-up of delayed shipments.  Maintains textbook inventory and is responsible for their distribution.  Serves as the primary GPC holder.  As of now, she is the only person who can pay the vendors for school purchases.  



**Ask Ms. Yu whenever you:



- need supplies

- have a question with mail pickup and deliveries 

- need to follow up with the vendor for requested items

- want to request re-shipment of athletic equipment/musical instruments

- need books to be delivered in your classroom (she works with Mr. Choe on this)

- need textbook inventory

- want to know the location of extra books



Mr. Myong Chol Choe (Facility Clerk)

Serves as the school facility coordinator.  Responsible for setting up of the MPR and gym for school activities.  Serves as a liaison among the school staff, custodian, and the KSC (school handyman).  All tasks requested of the custodians and handyman must be communicated through him.  Ensures safety of the school facility and is accountable for unlocked or unsecured buildings.  Duties include, but are not limited to copier management, lamination requests, school forms reproduction, DPW POC for service/work orders and follow up.   Will serve as the backup Supply Technician once issued the GPC, aside from being the Facility and Maintenance Clerk, and Fire and Safety Coordinator of the school.

**Call Mr. Choe whenever:

- the copier is broken (he will call the technician)

- you need lamination requests

- something is broken in your room (he will tell Mr. Paek to fix it)

- furniture needs to be moved within your room (he usually works with Mr. Paek on this)

- the school grounds need attention (frozen ice - snow, wet areas)

- you need a custodian to do emergency cleaning in your classroom



Mr. Paek (KSC-Handyman)

He is the school KSC.  Serves as the handyman and maintenance man of the school.  Anything that needs repair is requested to him through Mr. Choe.  He takes orders and requests from Mr. Choe, who is the liaison between the teachers and the KSC. 
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