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Teaching Philosophy
Why do I want to teach? When I ask myself that question, my first reaction is to help others increase their knowledge and inspire them to improve. This knowledge may include something that will advance their career and provide personal growth. Either way, I teach because I want to help. I want to aspire students to look beyond their comfort zone and critically explore other ideas that they may or may not always agree with; I aspire to develop change. I remember loving to learn as a child. My 6th grade teacher, Mr. Steven Kessler, at Nautilus Elementary encouraged me to learn and challenged me regularly. However, I struggled academically and personally throughout the years. I wanted to learn, grow, educate myself on so many levels, but I lacked the appropriate guidance. It only takes one mentor to truly make a difference.
To me, becoming a teacher, means to assist with change. If I am able to change or influence a student’s perspective of a particular subject in a positive way, then I have fulfilled my objective. I’ve then inspired that student to explore other areas that they never thought possible. I’ve opened that door to life-long learning and helped create change for that student. For example, a student may be extremely fearful of public speaking. So fearful that they can’t even come to class. How do I help this student overcome this fear? 
As I reflect on my teaching strategy, I feel my style is directly related to active learning. Active learning best supports problem-solving, writing, reflection, and lengthy discussions about a topic. In order to best serve active learning, my teaching strategy is to work closely with this student and provide ongoing support when needed. I may introduce a small group exercise that would give students an opportunity to speak in front of only a few classmates. Not only does small group exercises help with fear, but it also gives each student time to get to know each other. I feel, like most people, that the fear of judgement is always an issue. This time with students may help create relationships and diffuse some of that anxiety. 
	In the past, I have found instructors who incorporate real-world perspective and their own life experiences assists with the learning process. As long as my students know I’m “real” and I’m not perfect, then they will then be able to relate to me. This relatability helps with the learning process, as well. I may incorporate stories from my own experience in classe or provide Youtube videos showing a humorous depiction of the day’s discussion topic. I think it helps students relax, which I feel is important in the learning process.
	The role of teaching should encompass an assessment of the student. In the end, the goal is for them to learn something and then take that knowledge into another course or life. However, I think an assessment can be disguised in many ways that will alleviate the fear some students have with test-taking. Depending upon the class, I feel writing papers, small group exercises that may include a dilemma to incorporate teamwork and collaboration, or even a presentation can assess content knowledge and understanding. It’s my goal as a teacher to incorporate a variety of learning and assessment measures as it pertains to the course. 
As far as my evaluation, I’m hoping that will be able to ascertain how well I am doing as a teacher by creating a relationship with them. In my opinion, if you are truly paying attention to what students are saying or how engaged they are in class, you should have a fairly decent idea of how you are doing. Students these days have no problem giving feedback or opinions. Their lives are inundated with customer services surveys, social media ranting, blogs, etc. I haven’t met a student yet that has any problem sharing their opinions! Consequently, written student evaluations are always important, and are equally justified for my growth and professional development. 

Micro-teaching Description
	Last week’s homework consisted of reading chapters related to formatting a memo and preparing a professional correspondence under time-sensitive deadlines and following detailed instructions. The micro-teaching lesson consisted of a brief summary of last week’s reading and review of formatting an inter-office memorandum.
	Once a review of the memo is complete, the class would then break into pairs and work on the memorandum that was reviewed in the Chapter 2 readings. The scenario is provided in the chapter; however, I provide my input in order to get the class started. Each group must prepare the inter-office memo within 15 minutes. Once complete, I would collect the memo and provide next week’s chapter readings and preparation for next week.
See Appendix A


Teaching Toolbox Resources

Stanford Teaching Commons https://teachingcommons.stanford.edu/resources/teaching/small-groups-and-discussions/leading-discussion-groups
	This resource from Stanford Teaching Commons provides detailed resources on teaching in small groups and leading discussion groups. The resources breaks down strategy, how to’s, and provides topics that may be helpful in starting dicussions and student engagement.

University of Minnesota, Center for Educational Innovation https://cei.umn.edu/active-learning
	This resource from the University of Minnesota is not only a resource for active learning teaching strategies, but also provides professional development opportunities, designing or redesigning courses, and gathering student feedback.



Teaching Technologies
	Gotomeeting.com, Blackboard, Canvas, Projection, Youtube

Class Observations
	Fall 2018, Business Technology 272 Business Writing – Jill Evenold, Spokane Falls Community College
	Fall 2018, Interpersonal Communications – Dr. Josh Misner, North Idaho College
	
	
	



Appendix A – Lesson Plan, Microteaching Handouts

Lesson Plan

Week 3 Lesson Plan – Business Communication 101
Amy Bolstad

Assignment – prepare a time-sensitive and properly formatted business memoranda to distribute to all Midland Company staff.

Scenario - Midland Company’s CEOs’ have requested the move our office’s to a new location no later than May 8, 2019. In order to advise staff of the upcoming move, we must send out a detailed memo articulating details of the move and strict, time-sensitive deadlines. 

Theory - Business Communication is designed to develop skills in written and verbal communication so that students can become effective and efficient communicators in an ever-changing, global business environment.

Readings:
1) Read Chapter 2 – K. Rentz & P. Lentz (2014) Business Communications 3rd Edition.
2) Review letter from Midland Company executive staff regarding relocation.

Goals & Objectives: 
1. The Student will be able to review executive level correspondence and critically analyze appropriate information for developing business communication.
2. The student will be able to articulate appropriate details and provide written communication to departmental staff.
3. The student will be to able properly format a business memorandum in a timely manner.

Out of Class Work (previous week):
1) Complete assigned readings before class

Time Frame: 90 minutes

Key Concept: Review business correspondence and quickly identify key components for developing inter-office memo to staff

Resource Materials: Campus computer lab, assigned readings and letter from CEO’s at Midland Company 

Activity:  

1. Discuss readings and letter from CEO’s
2. Prepare memo
3. Debriefing: questions/answers of memo preparation and hand-in

Group Activity Handout
TO:		
FROM:		Amy Bolstad   AB
DATE:		
SUBJECT:	

Paragraphs are single-spaced and you double-space (one blank line) between paragraphs.

Memos do not have a complimentary close or signature block! The person who wrote the memo is already indicated in the FROM heading. When you are done with the memo, you simply stop typing! 

Like a letter, however, if you have an Attachment (again, refer to it in the body of memo), you would double-space and type the word Attachment.

The Headings of memo can start about 1 inch below the company letter if you use letterhead. If you do not use a letterhead, simply begin the headings at the top of the page. 
Unlike letters, memos do NOT need to be vertically centered on the page, no matter how short they are! 
Note that the headings are typed in ALL CAPITAL LETTERS, followed by a colon. Use your Tab key to align the information that appears after the headings so that they are vertically aligned
Headings should be in this order: TO, FROM, DATE, SUBJECT. If you need to copy the memo to other people, put C: followed by the names between the FROM and DATE headings.
The President gave you an assignment to prepare a memo to all departmental supervisors regarding the upcoming move. The instructions indicate preparing a memo that will assist departments in preparation. Explicit details; date of move, what the supervisors should do, and who they can contact with questions

TO:		Midland Company Departmental Supervisors

FROM:		Amy Bolstad, Executive Secretary

DATE:		March 8, 2019

SUBJECT:	Midland Company Relocation	 - May 8, 2019


Here is where you can get creative!
If you were moving an entire company, what would they need, e.g. boxes? What do they need to know, e.g. office boxed and ready? When are meetings e.g. the move date?
Examples:
· Mover’s visit
· Ordering boxes
· Maybe a departmental staff meeting?
· Tech support – computer removal date?
· Packing day?

	Events, Tasks, Deadlines:	
	DUE DATE:

	
	

	Schedule mover’s visit
	May 5, 2014

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Mover’s arrive
	May 8, 2014 @ 8 a.m.
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AMY BOLSTAD
Cheney, WA 99004 ▪ 509.306.9773 ▪ amybolstad1@hotmail.com
5 years of higher education program support experience; budget analysis and planning, purchasing, travel, supervision, departmental training and oversight
Excellent interpersonal communication skills with ability to maintain positive, ongoing relationships with students, staff, and key-stakeholders
Ability to work in a fast-paced environment with little to no supervision
Strong written and verbal communication skills, detail-oriented, and analytical
EDUCATION
Master of Arts - Communication Leadership Studies			
Gonzaga University, Spokane, Washington         Anticipated Graduation Date – December 2019

Bachelor of Applied Science, Information Technology & Administrative Management         
Central Washington University, Ellensburg, Washington              GPA 3.7	12/2015 
Relevant Coursework:
Projects in Database	 Adv. Spreadsheet Applications 
Leadership and Supervision	Project Management
Customer Relationship Management	Advanced Database Management
HONORS/AWARDS
· National Society of Collegiate Scholars	2014-2015
· Dean’s List (4 quarters)	   2014-2015

TECHNOLOGY
	Software Applications
	Word, Excel, Access, PowerPoint, Adobe Acrobat Pro


	Research
	Westlaw, LexisNexis


	Database Management System (DBMS)
	Microsoft SQL, MySQL


	Project Management
	Microsoft Project


	PM Flow & Chart Diagramming
	Microsoft Visio 2010/2013







PROFESSIONAL EXPERIENCE
Program Support Supervisor, Learning Commons 	6/2015 – 4/2018
(Office Assistant Lead, 6/2013 – 12/2016)	
Central Washington University, Ellensburg, Washington
Honors/Awards
Central Washington University Employee of the Month			       September 2017
Learning Commons “Fairy Godmother” Award				       Spring 2016
· Purchasing card approver, maintain departmental purchasing card expenditures and reconciliation, run monthly fiscal reports ensure yearly budget requirements

· Monitor multiple operational budgets (1 state/2 self-support); assist with annual and ongoing budget projections

· Process travel, prepare travel authorizations, make travel arrangements, process registration, provide itinerary to traveler(s), and complete final reports 

· Develop, update, and track program website and social media pages; announce program changes and events

· Ensure tutoring center and developmental courses run efficiently, assist faculty and staff with office functions, scheduling, and university policy and procedures. Maintain positive customer relations with students, faculty, and university staff

· Work with grant-funded students to match quarterly individual tutoring requests; collaborate with student’s advisors to ensure tutoring is benefiting the student’s ongoing success as well as adhering to grant guidelines regarding tutoring and related expenditures

· Train and support tutoring center software application. 

· Process payroll for all office assistants and math and writing tutors. Trouble-shoot departmental payroll issues

· Manage recruiting, interviewing, hiring, and onboarding for 5 office assistants and approximately 40 student tutors

· Present yearly Academic Survival Skills workshop to all incoming freshman and incoming international. Coordinate yearly academic events with library services, career services, housing, and additional campus partners

· Developed departmental onboarding procedures and student employment training manual as well as tutoring center software user manuals for campus advisor 

Program Assistant, Upward Bound 				                     2/2013 – 5/2015
Washington State University, Omak, Washington
Program Management/Student Support: 
· Process travel, prepare travel authorizations, make travel arrangements, process registration, provide itinerary to traveler(s), and complete final reports. 

· Maintain student database and build annual performance reports for federally-funded grant projects
 
· Monitor multiple operational budgets according to grant guidelines and policies; monthly reconciliation, p-card reconciliation, assist with annual budget projections, create Excel-based records to track budget expenditures

· Run monthly fiscal reports for analyzing expenditures and ensure yearly budget requirements.

· Manage hiring, recruiting, and posting staff positions
 
· Developed and implemented new program website and social media page

· Train all new student/faculty of administrative procedures and provide orientation on department/university policies and procedures as well grant funding guidelines and policies

Other Employment
Paralegal, McKinley Irvin, PLLC, Seattle, Washington	       2010-2011
Paralegal, Michael W. Bugni’s Office				       2009-2010
Paralegal, Seattle Divorce Services						       2004-2009
· Legal Research
· Complex Case Management
· Analyze and maintain financial, court, and relevant case records, dictation, correspondence, file management, office organization
· Discovery, Trial, and Mediation Preparation
Areas of expertise – family law, domestic relations, domestic violence
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