Name of Nominee: Dottie Holliday

Sponsor: Five Rivers RC&D

Award Nomination Category: Outstanding Performance by a Program Assistant
A. Innovation/Spirit: 
1.Involved with solutions and/or processes that benefit their council/community.
Dottie Holliday has demonstrated her willingness many times over to do whatever it takes to get the mission accomplished. She willingly varies her schedule to make best use of her time. She works around the schedule of the Coordinator as appropriate so either they can work together when the situation demands or works consecutive days when the schedule demands. She is totally committed to the RC&D and its mission. She has developed a system of tracking the projects which has been a great help to the Coordinator and council and has been adopted by other councils as well. This tracking system has made it much easier to see what projects have been completed and to keep track of progress. She manages the day to day operations in the office and keeps a tickler file of deadlines and reoccurring reports. She has an excellent command of grammar and composition and can be depended on to produce quality written communications. Dottie independently works on projects to assist the Council to achieve their objectives. She develops the monthly agenda and the progress report for the council meetings and keeps abreast of the council finances through the council’s hired CPA.

2. Assists in the implementation of ideas, plans and/or goals that enhance the RC&D Area Plan.

As mentioned before, Dottie has implemented new ideas into tracking and planning projects which has been a boon to the Council. 
Prior to working for the NRCS, Dottie was the director of the Nebraska Business Development Center (NBDC) at Peru State College. This background has proven to be invaluable in assisting the Council with its goals of working with the Enhancing, Developing and Growing Entrepreneurs (EDGE) and the Rural Enterprise Assistance Project (REAP). Both of these programs, as well as other business development initiatives, have been long standing projects of the Council. Dottie’s business degree and her experience at NBDC have helped the Council immensely to improve their ability to provide these services and to guide the programs. 
3. Undertakes the activities that enhance the RC&D Area Plan. 

Dottie is a proven leader and an accomplisher. When given a project or when she initiates an activity, she needs no supervision or guidance. She sets timelines for herself and when the project is completed, it will be professional and complete with no discrepancies or shortcomings. Examples of her work include the Council’s 2006 Annual report which chronicles the accomplishments of the Council for its first fifteen years. Dottie went through the archived photographs and assembled a collage of pictures representing many of the projects and which included pictures from all eight of our counties. She wrote the text, did the artwork and then assembled the photos and produced the report. Everyone who has seen the report has remarked about the quality and the layout. This report has been widely distributed to all our sponsors through personal meetings and through the Council members. 

B. Outreach/Team Building
1. Enhances the capacity of the RC&D Council and enriches experiences.

Dottie was instrumental in the Council reaching its deadline of August 31st to have all the data entered into the new POINTS reporting system. She somehow worked this into her already busy schedule to learn the nuances of the system and get the data entered. 

Aside from all of the abilities and desire Dottie demonstrates, she is a valuable asset to the Council and the Coordinator because of her experience and maturity. Her previous work experiences have served her very well and she can always be depended on to give sound advice and counsel. 

Dottie displays both excellent oral and written communication skills. She has an excellent command of English and grammar and can be depended on to independently provide good communication. She has an outstanding telephone manner which makes customers of the RC&D feel comfortable when talking with them. She is always pleasant and helpful and does a good job of providing information as needed. 

 Dottie independently produced the Council’s annual report, writing the text, assembling the photographs and doing the arrangement so it was very tasteful. This report is the fifteenth anniversary report of the Five Rivers RC&D and details some of the more important projects the RC&D has accomplished in its history. Dottie was mindful of showing photos of projects in all of the eight counties. The report has been personally delivered to all of the County Commissioners in the eight counties as well as the two NRD’s who are our sponsors. All who have seen the report remark about the professionalism displayed by it. 
2. Is highly involved in the local community/Council

Dottie has personally involved herself in the Nemaha Against Drugs and Alcohol (NADA) which is a group the RC&D is helping as well. Dottie has volunteered her own time to help this drug coalition with projects and events in Nemaha County which is her home county. She is also very involved with other community events, helping wherever she can. 

C. Coordination
1. RC&D Council and the Assistant’s involvement are complimentary

Dottie develops the monthly agenda for the Council meeting with input from the Coordinator and the Council President. She also develops the monthly report of activities which have been accomplished. With input from the President, she also prepares outgoing letters for the President to sign which express the intent of the council. To be able to take other people’s thoughts and wordsmith a letter which accurately describes them is a skill which few people have. However Dottie is very good at being able to do this and she can compose a letter for the Council President or the Coordinator which is signature ready with exact clarity. 
Dottie also is a skilled communicator with the computer. She has several skills which are extremely valuable to the Council and the Coordinator. She understands the programs of Word, Netscape, Microsoft Office and Excel to name a few. She has also taught herself how to use Publisher which is the program she used to develop the annual report. She has used Excel in several applications including developing a flow chart of the projects and when they were approved and when they were closed. She has also used Excel to develop a means of tracking the POW activities and used Excel to track projects as they were put into the new POINTS tracking system. 
2. Fosters maturity and contributes to leadership development  

Her verbal skills are excellent as well as her written skills. She often sits in meetings of committees and contributes advice as a staff advisor to the committee. She is well respected by all people who sit on the committees and they appreciate her insight. She is intelligent and articulates her points very well using logical steps to arrive at conclusions. She never speaks without considering the consequences and is a valuable complement to the coordinator. 

Dottie works very well with volunteers in the office. We have one elderly volunteer who has been invaluable to us for doing day to day mailings, filing etc. She is very conscientious but is uncomfortable doing tasks she is not familiar with. Dottie has had a calming effect on this volunteer and has been able to work very well with her, teaching her new skills and accomplishing new tasks. Without this patient communication, this volunteer may have left frustrated long ago but now she says she “loves working in this office” and comes whenever we need additional help. 

Dottie is very customer service oriented as noted by her treatment of both external and internal customers. On the external side of customer service she demonstrates a sincere desire to assist anyone asking for help. She has outstanding telephone etiquette and follows up on requests for assistance or information. 

When dealing with the Council she is diligent about keeping them informed about matters they should be aware of and sends mail to them in a timely manner. She also personally subscribes to four of the local papers from counties which are members of the council and recovers news articles relating to projects of the RC&D or projects which others are doing which would be of interest to the council because of the relationship to the Council’s Area Plan or Plan of Work. 

Dottie assists the Coordinator and the Council above and beyond what is expected of her. She takes a personal interest in projects and assists in achieving results. An example is the Nemaha County Drug Task Force. Because Nemaha County is her residence, Dottie has taken an interest in the Task Force in that county and has been active in helping them to promote the program as a citizen of Nemaha County. To date, Nemaha County’s program is our most active drug awareness program. 

Dottie uses her background and experience as the Director of the Nebraska Business Development Center at Peru State College to the benefit of the Council. She has extensive business knowledge and experience and has been able to use that to assist the Council, the Coordinator and the Director of the Council’s EDGE program to provide more effective business training. She is able to work with other people such as the EDGE Director without making them feel threatened or inadequate. She also uses her contacts from previous employment at the College to assist the Council. For instance, she was able to suggest a potential CPA to the Council when they were searching for a firm to do their bookkeeping. This particular individual had been a student at the College and had worked for her. She was pleased with his work as a student and after adding him to the list of people invited to bid on the Council’s work, he was the one they selected. 

Another example of Dottie’s ability to do customer service is her patience with volunteers. She understands the advantages of having volunteers but also understands they may have shortcomings which must be worked around. A good example of this is a volunteer we have working in our office. This volunteer is elderly and very hard of hearing and gets nervous about doing jobs she is unfamiliar with. However she is a most dedicated and sincere person and is a real asset to the office. Dottie works closely with this lady, displaying an amazing amount of patience to explain what needs to be done and how to do it. As a result, the volunteer has contributed immensely to our productivity by doing tasks which, while somewhat mundane, need to be done. By her doing these day to day office chores, it frees Dottie and the Coordinator to do other tasks. This volunteer feels very welcome and needed in the office and has stated that she “loves working here and looks forward to coming in.” This in itself is a great tribute to Dottie’s ability to work with people and the customer. 

In summary, Dottie’s personality and her past experience of working with the public serves NRCS and the Council very well, as she understands what is necessary to provide top notch service to partners and customers. 
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