ADMINISTRATIVE SUPPORT SERVICES HIGHLIGHTS



Administrative Support Services 
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Location:  Boyden Hall, Rm 100
Hours:  M-F:  8 am – 5 pm
Website:  http://www.bridgew.edu/AdminSupport/index.cfm
Staff :
Margarida Vieira, Director
Bob Cincotta, Assistant Director (ECC, Rm 106)
Connie Pimental, Administrative Assistant
Copy Center
Departmental Copiers & Faxes

Mail Services
Off-Campus Merchants

Parking Services & Connect Card
Tort Claims

Auxiliary services

Bookstore
Connect Card Off-Campus Program

Dunkin Donuts
Food Services
Laundry Machines (residence halls)

Public copiers 

Starbucks
Vending – Pepsi, snack & laundry

*********************************************************************
Copy Center (Services administrative/academic 


departments & student organizations)
Location:  Tillinghast Hall, Rm 30
Hours:  M–F:  8am – 5pm
[image: image2.wmf]Website:  http://www.bridgew.edu/CopyCenter/
Staff:
Dee Farino, Manager
Donna Balckom, Machine Operator
Services:
Black & white copies
Color copies
Color paper – limited selection
Collating & stapling
Job design

Submit copy requests online Turnaround is 2 days or less for
     standard print requests
Mail Services

Location:  Tillinghast Hall, Rm 22
Hours:  M– F:  8am – 5pm
Website:  http://www.bridgew.edu/MailServices/
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Staff:
James Ferguson, Manager
Paul Auger, Mail Clerk
Michael Lehane, Mail Clerk
Services: 

First class mailings
Standard (bulk) mailings
Mail delivery & pick-up for departments 
Mail delivery to resident student mail boxes
Sale of stamps (with Connect Card only)
Out-going mail boxes

Moakley Center & Maxwell Library

Addressing & Stuffing large mailings

Formatting & cleaning mailing lists
Parking Services & Connect Card

Location:  Hunt Hall, Room 10
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Hours:       M–Th:
8am – 6pm
               F:      8am – 5pm
Website:  http://www.bridgew.edu/PSCC/
Staff:
Susan Diniz, Manager
Michelle Cardella, Clerk 
Maureen Grenno, Administrative Assistant

Services:
Parking – decals, passes, ticket appeals
Connect Cards – new, replacements, 

freeze; flex dollars; Cash-to-Card machines, Online Card Office
Meal Plans & Dining Dollars
Building access
Meal Plans
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Bookstore

[image: image5.wmf]Location:  East Campus Commons
Hours:  
  M&T:  8:30am – 6:30pm
W&Th: 8:30am – 5pm

         F:  8:30am – 4pm

       Sa:  11am – 2pm

Website:  http://www.bridgew.edu/BookStore/
Manager:  Jack Murphy
Services:
Textbooks & general books
Computer products
Office supplies
Gifts & Apparel
Convenience Store
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Dunkin Donuts
Hours & Locations:
East Campus Commons
M-Th:
7am – 10pm
F & S:
7am – 6pm

     Su: 
10am – 6pm

Campus Center

M-Th:
7:30am – 7pm

       F:
7:30am – 2pm

Manager:  Ed Amaral
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Food Services
Locations:
Bear’s Den – Campus Center

Bridgewater Dining Room (BDR) – 

Campus Center

Crimson Dining Hall

East Campus Commons Dining Hall

Flynn Dining Commons – Tillinghast Hall

Hours:  Refer to website for schedule
Website:  http://www.bridgew.edu/FoodServices/
Manager:  Gary Boothby

Services:
All-you-can-eat and a-la-carte dining

Catering
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Location:  Maxwell Library
Hours:
M-Th:
7:45am – 7:30pm
       F:
7:45am – 3:30pm
Departmental Copiers & Faxes

Administrative Support Services manages the copiers & faxes for the College.  Refer all questions or requests to x2877 or mpimental@bridgew.edu.

Off-Campus Merchants

A number of local merchants now accept the Connect Card and Flex Dollars as form of payment.  For a complete list of participating merchants, check our website: http://www.bridgew.edu/PSCC/OC_merch_list.cfm
Public Copiers

Locations:
Conant Science Building

East Campus Commons

Harrington Hall 

Hart Hall

Maxwell Library (2)

Rondileau Campus Center
NOTE:  Connect Card only, except 1 copier in
    the Library.

Tort Claims

Administrative Support Services processes all tort claims for BSC.

Refer all tort claim questions to x2877 or mpimental@bridgew.edu.

Vending

Pepsi Beverage & Robinson Snack machines available throughout the campus.
For questions or problems contact x2877 or mpimental@bridgew.edu. 

Please refer to the individual websites for specific information
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