ADMINISTRATIVE SUPPORT SERVICES
Mission Statement

Administrative Support Services is committed to enhancing the quality of campus life by continuously seeking innovative and efficient approaches to deliver the optimal services to the rapidly changing needs of our students, faculty and staff.  The department supports the mission of Bridgewater State University by providing the campus community with copying and mail services as well as parking and connect card services.  In addition, Administrative Support Services manages auxiliary services contracts on campus, including dining services, bookstore, beverage and snack vending, Dunkin Donuts, Starbucks, as well as contracts with off-campus merchants, including CVS Pharmacy, D’Angelo, Subway, Domino’s Pizza, etc.
 

Guiding Values
· Prompt and courteous customer service for students, faculty and staff.
· Teamwork within the department and with other departments campus-wide.

· Strive for continuous improvement of services to the campus community.

Scope of Services

· Provide prompt and accurate copying services in the Copy Center to the campus community.  Manage public and departmental copiers campus-wide.
· Process in-coming and out-going mail in a timely manner to faculty and staff as well as resident students.

· Provide and monitor use of the Connect Card program for students, faculty and staff for door access, debit card and identification purposes both on and off-campus.

· Oversight of parking decal program and informing students, faculty and staff of parking regulations.
· Process parking ticket payments and appeals.

· Management of auxiliary service contracts for on and off-campus vendors.  
· Management of meal plan program.
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