
ACCT PROFESSIONAL BOARD STAFF MEMBER AWARD 
Nomination: Mellanie Toles 

 
In what ways has this staff member demonstrated a service leadership role toward the 
members of the board of trustees, administrators, faculty, students and community? 
 
Service leadership is the powerful force that occurs once a person discovers their heart to serve, 
answers their call to lead, and summons their courage to engage. It also stresses the importance of 
the role a leader plays as the steward of the resources of a business or other organization, and 
teaches leaders to serve others while still achieving the goals set forth by the business. 
 
Mellanie Toles embodies service leadership in all that she does for Clark State Community College 
and the community organizations for which she volunteers her time.  She genuinely loves to help 
people, and she is passionate about utilizing her knowledge, skills and abilities to serve in whatever 
capacity she can to help move the organizations forward. In her 19-year tenure with the College in 
her Assistant to the President role, Mellanie has found her niche and the ability to lead in an 
unassuming, yet assertive way. She is known campus-wide not only for her ability to get things 
done efficiently and with excellence, but also to try to find ways to streamline processes and 
provide a better experience for both internal and external customers. 
 
As Assistant to the President, which includes service to the Board of Trustees, Mellanie has proven 
herself to be very versatile and resourceful, and these traits have served the organization well over 
the years. She creates an environment that enables the President and the Board to make the most 
productive use of their time and does not hesitate to take on new tasks and responsibilities, as the 
need arises.  
  
Mellanie is an excellent steward of the College’s resources. She regularly negotiates with vendors to 
secure lower prices and special offers for the College and takes advantage of sales and promotions 
to ensure the College’s resources can be stretched as far as possible.  She shows diligence to detail 
in planning all travel logistics for the President and the Trustees, and has saved the College many 
thousands of dollars over the years through her expertise. She also supports the logistical needs of 
visitors to the college, whether for a one-hour meeting or a week-long consulting engagement; she 
manages all details of their logistics, including travel, hotel accommodations and, of course, 
coordinating their meeting schedules with the appropriate campus representatives. Mellanie is also 
instrumental in planning and organizing college-wide events. With all of these activities, she is 
budget-conscious yet always focuses on excellent experiences for Trustees, faculty, staff and guests, 
and they are not disappointed.     
 
Mellanie coordinates all communication to the Trustees, including confidential communications 
from the President. Sometimes these are formal reports and messages, but she also serves as the 
“go to” source for Board members with questions, whether it’s as simple as confirming a meeting 
time or as complicated as answering a policy questions. She answers all questions in a timely 
manner, and if she doesn’t have the answer, she finds it and responds within minutes.  
 
She serves as the same information source within the college community as well and can be 
depended on to be discreet. However, Mellanie’s role in the internal and external communities goes 
beyond simple communications. She is effective in representing the President’s office internally 
because she knows the faculty and staff. During her 19 years with the College, Mellanie has served 
on numerous search and college committees including Staff Senate, All-College Futures Committee, 



All-College Diversity Committee, Employee Relations Committee, and the Emergency Response 
Team, to name a few. 
 
Mellanie knows the pulse of what’s going on around the entire campus; she is not isolated in the 
President’s office. She builds relationships with all constituent groups to ensure openness with the 
president and the office itself. She handles all first line student, staff and community complaints, 
and often resolves them without the need for presidential intervention. In 2014, Mellanie founded 
the Campus Administrative Professionals group, an internal networking group for all college 
administrative support personnel through which she shares updates on college policies and 
procedures, changes in software packages, and other issues of relevance. She also uses the group 
meetings and other communications as opportunities to instill self-confidence and pride to her 
fellow administrative professionals, always reminding them how vital they are to the success of 
their respective departments and the College as a whole. She also encourages them to evaluate 
processes to determine whether there are more efficient, effective ways to execute tasks and add 
value to the processes with an emphasis on excellent customer service. 
 
All of these roles and relationships require someone who is able to instill and maintain the highest 
level of loyalty, trust and respect for diversity among all constituencies. Mellanie’s ability to achieve 
this makes her invaluable throughout the college community.  
 
How does this staff member demonstrate performance in support of the board/CEO team? 
 
As a confidential assistant working exclusively for the President and Board of Trustees, Mellanie 
provides the mechanics that enable them to lead and govern effectively. She manages the office of 
the President to ensure maximum productivity and effectiveness, and in so doing relieves the 
President and Trustees of administrative-type functions in order to increase the time available for 
executive level responsibilities.   
 
Mellanie consistently goes above and beyond expectations by being proactive to anticipate needs 
before they arise and ensure that all bases are covered. She works with Board members to schedule 
all Board and committee meetings, and ensures that all necessary logistics are in place, including 
Board books, agendas, minutes, supporting documents, audiovisual needs, rooms and refreshments. 
It takes a lot of work to make a meeting seem effortless, as Mellanie consistently does.   
 
She has discretion in planning, organizing and implementing the President’s routine affairs and 
relies on her experience and judgment to plan and accomplish goals and to ensure that timelines 
are met.  Some of the essential responsibilities that Mellanie handles for the President include: 

• Planning, organizing and implementing the President’s extensive meeting and travel 
schedule 

• Monitoring all activities assigned by the President to key staff 
• Supervising the College work-study students in the President’s office 
• Demonstrating leadership with administrative assistants/support staff 
• Exercising creative authority on all the President’s written documents and presentation 

materials 
• Monitoring the planning of all campus-wide events with personal management of highest 

level events 
• Analyzing the President’s office and governing board budgets, totaling nearly $1 million, 

ensuring compliance with Board and College policies 
• Leading special projects and all-college initiatives  



 
Beyond the vital support that she provides to the President, Mellanie also facilitates the working 
relationship between the President and the Board. Four years ago, she was the liaison to the Board 
of Trustees during the presidential search—the College’s first in 16 years. She was responsible 
directly to the Chairman of the Board of Trustees, as she arranged scheduling and logistics of the 
search consultant and candidates, including air travel and hotels, and then the related candidates’ 
travel reimbursements. Once again, confidentiality and trust were her hallmarks. Once the new 
President was named, Mellanie was invaluable in ensuring a smooth presidential transition thanks 
to her tenure in the Assistant’s role.  
 
She also plays a key role in annual Board self-evaluations and presidential evaluations. She assists 
in distributing and administering them, as well as compiling the results. Of course, these tasks 
require the ultimate in discretion and confidentiality.  
 
Her exceptional skill in writing the Board minutes also provides an invaluable tool for the Board. 
They are so accurate, well-written and well organized that, in the case of questions about previous 
board actions and discussions, Mellanie can quickly access the necessary information.  
 
Mellanie’s advanced technical skills make the complexity of her tasks look effortless and her 
commitment to excellence in her support role with the President and the Board is exceptional. 
 
How has this staff member assisted the Board/CEO team in developing or initiating 
innovative or special projects for your institution? 
 
Mellanie’s desire to help her colleagues and the College succeed has led to a truly innovative 
program at Clark State. 
 
She initiated and convenes the Campus Administrative Professionals group for all administrative 
assistant and administrative support personnel across campus on a monthly basis to share tips and 
ideas, receive software instructions, implement new campus procedures, attend webinars, etc. She 
communicates with them about Board actions and how to implement them in their respective 
areas. Conversations and training topics are chosen by Mellanie to elevate each assistant’s thinking 
about themselves and the importance of their position to the success of the College.  
 
She collaborated with the College’s information officer to utilize the Administrative Professionals 
group as the test group for new IT software applications. This allows the assistants to assist their 
departments once the new software is rolled out campus-wide, thus taking some of the burden off 
of the IT Help Desk.  
 
Mellanie also convened the assistants to redesign how room reservations and catering are handled 
within the College. This has greatly simplified and decentralized the processes resulting in 
efficiencies of time. Because of the expertise that she has shared with the others regarding catering 
and travel, they have also reduced those expenses for the College. 
 
Mellanie attends annual conferences for professional development, and when she returns, she 
shares what she has learned with the other administrative professionals. Through her leadership in 
enhancing the capabilities and success of all the College’s administrative assistants, she impacts 
virtually every process, program and person at the College. 
 



Last year after noticing an opportunity to improve the College’s operations overall, Mellanie took 
the initiative to spearhead the group’s effort to develop new employee orientation handbooks to be 
used campus-wide. One is a basic version for most faculty and staff, and another is a more detailed 
version for Administrative Professionals to include the many tasks related to their positions. The 
manuals provide the groundwork for operation manuals for each position, which are critical to 
succession planning.  
 
What professional development activities at the national and/or state level has this staff 
member pursued? 
 
Mellanie is a member of the Ohio Association of Community Colleges Presidents’ Assistants group, 
the American Society of Administrative Professionals, and the International Association of 
Administrative Professionals (IAAP). She regularly attends development opportunities offered by 
each group.  She has also connected with other IAAP members in the local area for development 
opportunities in the region. Most significantly, Mellanie seeks out development activities to attend 
and then shares what she learns at these conferences with the College’s administrative assistants 
and support professionals, through the structure described in Criteria 3. She also schedules many 
webinars on pertinent topics for the Campus Administrative Professionals group and coordinates 
their attendance. 
 
What other continuing educational activity has this staff member pursued? 

In addition to her activities in professional organizations related to her executive assistant role, 
Mellanie completed her bachelor’s degree in education in 2010, while working full-time at the 
College and received her teaching license. She continues to attend related classes to maintain her 
certification and completed a course at the College, which allows her the opportunity to connect 
with our students while completing her requirements. She has completed all of the annual required 
staff training programs on topics such as sexual harassment, campus safety and performance 
evaluation procedures. Mellanie also seeks out worthwhile conferences to attend annually and 
plans to begin working toward her Professional Administrative Certification of Excellence (PACE) 
certification in the near future. 
 
What recognition has this staff member received for his/her leadership or involvement in 
the college or community? 
 
Mellanie is informally recognized for her leadership and involvement in the College regularly 
through accolades from the President and Board of Trustees, with whom she works closely. They 
feel strongly that she is deserving of formal recognition, such as this award.  
 
The most obvious recognition that Mellanie receives is the constant flow of inquiries that come to 
her. Mellanie regularly fields calls and emails that begin with the phrase, “I wasn’t sure who to ask, 
so I figured I would start with you.” Due to her 19-year history with the College, many see Mellanie 
as the “go-to” person for information regarding proper protocol, policies and procedures, and even 
how to handle sensitive situations. She handles these inquiries with care, ensuring that 
confidentiality and respect for each individual is maintained. She instills confidence that all 
constituencies will receive the assistance they need without hesitation.  
 
Mellanie is an active volunteer for Safe Harbor House, a local non-profit program dedicated to 
empowering women that are seeking healing from substance abuse and trauma (such as sex 
trafficking/prostitution, incarceration, homelessness, domestic violence, and childhood sexual 



abuse) and guiding them toward healing and wholeness and equipping them for productive and 
quality living. After serving as a table host for their annual fundraising gala in years past, Mellanie 
was asked to take on the leadership role of event coordinator this year. She accepted the challenge 
and put her exceptional organizational skills and creativity to work, resulting in a successful, well-
attended event.   
 
After volunteering to bake cookies for the Kairos Prison Ministry, which shares the transforming 
love and forgiveness of Jesus Christ to impact the hearts and lives of incarcerated people to become 
loving and productive citizens of their communities, Mellanie was recently asked to serve on a team 
that visited the Ohio Reformatory for Women for a weekend program. She willingly participated 
and was asked to participate on a future team with increased responsibility, which she plans to do.   
 
What outstanding characteristics motivated you to nominate this staff member? 

Mellanie’s character personifies everything a Board of Trustees would want in any college 
employee, but especially someone with the tremendous challenges of working at the highest levels 
of governance.  
 
Her level of professionalism is superior, and she has earned the respect, trust and affection of 
Trustees who count on her to help make them the most productive they can be. Over 19 years, she 
has worked with a number of different Board members with a wide variety of personalities, but she 
never falters in making each of them feel appreciated and welcome. She also strives to be proactive 
in anticipating their needs and consistently goes the extra mile to ensure they have everything they 
need to fulfill their responsibilities to the College. 
 
She always as a positive attitude and never makes Trustees feel like any request is too much to ask. 
She always greets them with a warm smile and her sense of humor is engaging.  
 
She is passionate about the College and especially about our students. She and the President share 
the philosophy that students are always first priority, and Mellanie will stop at nothing to help a 
student. As she has taken courses at the College both before and after earning her bachelor’s 
degree, Mellanie has proactively seized the opportunities to evaluate the entire process from the 
student perspective and share observations with administration regarding positives as well as 
opportunities for improving the student experience. She also makes connections with students and 
extends the invitation to visit the President’s Office at any time should they have questions or need 
assistance.  
 
She is an expert problem-solver and never gets rattled. When a significant problem arises, she 
remains calm and finds an appropriate solution. It is a tremendous asset to the President and 
Trustees to know that she will take the initiative to handle any situation that arises. Whether it’s 
something she can resolve herself, or whether it requires consulting with the appropriate decision-
makers. She inspires confidence.  
 
Her impact on the College and our student is measured not only by her own achievements, but by 
the professional development and support that she provides to all of the administrative 
professionals college-wide through a unique support group.  
 
While it would be expected that any assistant supporting presidents and Trustees would have 
advanced organizational, communication and technical skills, as Mellanie does, her gift of grace 
under pressure, consistently and sincerely, is truly unique.  


