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WELCOME TO 2020! 
I hope you were all able to recharge and find time to enjoy 

yourself over winter break!  
San Francisco was just lovely last fall and I am looking forward to “skating” into D.C. for 

the Community College National Legislative Summit in February. PBSN kicked off the ACCT 
Leadership Congress with a pre-conference reception Wednesday at Jasper’s Tap and Kitchen. 
We had about 40 attendees networking with each other; it was great to see some first-time 
attendees! Thanks to Pam Payne and El Paso Community College for hosting the reception. 
The Thursday workshop featured a presentation on “Five Decades in the Workplace” and 
roundtable discussions. Friday was our annual business meeting, where officers ascended and 
elections were held for vacant positions. We also had a presentation from Attorney Cobby 
Caputo on the appropriate board staff response to requests for information. I would like to also 
thank Lansing Community College and Austin Community College for their sponsorships. 

It was the first time using an electronic tool for our elections, and there has been some 
thoughtful feedback on the process that I plan to incorporate into next year’s elections. 

PBSN Vice President Benita Duncan is the executive assistant and liaison to 
the Lansing Community College Board of Directors. In October 2014, she 
received the Central Regional Professional Board Staff Member Award from 
ACCT. In 2008, her Board of Trustees adopted a resolution honoring her service 
as lead support for the hiring of the sixth college president.

PBSN Secretary Esther Sonen Yun is from Austin Community College in 
Texas. Esther served the Western Region last year. She is the coordinator of board 
affairs at Austin Community College. She acts as a liaison between the president's 
office and the board of trustees to provide information and address complex and 
confidential issues, while serving as the primary point of contact for internal and 
external constituencies. Esther joined ACC in 1999, and she has held various 

positions within the college. A native Texan, she resides in Austin with her husband.

Communications Coordinator Kristen Grimes is from Mt. San Jacinto College, 
California. Kristen is the director of board and executive services, a position she 
has held since January 2017. She is a graduate of Mt. San Jacinto College, earning 
her A.S. in office administration in 2006, followed by her B.A. in organizational 
leadership from Brandman University in 2018. Kristen’s hobbies include spending 
time with her family, reading, all things Disney, and running “for fun.”
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Immediate Past President Pam Payne is from 
El Paso Community College in Texas. Pam did a 
wonderful job as president last year, and her 
leadership will be truly valued in the upcoming 
year. Pam is the executive assistant to the 
president and board of directors at El Paso 

Community College, which just celebrated its 50th anniversary. 
Knowing the time commitment those anniversaries take, I am in 
awe of how she was able to balance a very busy year. 

Our new Pacific region representative is 
Debra Nascimento from Chabot Las Positas 
Community College District in California. She is 
the executive assistant and board coordinator, 
serving in that role since 2016. From Tracy, 
California, Debra attended Delta Community 

College. She enjoys camping, traveling, cooking, working out, 
and spending time with her boys. Debra is also the events 
coordinator for a non-profit organization that fosters youth.

Mandi Reiland will serve as the Western 
region representative. Currently manager of 
executive operations for the chancellor and board 
of trustees at San Jacinto Community College, 
Mandi supports the college’s chancellor, board of 
trustees, and strategic leadership team. In her role, 

she is responsible for managing the staff and daily operations of 
the chancellor’s office, assisting in planning and executing of 
special events and projects for the college, and coordinating all 
board-related activities. Mandi recently was chosen by a 
committee of her peers as a 2019-20 League for Innovation 
Excellence Award recipient for San Jacinto College. 

The Central region member-at-large is 
Terri Grimes. She is the executive assistant to the 
president and board secretary at Highland 
Community College in Illinois, a position she's 
held for almost 23 years. Terri has been a member 
of PBSN since 1998 and has held a number of 

positions within the organization, including serving as the 
2010-11 PBSN president. She and her husband have two sons, 
who have blessed them with three grandchildren, and they are 
looking forward to welcoming another grandchild in June. 

Bridget Abraham will be the Northeast region 
representative. She is the board of trustees 
operations and services specialist at Montgomery 
College in Rockville, Maryland. Bridget has been in 
the role for two years. Having almost 20 years of 
experience in higher education, she has served as 

senior administrative assistant in the office of the president, as well 
as in an administrative support position for a university’s board of 
trustees. Her previous higher education experience also includes 
serving in the student affairs arena as director of student services 
as well as a transcript evaluator and academic coordinator. Bridget 
has a bachelor’s degree in organizational management and is 
currently pursuing a master of professional studies degree in 
industrial/organizational psychology.  Bridget lives by this motto: 
Leadership and Service Can Co-Exist!

The Southern region member-at-large is 
Sherri Weddle Bowen. She is the executive 
director for administration and board liaison at 
Forsyth Technical Community College in Winston-
Salem, North Carolina. Sherri has worked in her 
role with the president and the board for 19 years 

and has been at the college for 26. She has been a member of 
the PBSN since 2007 and was the 2011-2012 PBSN president. 
Sherri has two boys, Cody and Dakota, who keep her very busy 
with travel hockey, soccer, and lacrosse.  

I want to thank all of these network members for stepping into 
these leadership roles. I am excited to be returning to Chicago 
this fall and working with this team.  

Right before the holiday, I sent out an email to the PBSN 
membership. Did you know there are almost 700 of us? In 
the email was a link for an online survey regarding how you 
engage with PBSN and your feedback on how we did in San 
Francisco. To date, I have received 42 responses — it would 
be great to get more. Please take a few minutes and submit 
responses at this link: https://tinyurl.com/yfde9nu5. It would 
be most appreciated. 

I will be serving as your president for the next year and am 
honored to be in this role. I look forward to working ACCT and 
PBSN this next year to move us forward.  

For now, I will sign off and hope to connect with you at NLS 
or in Chicago at the Leadership Congress.
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Essential Skills to Serve with Excellence
By Benita Ann Duncan, Lansing Community College

BEING ABLE TO TYPE 75 WORDS PER MINUTE USED TO BE THE 
primary skill required for a great executive assistant. Today, those 
skills have evolved into so much more. Executive assistants who 
serve the board or president must be trusted confidants, problem 
solvers, and strategic partners. 

The professional board staff member is among the most 
important roles at any college. The people who fill this role often 
are the glue and the liaison between the board, the president, 
and the administration. If you desire to fulfill these duties with 
excellence, here are a few skills you must have:

Organizing and multitasking. In a fast-paced environment, you 
must prioritize and be organized. Develop a good organizational 
system. A to-do list and checklist are essential. Prioritize tasks weekly 
and then set out to accomplish them daily. Set time limits (25 or 30 
minutes) to stay focused on tasks throughout the day.

Prioritizing. The majority of trustees have full time commitments 
besides their service on their boards. Annually assist the board 
with collaborating with the president and executive leadership in 
establishing the college’s annual goals and objectives. Establish a 
system to help them prioritize and achieve those goals throughout 
the year. 

Networking and resourcefulness. Sometimes you will be 
given a task with a short timeline at a moment’s notice. Learn to 
network with other executive assistants and people within your 
organization for support, resources, connections, and advice. Take 
time to help others when they are in need so it can pay forward 
when you need help. 

Effective communication. You will often be the 
spokesperson for the board and the president. Interacting with 
the board, president, and other employees gives professional 
board staff a unique perspective. Listen, present facts accurately, 
and be persuasive. Your opinion and honest viewpoint 
are valuable.

Decisiveness. Professional board staff must be decisive. 
Sometimes when there is no clarity, you must gather information 
quickly and ask questions to act fast. Professional board staff 
often must work quickly and be confident in their decision to 
move forward. 

Parliamentary skills. Study Robert’s Rules of Order to 
ensure board meetings run smoothly and follow parliamentary 
procedures. To ensure the integrity of meetings, speak up when 
proceedings are out of order. It’s also helpful to know your state’s 
open meetings laws to make sure meetings are posted properly.

Tech savvy. Professional board staff must stay current 
with meeting technology to present board meeting materials 
in an easy, efficient, and effective way. You also must be 
able to troubleshoot quickly when traveling with the board 
and president. 

Discretion. Professional board staff will constantly deal with 
confidential and sensitive information from closed sessions or 
legal matters. Maintaining confidentially and trust are the biggest 
factors for success in your role. 

Serving a college board and president takes a lot of effort, but 
with perseverance and patience, it is a very rewarding job.
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