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Overview 
This handbook will serve as a step-by-step guide and list of resources for students and 
coordinators who wish to implement an IEM Tech Series at the Middlebury Institute of 
International Studies. 

Goals 
1. Expose students to various software that are needed to enter the International 

Education job market 

2. Give students the skills and knowledge they will need to be successful in their 
classwork and future career 

Specifications 
While the number of workshops that a coordinator must complete has not yet been 
determined. I believe that a series of 3 workshops could provide students with enough 
valuable skills to help them while working in groups, working in their new jobs, and 
getting past the hiring process. 

Resources 
This handbook will serve a resource to help give the IEM Tech Series Coordinator a 
step-by-step guide to creating a meaningful and series for the IEM cohort. It will include 
potential software courses, potential partners, ideas for student outreach, and tools that 
can be used for assessment. 

Step 1: Identify student interest & the industries current and future 
hiring skills 

I. Ask professors, professionals, and students what they think they need and want 
to learn! 
All of the IEM Professors were consulted about what software and skills they use 
on a regular basis or have used in the past. Their input was used to help inform 
what was presented to the IEM students on the Google Form Survey. 
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II. Use Google Forms to create a survey 
Google Forms is great tool to help gather large amounts of information and 
process it very easily. It can display the opinion results in a graphic format and be 
distributed to students via Facebook, Email, or just about any electronic method 
you can think of. If you would like to try other methods, survey monkey is another 
useful survey tool. 

Step 2: Set-up dates & book rooms 

III. Reserve a room that meets all of your tech needs early! 
Visit https://forms.miis.edu/events/plan/room-reservation to book a room that 
meets your specific needs. Rooms tend to fill up very early and so it is important 
that you complete this step as soon as you have identified what your potential 
needs may be.  

IV. Check the MIIS Event Calendar for Scheduling Conflicts 
This is an important step to avoid low attendance or no attendance. It may also be 
necessary to speak with professors, student council, and others because not all 
events make it onto the MIIS event calendar.  

Step 3: Contact professionals & pitch ideas 

V. Contacting Professionals 
The following template can be used to help pitch the IEM Tech Series to potential 
software presenters. Many software companies have sales representatives whose 
jobs are to present to potential clients.  

 

Dear [Name of Contact], 

My name is [Your Name] and I work at the Middlebury Institute of International Studies 
at Monterey. I am organizing a “Tech Series” for my cohort of International Education 
Management candidates. The Tech Series consist of several different workshops and 
demonstrations of software that is commonly used in the field of international education 
and needed to apply to jobs. I would like to better prepare my cohort with the skills and 
knowledge that they will need moving forward in their careers. For this reason I would 
like to see if you are interested in [demonstrating your software, preparing a workshop, 

https://www.google.com/forms/about/
https://www.surveymonkey.com/
https://forms.miis.edu/events/plan/room-reservation
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etc] for a class of around [Number] of students. Thank you for your time and 
consideration and I hope to speak with you further. 

Best regards, 

[Your Name] 

VI. Contacts 
 

Software Contact 

TDS for EA (formerly Studio Abroad) 
TDS for ISSS 
Application Management 

Terra Dotta LLC 
501 W FRANKLIN ST, STE 105, 
CHAPEL HILL, NC 27516 
Adam Breen 
Sales Representative 
adamb@terradotta.com 
DIRECT: 480.234.1650  

 

Excel Workshop for International 
Programs 

Molly  
Meta Lab 

Adobe Connect DLC/Adobe 

SEVIS MIIS DSO  
831-647-3088 • Kathy.sparaco@miis.edu 

PeopleSoft https://www.youtube.com/watch?v=m0J0FK
tWXDc 

Salesforce https://www.salesforce.com/form/industrie
s/industries-demos.jsp?videoId=TO_MgHuU
ayQ 

Screencasting workshop DLC 

Adobe Photoshop DLC 

Social Media Analytics DLC 

Banner Request a demo: 
http://www.ellucian.com/student-informati
on-system/ 

Drupel DLC 

Hootsuite https://hootsuite.com/about/contact-us 

mailto:adamb@terradotta.com
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Lynda.com Free to students. They could participate in 
an online course and then all get together 
to discuss what they learned and ask each 
other questions. 

Qualtrics https://www.youtube.com/watch?v=FEEdq-
PYQAQ 

 

Step 4: Promote 

VII. Create a Digital Flyer 
Use a graphic design program such as Canva to create a digital flyer that can be 
posted on social media, around campus, and distributed in the MIIS Weekly Events 
email. You may need to create two. One that meets the requirements of a MIIS 
digital flyer and one for Facebook and other Social Media. The requirements for 
creating a MIIS digital Sign can be found here. 

VIII. Post on Social Media & the MIIS Events Calendar 
Create a public Facebook event so that the students are able to RSVP(note a 
private event cannot be changed to public). This will allow you to order the correct 
amount of food for the event. This event can then be posted to the IEM Facebook 
Group to generate awareness.  

IX. Fill out a event logistics form if you are planning to record the event  
This form will ask you if you will be serving food or alcohol, if you need tables, or if 
you would like to have the event recorded among others. If you record the event if 
could be useful for students who are out on practicum or unable to attend the 
event and could be shared via Facebook or MiddMedia. 

Step 5: Implement the event 

I. Sound check & practice before students arrive 
Depending on how the event is being presented it may be necessary to set-up 
ahead of time to conduct a sound check with the presenter and any of the 
audience members connecting with the group virtually. 

https://www.canva.com/
http://www.miis.edu/events/plan/digital-sign
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X. Provide an introduction for the presenter, pass around an attendance list, give 
basic instructions, and promote the next event 
Let the students know who the presenter is and what he/she will be presenting 
on. If you can it helps to draw out the big picture about how this skill or knowledge 
will be useful to them in the future. Providing an attendance list will allow you to 
keep a head count and track participation rates. Lastly, use this time to promote 
the next event in the series. 

Step 6: Assess the process, document, and improve! 

XI. Assess, document, and make future recommendations 
After running your event it will be critical to look at what went well and what areas 
need improvement. In order to do this you will need input from your participants. 
I suggest creating a link to a Google Form and asking students for feedback from 
the event. You can provide the link on the whiteboard and ask students to 
complete the form before leaving. This feedback should be made into an easy to 
read document and used to create a few recommendations for the next event in 
the Tech Series! 

Sample questions that were asked were: 

Was this information new to you? 

What did you like about the event?  
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What are some ways to improve the event in the future?
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XII. Recommendations, Assessments, and examples for the Next Tech Series: Excel 
Workshop for International Programs 
Throughout the Fall 2015 semester I worked to build an Excel Workshop 
specifically for International Program Budgets. This workshop received the highest 
amount of interest out of all of the potential tech series subjects, however it was 
not implemented due to too many conflicting events happening during November 
and December. The key skills that were identified for this course were: 

Excel Skills for International Program Budgets 
·         Profitability at different enrollment rates 
·         Formatting among numerous sheets 
·         Simple equations 
·         Variable costs (ie some students have discounted program costs) 
·         Charts of marginal revenue cost curve 
·         Resources/where to find templates 
·         Basic formula creation 
·         Creating or using budget templates 
·         Calculating per person and group costs 
·         Currency conversion formulas, utilizing multiple currencies in calculations 
·         Cost and Pricing calculations 
·         Margin analysis 
·         Presentation of excel sheets – formatting for saving/printing/presentation and 
reporting  

Molly Mckeon (mmckeon@miis.edu) was the contact person in the Meta Lab which was 
scheduled to run this event. I believe that with plenty of notice this workshop would be 
very popular and useful amongst IEM students. 

Example Video of the Previous Tech Series 
https://drive.google.com/a/middlebury.edu/folderview?id=0BzngP3TELVXHcEtoamhWaXF
rS2s&usp=sharing 
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Feedback From the Terra Dotta ISS Tech Series 
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