
 

             

     November 15, 2010 

Dear Sir or Madam; 

 

 I am writing to recommend Kim Giles for your internship program.  I have known Kim as the 

Administrative Assistant to Environmental Studies, Biology, Chemistry, Physics and Engineering 

throughout her time in this position.  As the former Coordinator of Environmental Studies and the current 

Director of the Center for Environmental Studies, I have had many opportunities to work with Kim, and 

to observe and appreciate her competence and professionalism. 

 

 Kim has become an indispensible staff member for Environmental Studies.  She has ably and 

professionally assisted in all of the administrative responsibilities required for the management of our 

academic programs.  She is flexible, motivated and ensures that she is trained and comfortable with all of 

the technology required for program management.  This includes knowing who, and how, to contact for 

the many needs of our academic programs (such as facilities scheduling, maintenance, physical plant, 

inventorying and stocking supplies, computer upgrades, ordering books for courses, budget management, 

etc.).  She has competently managed complex departmental scheduling, such as entering courses, faculty, 

and schedules into the Datatel system.  She is our go-to person for software training and assistance.  She 

is able to juggle and manage the complex integrated schedules of not only Environmental Studies but also 

all of the other academic units in the sciences of Elon University. 

 Kim has been especially important to the management of the Center for Environmental Studies.  

The Center organizes and hosts numerous activities throughout the year, including major conferences, 

workshops, dinners, meetings, community outreach activities, the regional  Envirothon (hosting hundreds 

of middle school and high school students with their teachers), and other events.  Kim has consistently 

been the major administrative support for these activities, providing creative, professional and competent 

assistance.  For example, each year the Center hosts a major, regional conference featuring numerous 

speakers.  Kim is the designer and publisher of the Meeting Brochure and other promotional materials.  A 

copy of her most recent brochure is attached to this document. 

 In summary, I cannot recommend Kim Giles more highly for your internship program and 

position.  She will bring a degree of enthusiasm, energy, competence, professionalism and motivation that 

will be hard to match.  Please feel free to contact me if you have further questions. 

       Regards, 

 

       Janet S. MacFall, Ph.D. 

       Director, Elon Univ. Center for Env. Studies 

       336-278-6202 

       macfallj@elon.edu 
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