
 

 

 

March 17, 2011 
 
 
To whom it may concern;           
 
I am writing to support Ms. Kim Giles’ application for a position with your organization.  I have known 
Kim since she first came to work as a program assistant in the McMichael Science Center at Elon 
University in 2000.  I was Kim’s direct work supervisor for four years when I served as the Chair of 
the Biology Department and the McMichael Science Center Building Manager.  I completed her 
annual staff performance evaluations each January from 2003 to 2006 and found myself consulting 
the thesaurus for superlatives that I had not already overused in describing her work performance.  
During the last 2 years I have once again worked closely with Kim in my new role as the interim 
Chair of the Environmental Studies Department.  As the Program Assistant for the Biology, 
Chemistry, Physics, and Environmental Studies Departments and the Engineering Program, Kim 
must complete an amazing array of diverse and varied tasks on a daily basis and cope with the 
requests of over 55 faculty members, 1 dean, 3 associate deans, 4 department chairs, and 1 
program director.  Kim’s administrative talents and dedication were recognized when she was 
selected among over 200 office staff workers to receive the university-wide 2005 Staff Member of 
the Year Award.         
 
Kim was promoted to her current position after 5 years of service as a Budget & Purchasing Clerk for 
the university.  In that position she worked with managers of 11 university departments, customers, 
and vendors to resolve problems and improve internal controls and processing for a 6 million dollar 
operations budget.  I found her expertise with budget forecasting, expenditure tracking, and financial 
systems software an incredible boon to me when I first began wrestling with the duties as the 
manager of the Biology Department’s budget.  I continue to depend upon her arcane knowledge of 
the university’s purchasing and budgeting procedures.    
 
Her current position requires Kim to employ a wide variety of skills including the direct supervision of 
undergraduate office workers, major event planning, payroll oversight for over 100 student lab 
assistants, handling logistics for visiting speakers and job candidates, oversight for all textbook 
orders, assistance in coordinating preregistration process, development of informational materials, 
ordering for all catered events, oversight of all department documentation for the reaccreditation 
process, and orientation assistance for adjunct faculty.  Kim is a self-starter who works well 
independently and requires little direct supervision.  As far as I can tell, she has demonstrated 
remarkable expertise in the areas mentioned in your advertisement including data tracking and 
trending, employee training and development, and multi-tasking.  She demonstrates her expertise 
with Excel spreadsheets, Microsoft Office tools, and PowerPoint on a daily level.  Kim is such a 
tremendous asset because she constantly seeks out developmental opportunities to enhance her 
technical skill set and creative problem-solving abilities rather than being content with her current 
professional expertise.       
 



Kim’s contributions to the efficiency of the four undergraduate departments and one interdisciplinary 
program housed within the McMichael Science Center are invaluable.  During the 11years that I 
have worked with Kim, I have been very impressed by her knowledge, professionalism, efficiency, 
friendliness, eagerness to acquire new technical and professional skills, and willingness to accept 
additional responsibility.  She is the most competent administrative assistant I have ever worked 
with.  Her people skills are finely honed allowing her to calmly deal with harried professors, angry 
students, and novice student workers.  Her bright smile, positive attitude, and upbeat disposition 
have added a special dimension to the McMichael Science Center community.  She is entirely 
trustworthy and appropriately discrete when dealing with confidential information.  She is an 
excellent representative for the faculty and staff in the sciences as we interact with other 
departments and programs on campus. 
 
In addition to her regular duties, Kim is often given special projects that add to an already busy 
schedule.  I have seen her organize, coordinate, and manage the communication for large 
professional meetings hosted on our campus while still completing all of her regular duties.  During 
the current academic year, Kim was required to convert all faculty searches in the natural sciences 
to a paperless system.  This task involved converting all application packages into pdf files which 
were then loaded into the Blackboard course management software system.  She had to coordinate 
the interview schedules so that up to 10 faculty members and administrators would have individual 
meetings with the candidates, schedule luncheon and dinner meetings with students and faculty 
members, and arrange all travel details and lodging accommodations.  In just the last 6 months, she 
has scheduled Skype interviews with over 60 candidates and coordinated on-campus visits for 23 
job candidates.  All of this on top of her regular duties.  Her efficiency and ability to accomplish new 
challenges are remarkable. 
 
Without exception, Kim cheerfully takes on this added work, which she completes in record time, 
producing a product far exceeding expectations.  Her ability to multi-task and stay on task reflects 
well on all four departments she serves.  I have often called upon her to use her innate creativity and 
sense of style to develop professional layouts for promotional materials.  She has even developed 
an efficient layout for one of the renovated office suites that was substantionally reduced in size.  
Her abilities far exceed the requiements of her current position. 
 
Although it pains me to think of a future in the McMichael Science Center without Kim Giles, I 
understand that her professional growth is limited in her current position.  The completion of her 
Bachelor’s degree in Corporate Communications will open up opportunities that are not currently 
available here at Elon University.   Although I will be very sorry to lose her, I enthusiastically 
recommend Ms. Kim Giles for this position with your firm.  Her positive attitude, strong work ethic, 
dependability, and ability to meet new challenges will ensure her success.  Please don’t hesitate to 
call or e-mail me if you have any questions I can answer for you. 
 
Sincerely, 

 

 
 
Interim Chair of the Environmental Studies Department 
Professor of Biology and Environmental Studies 
kingston@elon.edu 
336-278-6182 
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