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“The Power of Your Position”
Where Your Level of Authority Lies

• The “power” to control schedules/calendars

• The ability to keep staff on task

• The knowledge of what’s expected of and around the agency
• What are the laws regarding our work and what the public expects of us?

• What report is a board member expecting at a future meeting?

• What does staff need the Board to approve by a certain deadline?

• We help “make them look good”



QUESTION

“Did you (or how would you) implement 
anything specific to help keep staff 

accountable for Board related deadlines?”



Ms. Rebbie Ellisor-Taylor 
Assistant Secretary/Manager, MARTA Board of Directors
Metropolitan Atlanta Rapid Transit Authority, Atlanta, GA

Expert’s Answer:

➢Problem: Committee packages go out late on a 
monthly basis

➢The Goal: Provide a process that starts early 
enough

➢The Fix: Created “Committee Package 
Scheduler” 

➢Everybody knows what’s expected of them –
no excuses!

Group Answers:

➢Table #1

➢Table #2

➢Table #3

➢Table #4

➢Table #5

➢Table #6

Expert’s Answer:

➢[…]





“How much follow-up do you personally 
have to do for deadlines in your agency? 

Has that changed over time?”

QUESTION



Ms. Christina Lopez
Board Support Services Manager/Executive Assistant

Foothill Transit, West Covina, CA

Expert’s Answer:

➢Set-up reminders on Outlook Calendar

➢Send out email reminder day before deadline

➢Call or visit staff member directly

➢Remind staff of upcoming deadlines at staff 
meetings

➢Request assistance from Executive Director or 
Deputy Executive Director 

Group Answers:

➢Table #1

➢Table #2

➢Table #3

➢Table #4

➢Table #5

➢Table #6

Expert’s Answer:

➢[…]



“Do you account for personality differences 
in your approach methods? Have you 

experienced any across-the-board methods 
that didn’t work and that you would advise 

others to avoid in the future?”

QUESTION



Mrs. Amorette Ko-Wong
Secretary of the District

Golden Gate Bridge, Highway & Transportation District, San Francisco, CA

Expert’s Answer:

➢The Deflector – Figure out how to help them feel 
invested in the project outcome

➢The Challenger – Come prepared with facts and 
information

➢The Absent-Minded Professor – Email reminders, 
set auto reminders, meeting invites that have pop-up 
reminders are a great help. 

➢The Always Overwhelmed – Make it easy.  
DocuSign? Preprinted/tabbed/top of the pile in the 
morning? Have a conversation about your own 
priorities, it can help them set theirs.

➢REMEMBER TO NEVER TAKE ANYTHING 
PERSONALLY!

Group Answers:

➢Table #1

➢Table #2

➢Table #3

➢Table #4

➢Table #5

➢Table #6

Expert’s Answer:

➢[…]



“How do you approach the 
unapproachable, and get them on board 

with helping the agency follow its deadlines 
and guidelines?”

QUESTION



Mrs. DiNaira Crosby Gilbert
Executive Assistant/Board Support

Birmingham-Jefferson County Transit Authority, Birmingham, AL

Expert’s Answer:

➢Consistency

➢Confidence

➢Patience

➢Persistence

Group Answers:

➢Table #1

➢Table #2

➢Table #3

➢Table #4

➢Table #5

➢Table #6

Expert’s Answer:

➢[…]



“Are missed deadlines discussed one-on-
one or team meeting level? 

If both methods tried, which seems to work 
best? Who handles the discussion: CEO or 

Board Administrator?”

QUESTION



Ms. Gina Mellen Pye
Executive Assistant to the CEO

Santa Cruz Metropolitan Transit District, Santa Cruz, CA

Expert’s Answer:

➢Both

➢Individually: Emails sent two to three weeks 
prior to the board/committee meeting, listing 
the outstanding reports and requesting status

➢Both group and individual discussions led by 
the Board Administrator. The CEO gets involved 
only when opposing internal forces come into 
play. Or, contracts/grants/funding are in danger 
of being impacted.

Group Answers:

➢Table #1

➢Table #2

➢Table #3

➢Table #4

➢Table #5

➢Table #6

Expert’s Answer:

➢[…]



“How have you developed your role 
to provide support but create 

accountability at the same time? What are 
some of your tricks to enforce compliance 

with agency deadlines?”

BONUS QUESTION



“We are the Experts” Answers:

➢Table #1

➢Table #2

➢Table #3

➢Table #4

➢Table #5

➢Table #6

BONUS QUESTION


