








P.O. Manager Responsible for 
IISmoo th Mailing" 

Why fight the lines and traffic at 
the downtown post office? The next 
time you need to buy stamps or mail a 
letter why not take a walk up the hill 
to the post office located in the Garrett 
Conference Center? Not only is it 
more convenient, but you're likely to 
get a smile and friendly word from 
Emily Kitchens, post office manager. 

Emily begins her day at 7:00 a.m. 
when the campus mail is delivered 
from downtown. The mail is sorted 
among 124 different departments 
within the University. By B:30, she is 
ready to open the window for busi­
ness. In addition to overseeing the 
sorting, Emily is responsible for buying 
postage, distributing inter-campus 
mail, and seeing that outgoing mail is 
delivered downtown in the afternoon. 

Mrs. Kitchens heads a team of 8 
part-time students and one full-time 
employee. She obviously has a good 
rapport with her students, and this is 
reflected in the job they do. "I get very 
close to them," Emily says, "I like to 
see them graduate, but at the same 
time I hate to see them leave." She 
adds that unless there is a class 
schedule conflict. most of her workers 
that begin as freshmen stay on until 
they graduate. 

Emily began working for Western 
as a postal clerk July 14,1970. She 
was promoted to post office manager 
in 1977. "I enjoy my work very much, 
I've never been disappointed in taking 
a job here." 

Mrs. Kitchens is married to Thomas 
Kitchens. They have two sons; Jeff, 
22, and Tommy, 30, who live in 
Bowling Green. She also has a two 

year old granddaughter, Kachelle, who 
"keeps her very busy." 

Emily is a charter member of the 
American Business Women Asso­
ciation. in which she has served as 
president, treasurer, and correspon­
dence secretary. She is also active in 
her church and enjoys such activities 
as antique refinishing and sewing. 

But her greatest assets are her 
dedication to the job and pleasant 
personality. Carl Kell, speech com­
munication professor, sums it up 
when he says, " Emily Kitchens is a 
delightful lady." 

Mrs. Emily Kitchens, post office manager, offers 
friendly and efficient service. 

Convenient 

Postal Services Available 
One of the auxiliary services as­

signed to the Department of Personnel 
·Services is the University's Postal 
Services. 

The College Heights Post Office, 
located on the lobby level of the 
Garrett Conference Center, is a con­
tract station of the U.S. Post Office. 
The post office is open during the 
regular fall and spring terms from 
8:30 a.m. to 4:00 p.m., Monday 
through Friday. During the summer 
or holiday periods, special schedules 
are followed as announced to depart­
ments. The College Heights Post 
Office offers the same services as 
any other United States Post Office 
(stamps, money orders, insured and 
registered mail, c.o.d., and special 
deliveries). Faculty and staff members 

may rent private mail boxes at the 
C.H. Post Office or may use the 
campus mail service which is provided 
for each department. 

Personnel Promotions 

The University provides a courier 
service to aid in the internal adminis­
trative efficiency of the University. 
This service, which provides for the 
delivery of written communications 
that pertain to official University 
business, may be used only by mem­
bers of the University faculty and 
staff, the Associated Students organi­
zation, and other organizations bud­
geted by the University. The author­
ized users should conspicuous ly indi­
cate on the outer envelope both the 
originating office and the name ofthe 
individual sender. Outgoing official 
University mail is processed through 
the campus mail room located on the 
ground floor of the Administration 
Building. 

Any questions regarding the opera­
tion of the College Heights Post Office 
or the University's courier service 
may be addressed to Emily Kitchens 
at 3093. Questions regarding postage 
matters for official University mail 
may be addressed to Winnie Palmer 
at 2244 or Mike Dale at 2071. 

Promotion to Promotion from 
Name Date Department Job Title Job Title 
Lonice Goodbread 12181 Physical Plant Air Conditioning Air Conditioning 

Technician Helper II Technician Helper I 
Margaret Key 12 / 81 Physical Plant Building Services Building Services 

Attendant (Special) Attendant 
Ruby Meador 1182 Allied Health Department Head Assistant Professor 



Allied Health 
Announces 

Department Head 

Service Anniversaries 

Mrs. Ruby F. Meador has been 
promoted to the position of depart­
ment head in Allied Health. She 
replaces Dr. A. F. Godby who retired 
in December, 1981 . Mrs. Meador 
began her career at Western as a 
Dental Hygiene instructor in August, 
1976. She completed a master of 
science degree in health in 1978 and 
was promoted to assistant professor 
in August. 1979. 

Mrs. Meador is currently complet ing 
a doctorate degree in administration 
in higher education at Vanderbilt 
University. In addition to her new 
duties as department head, Mrs. 
Meador plans on teaching several 
classes this semester. 

Mrs. Meador has served as the 
delegate representative of Kentucky 
to the American Dental Hygienists' 
Association as well as being past 
president of the Kentucky Dental 
Hygienists ' Association. She resides 
in Scottsville with her husband, Frank 
Meador. They have one son, Steven, 
and a granddaughter, Stephanie 
Danielle. 
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The Personnel File would like to 
recognize the following Western 
employees who recently celebrated 
service anniversaries: 

20 Years 
Buddy A, Childress-In his 20 

years at Western, Mr. Childress has 
managed the print shop, the sundries 
and souvenir shop, the bookstore in 
Cherry Hall , and has served as pur­
chasing director. He is currently the 
director of University Stores and the 
manager of the Bookstore. 

16 Years 
Mary Belle Chandler-Mrs . 

Chandler has worked in the Personnel 
Office as both a payroll clerk and 
chief payroll clerk. She was appointed 
to the newly-formed staff assistant 
position in 1974. 

William C . Dodds, Jr.-Mr. Dodds 
joined the University in 1967 as an 
air conditioning technician. He was 
promoted to electrical and air condi­
tioning supervisor in 1969. 

Charles Lowery-Mr. Lowery 
works in the Physical Plant as a 
senior electrician. He was promoted 
to his present position in 1981. 

JosephW. Mayes-Mr. Mayes also 
works in the Physical Plant and holds 
the position of groundskeeper. 

Employment Activities 
During the period October 1, 1981 , to December 31, 1981, 301 persons 

applied for employment at Western Kentucky University. 19 of these persons 
(6 .3%) were offered employment during this period. The breakdown of 
applications by occupational category is as follows: 

EEO Occupational Category Number of Applicants 
Executive, Administrative and Managerial 28 
Faculty 9 
Professional Nonfaculty 57 
Secretarial / Clerical 56 
Technical / Paraprofessional 4 
Skilled Trades 83 
Service/ Maintenance 64 

301 

The number of full-time employees has continued to decrease slightly. 
During the period October I , 1981, to December 31, 1981, the number of 
full -time employees has been reduced from 1523 to 151 1. 

10 Years 
Wayne J. Ashley-Dr. Ashley 

joined the University in 1972 as an 
assistant professor of Counselor Ed­
ucation in the Center for Career and 
Vocational Teacher Education. He has 
served as director of occupational 
guidance activities and was promoted 
to associate professor of Educational 
Leadership in 1977. 

Willie O. Carter, Jr.-Mr. Carter 
initially held the position of junior 
buyer in the Purchasing Department 
when he joined Western in 1972. He 
was appointed to chief buyer in 1974 
and was promoted to assistant to the 
director of Purchasing in 1977. 

David Gordon-Mr. Gordon was 
originally employed by Western as a 
staff assistant in the Downing Univer­
sity Center. He was transferred to the 
Garrett Conference Center as director 
in 1978 and was reassigned to the 
position of staff assistant in the Office 
of Continuing Education in 1980. 

IIEmployee 
Motivation' , 

Course Offered 
What makes you push to do your 

best? What makes others push to do 
their best for you? The answers to 
these questions will be the focus of 
the first new course offering of the 
employee training and development 
program, entitled "~mployee Motiva­
tion", facilitat~d by Juanita Hire and 
Virginia Mutchler of the College of 
Education. Participants will explore 
motivation for individuals and groups, 
developing skills to increase effec­
tiveness. 

The non-credit course is offered 
free of charge to all employees in two 
consecutive one-hour Thursday 
sessions on February 25 and March 
4from 3:30t04:30 p.m. All interested 
employees should call Personnel 
Services before Monday, February 
22, to allow for instructor planning. 
Class size will be limited to 25 on a 
first come-first serve basis. 



Group Life Insurance Offered 
An important part of Western's 

benefits program is the group life 
insurance. The purpose of the plan is 
to provide the regular. full -time em­
ployees of Western Kentucky Univer­
sitya high level of life and accidental 
death a nd dismemberment protection 
at a low premium cost by means of a 
two-part arrangement. Part one. a 

basic amount of $10.000 is given by 
the University to all employees in this 
classification . Part two. such employ­
ees also have the option of purchasing 
an additional amount equivalent to 
their annual salary. rounded to the 
next thousand. e.g .• salary of $12.500 
would result in additional amount of 
$13.000 protection. Rates for this 

Personnel Provides 10 Services 
One of the auxiliary services 

provided by the Department of Per­
sonnel Services is that of preparing 
and/ or validating faculty/ staff and 
student identification cards. 

The 10 office is in Room 41 in the 
Administration Building. located next 
to the main office for Personnel 
Services. Mrs. Colette Hardy is re­
sponsible for providing the 10 services. 

Each new faculty and staff member 
receives a faculty / staff 10 when 
completing benefit and payroll forms 
in the office of Personnel Services. 

Mrs. Colene Hardy snaps II picture for II student 
identificatton caret 
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The faculty/ staff 10 card is designed 
for use in the University Libraries. 
Business Office (for check cashing). 
College Heights Bookstore (eligible 
for 10% discount). and recreational 
facilities. 

Full-time students receive student 
10 cards with pictures. These full­
time student 10 cards are permanent 
cards which are validated during the 
registration fee payment periods. For 
example. Personnel Services was set 
up in Diddle Arena on January 11 
and in the Garrett Conference Center 
on January 25-29 providing 10 
services to University students. 

Part-time students receive a part­
time 10 card which does not include a 
picture. These cards can also be 
validated each semester. 

From time to time (usually during 
the summer). other groups who are 
on campus for an extended period of 
time are provided 10 cards to allow 
them the use of University facilities. 

If a student loses a student 10 card. 
a full-time 10 card may be replaced 
for $3 and a part-time 10 card may be 
replaced for $1 . Sometimes. students 
will lose their wallets along with 
their 10 cards. When this happens. 
we require a memo from a faculty or 
staff member using University statio­
nery identifying the student. You 
might be asked to assist a student in 
such a case. 

Should you have any questions 
regarding the 10 operation within the 
Department of Personnel Services. 
please contact Colette Hardy or Mike 
Dale at 2071. 

coverage are established according 
to age brackets as follows: through 
age 29. $.20 per thousand per month: 
age 30 through 39. $ .30 per thousand; 
age 40 through 49. $ .40 per thousand; 
age 50 and above. $.50 per thousand. 
Salary raises which result in increased 
level to another thousand mark and 
birthdays which pass individuals into 
a higher age bracket will automatically 
be adjusted. 

Those who did not exercise their 
option to purchase the additional 
insurance at the time of their employ­
ment may make application for ap­
proval by the insurance company if 
they later wish to enroll . The company 
may require that satisfactory evidence 
of insurability be submitted before 
this insurance is issued. 

This insurance is term life insur­
ance. which is payable in the event of 
the insured 's death from natural 
causes . The accidental death and 
dismemberment insurance coverage 
is payable in the event of the insured's 
death by accidental means. The 
dismemberment clause pays sched­
uled amounts for loss of sight and/ or 
hands and feet. 

When you terminate your employ­
ment. or when you retire. your group 
insurance protection will cease. How­
ever, a conversion privilege provides 
that within 30 days after separation 
from Western. by applying to the 
insurance company, you may convert 
all or part of your insurance to a plan 
offered by the insurer. Premium rates 
would be based on the usual factors. 
such as age. and your real advantage 
is that you have already been accepted 
as insurable by the company. 

For more detailed information 
please contact: Mrs. Bettie Flener. 
Department of Personnel Services 
(745-2071 ). 

* * * 
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