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Introduction

The Shippensburg University Institute for Municipal Secretaries, Clerks and Administrators is a
professional educational program for administrative secretaries, clerks and administrators in the public sector. Its
purpose is twofold; first to improve the managerial, technical and interpersonal skills of the municipal staff and
secondly to help improve the efficiency and effectiveness of local governments.

The Institute, which began in 1984, was designed and jointly sponsored by Shippensburg University of
Pennsylvania, Institute for Public Service and the Pennsylvania Local Governmental Secretaries Association. The
program continues to be supported by the Department of Community and Economic Development through the
Governor’s Center for Local Government Services and training services offered by the Pennsylvania State
Association of Boroughs and the Pennsylvania State Association of Township Supervisors.

The Institute curriculum consists of 100 hours of course work in professional development, financial
management, administration of human resources, community development, intergovernmental relations and
personal development. Each year, the Institute schedules a variety of courses that participants may select from to
fit their professional needs. Participants completing the program will receive a Certificate of Completion from
Shippensburg University Institute for Public Service.

Pennsylvania Local Governmental Secretaries Association (PLGSA) — Certification: The purpose of
the PLGSA certification program is to promote the highest standards in the administration of local government
now and in the future through the development of a program for the preparation, induction and continuing
professional development of municipal secretaries, clerks and administrators. Institute graduates receive credit 60
hours of course work toward the educational requirements of the Pennsylvania Local Government Secretaries
Association’s “Certified Government Secretary” (CGS) program. Additional Information about the CGS program
can be obtained from, Mary Weller, Executive Director, PLGSA, mweller@boroughs.org ; 717-236-9526

Information regarding the Shippensburg Institute program dates and registration is available through
www.ship.edu/imsca or by calling the Institute for Public Service 717-477-1251.
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IMSCA - SUBJECT CATEGORIES

PUBLIC ADMINISTRATION AND
ORGANIZATION

Government

Origins and formation of social and
political systems; History and theory of
government; Comparative government
systems Constitutional government and
representative democracy; Government
organization and functioning; The policy
making and implementation process;
Intergovernmental relations and
operations; Legal premises and foundations
of government

Organization and Management

History of organizations; Models of
contemporary organization; Organization
structure, function and operation; Theories
and models of management and
administration; Leadership styles in public
and private organizations; Policy-making
and implementation in organizations;
Organization development and change
Organizational research
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101 Government

101 A

101B_

101 C

101 D

101 E

101 F

102

102 A
102 B
102C
102D
102 E

102 F
102 G
102 H
1021
102]
102 K
102L

Intergovernmental Cooperation

SU or Other

Sharing Services in the Public Sector

Local & State Government Relations

(Field trip to state capitol and meeting
with Legislators)
Regionalization of Local Government

Services/ Boundary Changes
Origins and History of PA Local

Government Units

Roles and Responsibilities of Key Positions
in Pa Local Government

Organization and Management

Recruiting and Retaining Employees
Developing an Employee Handbook

Job/Position Descriptions

Personnel Management & Human Relations

Developing Employee Compensation Systems

and Incentive Programs
Management Theory & Practice

Managing Organizational Change

Managing and Valuing a Diverse Workforce

Quality Management in Local Government

Pension Planning/Benefits Planning

Employment Law

Union Negotiations/Arbitrations




IMSCA - SUBJECT CATEGORIES

Public Organizations

History of public organizations; Structure
and functions of contemporary public
organizations; Intergovernmental and
regional organization forms and functions;
Principles of organization and
administration; Public sector
organizational and administrative research

Meeting Administration

Conducting municipal and committee
meetings; Establishment of meeting rules
and procedures; Parliamentary procedure;
Open meeting and sunshine law

The Municipal SecretaryClerk Profession

History of the Municipal Clerk and Secretary
profession; Elements of professionalism for
Clerks; The Clerk as a municipal manager and
team member ; relations with elected and
appointed officials and manager - Council-
administration relations - Municipal Clerk
involvement in State and Federal legislative
processes
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103 Public Organizations

103 A Regionalizing Municipal Police Services

SU or Other

103 B Administering Police Services for
Small Communities
103 C Working with You Volunteer Fire Companies

103 D Working with Emergency Service Organizations
103 E Working with Appointed Boards and Commissions

103 F Public/Private partnerships

103 G Developing Community Foundations

104 Meeting Administration

104 A Managing Effective & Efficient Meetings

104 B Parliamentary Procedures: A meeting Management
Tool
104 C Open Meeting Requirements

AiThe Sunshine Lawo
104 D Advanced Parliamentary Procedures

105 The Municipal Secretary/Clerk Profession

105 A Secretaries Desktop Referenciklanual

105 B Specialized Training for Municipal Secretaries

105 C The Professional Municipal Secretary

105 D The Municipal Secretary Relations with

Elected and appointed Officials
105 E Municipal Secretaries Panel Discussion




IMSCA - SUBJECT CATEGORIES

Revenueand Fiscal Management

Principles and practices of financing local
governments; Nature, sources and varieties of
municipal revenue; Regional approaches to
municipal financing; Financial analysis and
fiscal management; Analyzing current and
future revenues

Budgeting and Accounting

Local government budgeting procedures;
Fundamentals of local government budgeting
and accounting; The politics of the budgeting
process; Preparing small and large municipal
budgets; Anticipating and managing budget
shortfalls ;Municipal accounting principles
and practices; Billings, collections and
employee expense reports; Payroll
administration; Government auditing
regulations and practices
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106 Revenue and Fiscal Management

106 A Municipal Financial Analysis

SU or Other

106 B Bidding Purchasing, Leasing and Contracting

106 C Risk Management & Insurance
106 D Developing & Financing Municipal Projects

106 E The Role of the Secretary in Tax

Administration
106 F Grant Writing & Administration

106 G Community Fund Raising for Municipal Groups

106 H Liquid Fuels Administration

107 Budget and Accounting

107 A Developing Your Municipal Budget

107 B Bookkeeping and Accounting Basics

107 C Payroll & Benefits Administration
107 D Preparing for an Audit

107 E Program Performance and Cost Benefit

Analysis
107 F RESERVED




IMSCA - SUBJECT CATEGORIES

Local Government Law

History and principles of municipal law
and administrative and municipal codes;
overview of federal, state and local laws;
Administrative law, Federal, state and local
judicial systems and responsibilities

Technolagy in the Administrative office

Introduction to office technology and
automation; Review and description of
current technology in the municipal
offices; Interactive data bases - Automated
document management - Internet, the
WWW and Intranet communications;
Software packages - Computer laboratory
training - Electronic marketing and
commerce
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108

108 A
108 B

108 C
108 D
108 E

108 F
108 G

108 H Municipal Litigation Issues

109

109 A
109 B
109 C
109 D

109 E

109 F
109 G

109 H

General Law

Legislative Update

SU or Other

Land Use/Community Planning/Community

Visioning The Municipalities Planning Code
Administering Subdivision & Land Development

Ordinances
Environmental Laws and Impact on Local

Government
The Building Code and Codes Enforcement

Municipal Codes

Municipal and District Justice relations

Technology in the Administrative office

Quick Books Basics

Quick Books Intermediate

Computer Applications in Local Government

Web Page Development; Developing an

Interactive Web Page
Assessing Computer Needs for

Financial Management
Electronic Filing Processes (State/Federal)

The Internet: A Resource and Tool for

Local Governments
Geographic Information Systems in

Municipalities



IMSCA - SUBJECT CATEGORIES

Records Management

Basic elements of a records management
program; Freedom of information and open
records policies Records privacy and security
issues; Archival management; Electronic
records management and preservation

Agendas and Minutes

Developing meeting agendas; Recording and
processing official minutes; Action minutes
Consent agendas; Developing ordinances and
resolutions
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110 Records Management

110 A Establishing a Records Management Program

for Your Municipality
110 B Technology and Electronic Record Keeping

110 C Electronic Records; Security, Privacy &

Public Access
110 D State Archives and Records Management

110 E RESERVED

111 Agendas and Minutes

I111A Devel oping Meeting Agendads and

Writing Minutes

111 B Developing Ordinances and Resolutions
111 C RESERVED

111 D RESERVED




IMSCA - SUBJECT CATEGORIES

SOCIAL AND INTERPERSONAL
TOPICS

Personal and Group Behavior

Personality and behavior theory; Group
dynamics; Problem analysis, action
planning and decision-making;
Understanding and managing conflict;
Power and influence in organizations;

Communications

Introduction to principles of human
communications; Interpersonal and
organizational communication; Verbal and
non-verbal communications; Management
team communication; Public speaking and
oral presentation skills; Business writing
principles; Communication skills
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201Personal and Group Behavior

201 A
201 B
201 C
201D
201 E

201 F
201G
201 H
2011
201J
201 K

202

202 A
202 B
202 C
202D
202 E

202 F
202G

Understanding and Managing Conflict

SU or Other

Dealing with the Angry Public

Team Building
Working With Volunteers

Secretary/Manager and Board &

Council Relations
Cultural Awareness in Your Community

Use of Collaboration in Problem Solving

Stress and Time Management

Psychology of Government and Politics

Political Makeup of PA Local Government

Effective Governing

Communications

You Can Speak: Improve Your

Communication and Life Skills

Making Effective Presentations

Public Relations/Citizens Communication

Public Relations / Dealing with the
Media
Municipal Newsletters

The Written Word: Business Writing Principles

Citizen Participation Using the Internet



IMSCA - SUBJECT CATEGORIES

Public and Personal Ethis Issues

Introduction to ethics, moral and values-
Values, beliefs and behavior - Personal
ethics as a public official and manager -
Building trust in government - Typical
ethical problems facing local government
officials - Legal guides to ethical behavior
at work - Sexual harassment law and
behavior

ELECTIVES

302 Other

Topics of current relevance for Pennsylvania
Local Governments including economic
development, historic preservation, public
safety, emergency preparedness, infrastructure
and environmental issues

Updated
3.19.08
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203

203 A
203 B

203 C
203D

203 E

302

302 A
302 B
302C

302D
302E
302 F
302G
302 H

3021

Public and Personal Ethcs Issues

Personal Ethics as a Public Official

SU or Other

Legal Guides to Ethical Behavior

APennsyl vania Ethics Lawo

Introduction to Ethics

Policies and Procedures of the

PA Ethics Commission
Harassment in the Workplace

Other

IIMC Certification Orientation

Understanding Your Local Economy

Local Governments Role in Economic

Development
Revitalizing Your Community for

Economic Development
Historic Preservation

Infrastructure Management

Developing a Tool Box for Economic Development

Protecting Your Communities Resources; Source

Water Protection
Disaster Management




