
Student Employee Supervisor 

Training

OCSE Committee 2009



Overview

• Background  

• Learning Outcomes/Position Descriptions 

• Recruiting Students 

• After a Student is Hired 

• Supervising and Evaluating Student Employees 

• Managing Performance Issues and Concerns

• Questions/Close 



Background 

• Student Development and Employment
(Astin 1993)

▫ Suggested that part-time, on-campus employment has positive effects on student development: higher GPA, 
faster degree completion, and more frequent self –reported cognitive and affective growth

(Van de Water 1996)

▫ Grades tended to improve as students worked more hours per week (up to 20)

▫ Beyond 20 hours per week had a negative relationship on GPA

▫ Students who performed 10-20 hours per week performed better academically than students that worked 
fewer then 10 hours, more than 20 or not at all

(Pascarella & Terenzini, 2005)

▫ On-campus jobs enhance student interest and socializations to help them appreciate the academic 
environment more

▫ Campus departments should be congruent with the institution and be a learning environment

(National Association of Colleges and Employers annual Job Outlook )

▫ Employers rank the importance of skills and qualities (e.g.,  Communication skills, work ethic, teamwork 
skills)

▫ Incorporate into learning outcomes to develop or enhance skills/qualities for future employability





Learning Outcomes

• Time Management/Organizational Skills

• Technical Skills

• Professionalism and Leadership Development

• Customer Service

• Ethical Standards

• Fostering Diversity/Community Building

• Work Ethic

• Team Work

• Communication Skills



Position Description

• What and Why

▫ New  document required to be submitted with 
referral, signed by supervisor and  student 
employee

▫ First step in setting job expectations with student

▫ Includes learning outcomes to guide student’s 
professional development

▫ Provides framework to manage student’s 
performance

▫ Establishes basis for evaluation



Position Description

• Template

▫ Job Summary

▫ Qualifications

▫ Essential Job Functions

▫ Additional Job Functions 

▫ Learning Outcomes











• Posting Position in SOU CareerLink

• Collecting Resumes/Applications 

• Interviewing Candidates

• Making an Offer/Notifying Applicants





• Payroll Forms

• Student On-line Training

• Conduct Department Student Training







Supervising 

• Provide regular on going feedback both positive 
and developmental

• Clarify expectations

• Refer to position description and learning 
outcomes

• Do not delay in dealing with problems



Evaluations

• Benefits

▫ Consistent contact with students

▫ Helps employees improve skills

▫ Provides feedback on achievement of established 
learning outcomes

▫ Get feedback from employees



Evaluations

• Basics
▫ Should happen at least once a year  

▫ Be a sit down meeting

▫ Be a written evaluation that both employee and supervisor 
sign

▫ Address areas that are tied to the position description

▫ Learning outcomes indentified in the position description 
should be evaluated 

▫ List accomplishments as well as areas of improvement













• Ideal Situation

• The following guidelines are suggested for use in 
dealing with an ongoing performance issue:

▫ Step 1 – Immediate Discussion

▫ Step 2 – Verbal Warning

▫ Step 3 – Formal Written Warning

▫ Step 4 – Termination

• Due Process




