Student Employee Supervisor
Training

OCSE Committee 2009




Overview

» Background

 Learning Outcomes/Position Descriptions

» Recruiting Students
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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

o 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)

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



Learning Outcomes/ Position
Descriptions




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

s 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
s Learning Outcomes



On-Campus Student Employment Position Description and Learning
Outcomes

Student Worker Position Title:
Supervisors MName:
Supervisors Departrment:

Does this position supervise other students? Yes [T Mo

Complete this section when the student s hired:

Student Worker Mame:

Dates of Work: Frormm: To:
ey ey

Rate of Pay per hwour:

{ B ricefiy summarize what the stuwdent will dol

{List the essential job functions }
Essential Job Functions:

fList tasks regularly performed but are non-essential to the core position}
Additional Job Functions:

fList gualifications the candidates will b2 judesed on for the position to e Filled}
Chualifications:




Southern Oregon University- Job Position Learmning Outcomes

Basedon the essential job fumnctions and the additiomnal job functions select the applicable skills
arnd abilities undder each Learming COutcome area. These skills will =ither develop or enhbamnoe thee
student's employvability and will be tied to job duties associated with the position. (Go to:

soucedu/studentemployment/departcments forseleprmout for a detailed description of learmimg

ouUDCormes )

Check Applicable Learming Outcormes
Skills amnd Abilities

Timme fManagementOrganizational Skills
- Ability to pricoritize tasks
- Ability to fimish tasks amnd assigniments om Time

- Viiell organized
- U=es rime efficiently
Technical Skills
- Has amunderstandinzg of basic computer skill miecessary

Tto perform duties

- Understamnds how to use 50U Portal, Groupwise or other
technology tools To positively impact the work
EeXperiemce

- nderstamnd the use of the followine techmolosy

Professicomalism and Leadership Deweloprnmerst
- Demonstrates effective problem solvine skills
- Stromz amalytical skills
- Ability oo amnalyze data and situations and apply amalysis
appropriately
- Ability to make sound decisions with a desree of
irdepervlervee
- Take the initiative to proacrively resolwe issues amnd
prolems
- Ackmow ledoses miistakes withhout Elamine others
Custormer Service
- Anticipates CUusTtormers neaeds
- Polite amnd courtecuws o CUustomers
- Respomnds imn a timely manner to cuastormerrs
- U=ses effective listening =skills with customerrs
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Learming Outcomes

Ethical Stamndards

- Ability to mMmake decisions based on ethical stamndards
- Auocts imlime with core wvalwes

- Respect and uphold confidentiality

WSork Etxkuic

- Takes initiative to understand reguired work
assignments

- Work is accurate and of high guality

Work i=s completed on Timme

Demonstrates reliability with attemndance amnd
pPuanctality

Detail oriented

Showes enmthiasiasrm

Adaptabble amd flexible

- Followes established policies, processes amnd practices
Tearm Whark

- WViiorks weell wwith others

- Resolwes conflicts successTully

- Is cooperative

Commmumnidcation Skills

- Vi ritten communication is free of errors

- W ritten communication style is adapted for the
audience

- Werbal communiicationis professiomnal

- Werbal communnication is adapted for the audiemnce
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Supervisor Sigmnatures Cvate
Student Employves Signature Cate
Student Employes Rame [Flease print clearlyl Student 1D

Please submit thi=s form to Payroll omnce completed and sizmned. Retsin a copy for futwre ewvalustiom.



Eifectively Recruiting
Students



 Posting Position in SOU CareerLink

» Collecting Resumes/Applications
- Interviewing Candidates

- Making an Offer/Notifying Applicants



After a Student is Hired



 Payroll Forms
- Student On-line Training

« Conduct Department Student Training



LISTS OF ACCEPTABLE DDOCUMENTS

All documenits must be nnexpired

LIST A LISTE LIST C
Documents that Establizh Both Documents that Eztablizh Documents that Eztablish
Identity and Employment Identity Employment Authorization
Aunthorization (0] 4 AND
1. U5 Passzport or U5 Pazspoart Card 1. Drrver's hicense or ID card issued by 1. Social Security Account Mumber
a State or outlying possession of the card other than one that specifies
Unated States provided 1t contams a on the face that the izsnance of the
photograph or information such as card does not authorize

2. Permanent Resident Card or Alien name, date of birth, gender, height, employvment in the United States
Regmistration Feceipt Card (Form eve color, and address
I-551)

2. Certficaton of Both Abroad
2. ID card issued by federal state or izsued by the Depariment of State

3. Foreign passport that confains a local government agencies or {Form F5-545)
temporary I-551 stamp or temporary entitias, provided it contains a
I-551 pnnted notation en a machine- photograph or information such as
readable mmmigrant visa name, date of birth, gender, height, o .

eve color. and address 3. Certification of Report of Buth
: izsued by the Depariment of State

4. Employment Authorization Document | 3, School ID card with a photograph (Form DS-1350)
that contains a photograph (Form
I-T66) 4. Voter's regiztration card 4. Original or certified copv of birth

ceriificate issued by a State,

2. Im the case of a nonimmigrant alien 5. .5 Military card or draft record county, municipal authonty, or
authorized to work for a specific "-'E"'"m of the Uﬂi“’—d States
emplover moident to statas, a foreign 6. Military dependent’s ID} card beanng an official seal
passport with Form I-%4 or Form
I-94A beanng the same name as the R
passport and containing an 7o U.S. Coast Guard Merchant Mariner 5. Mattve American tribal decument
endorsement of the alien's Card
nonimImlgrant status, 25 long as the i . j
period of endorsement has not yet 8. HMative Amencan tmbal document
expired an.d.r!le m‘npwsed ) _ 9. Driver's license issmed by a Canadian G, U5 Cinzen ID) Card (Form I-197)
employment is not in conflict with .
any restrictions or limitations government authority
1denhified on the form i _ ~

For persons nnder age 18 who 7. Identification Card for Use of
are unable to present a Resident Criren in the TTnited
document listed above: States (Forom I-179)

&. Pazsport from the Federated States of
Micronesia (FSA) or the Republic of
the Marshall Islands (BRMT) with 10. School record or report card 3. Employment authorization
Form I-54 or Form I-944 indicaiing document issued by the
nonimmigrant admission under the 11. Clinic, doctor, or hospital record Department of Homeland Secunity
Compact of Free Association
?;Ei?:ﬂrhl EﬂLn'rEd States and the 12. Dawy-care or nursery school record

NMMustrations of many of these documents appear in Part 8 of the Handbook forr Emplovers (MM-274)
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Supervising and Evaluating
Your Student Employee




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

]

m}

o

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



EStuclent Employment Evaluation

Employesa:

Dates of Evalustion period: From: To:
Paosition: Departmeant:
Supervisor: Title:

The purpose of this svaluation is to 3s=se=ss 3 student’'s work performance and employment experisnce. Students
should be evaluated on the =kill and abilities under each learning outcome area that was indentified in the Position
Description. Check Mot hMet, Metor Excesded bassed on the level of success achieved by the student in eacharsa.
Thiz is 3 prooess that encourages opsn diglogoes betwesn the student, employes and their supsrvisor regarding
their work, work snvironment, training and overall employes experisnoe.

Check Learning Outcomes Mot | Met | Exceeded
Applicable Met

Skills and

Abilities

Time Manage ment/Organizational Skills

- Ability to prioritize tasks
- Ability to finish tasks and assignments on time

- Well organized
- Usestime efficiently
Technical Skills
- Hzs =2n understanding of basic computer skill necessary to
perform duties

- Understands how to use 50U Portal, Groupwise or other
technology tools to positive ly impactthe work experience

- Understand the use of the following technology

Professionalism and Leadership Development
- Oemonstrates effective problem solving skills

- Strong analytical skills

- Ability to analyze dats and situstions and apply analysis
sppropristely

- Ability to made sounds decisionswithadegrese of
independence

- Take the initistive to prosctively resohlve issues and
problems
- Acknowledges mistakeswithout blaming others

Customer Service

- Anticipates customers nesds

- Polite and courteous to CUSLOMErs

- Respondsin atimely mannerto customers
- Useseffective listening skillswith customears
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EEEES Learning Outcomes Mot Met | Exceeded
Applicable % =
Skills and
Abilities
F Ethical Standards
- Ability to make decisions besed on ethical standards || || ||
|| - Actsin line with core walues 1 1 1
|| - Respect and uphold confidentiality || || ||
F Fostering DMwersity/ Community Building
- Respectful ofthose with differentopinions and ideass || || ||
| | - Works to creates an inclusive work environment throush || || ||
sctions and words
o RELLT
- Takes initiative to understand required work asssignmeants | | | | | |
|| - Work is sccurste and of high quality || || ||
|| - Work iscompleted on time | | | | | |
|| - Demoanstrates reliability with sttendance and punctuslity || || ||
|| - Dretail orie nted | | | | | |
|| - Shows enthusissm || || ||
|| - Ada=ptable and flexible | | | | | |
|| - Follows established policies, processes and practices || || ||
I 7= Work
- Works well with others 1 1 1
|| - Resolves conflicts successfully || || ||
1 - Iz cooperastive 1 1 1
F Communication Skills
Written communication is free oferrars [ | [ | [ |
|| Written communication is style is sdapted for the || || ||
sudience
| | Werbal communication is professional 1 1 1
|| Werbal communicationis asdapted for the audience || || ||

Accomplishmeants and Successes:

Aress Meseding Attention:

Supervisor Additional Commeants:



Goals for Next Evaluation Period:
[To be completed for students with jobs that will continue)

|

Additional Comments:

Student Employee Signaturs Date

Supervisor Signsture Date

Signature by employes does not indicate agreement or disagresment with this evsleation, but scknowledges that the
evalustion discussion took place.

PMlease provide stude=nt with a copy and forerard = copy to Payroll.



SOU Student Employee Self-Assessment

This form should be completed by all student employees prior to receiving their performance
evaluation. The purpose of this form is to provide a summary of what you feel were your key
accomplishments and areas for development. It is alsoan opportunity to provide feedback to
your supervisor about how s/he could make your student employment experience maore
effective.

Student Name:l

Dates of Evaluation Period From: Tor

Position:

Department:

Supervisor:
What do feel have been your most outstanding accom plishment during this evaluation period?

During this evaluation period how could you have performed better? |s there anything you
would do differently in the future?

What has been the most valuable aspect of your student employment?
Do you feel you have been provided with sufficient training for this position?

What suggestions do you hawve that would improwe the student work experience?

Additional Comments:



Managing Performeance-
Related [ssues and Concerns



- 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



————
eQuestions?

e Thank Youl



