y student workers are here,
ow what?
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and Recognizing Student Workers
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esign effective ongoing student

ployee training
upervise effectively
andle difficult situations
otivate student workers

elp your student workers be
successful in their future careers




ident Employee O

provide orientatior
Give students “need to know” information
Set up expectations

‘Start a process so all new students obtain the
same information—nothing gets left out

Allow students to get to know you and possibly
other staff and student workers

Give students the basics about what services
your office provides

— Get to know students and how they fit with the
functions in your office

office needs

tablish your outcomes for orientation—
at do you need students to know after
IS session?

opic Ideas

Housekeeping: payroll paperwork and time
sheets, computer/email access and
expectations, using office equipment

Need to know items: severe weather policies,
calling in sick, emergency contacts

— Getting to know the staff and office mission and
function: introductions, tour of facility




expectations

What the student can expect from their
supervisor and staff

‘What the supervisor and staff expect from
student employees

Rules (dress, breaks, calling in sick, asking for
time off)
dake It Fun: icebreakers, teambuilding,
snacks, themes, small prize upon
ompleting training or training activity

el valuable? Job shadowing,
petitive tasks, projects?

)evelop an ongoing training checklist
nd introduce it at orientation. Some
ems might include short individual
eeting with all staff or selected staff,
ohone training, obtaining key card
access, etc.




00 much information or a training
at is too long can be counter-
roductive

se trial and error—you can always
prove for next time!

Y////4

probably won’'t be able to train students on
rything they need to know in one orientation
ssion

ross training can be effective for staffing
ctuations

S you get to know students and their skills and
terests better, they may be able to help you in

ifferent ways
Ihere may be new functions, policies, technology,

Or equipment they need to know about

2rofessional development is for students too:
omputer training, diversity, customer service.




an simply be job shadowing or could be
pical training sessions or even online
aining

tudents work well with daily duties
hecklists. Develop them for job

nctions—or have your current student
yvorkers develop them. Works well with
ross-training

aining if possible

tudents need different levels of
aining and guidance. Be flexible,
heck in, and ask what they need.




| eed from your supervisor?

1mediate feedback is most effective
liver sensitive feedback in private
rovide challenge AND support

ncourage students to feel like part of
e team

show them that they won'’t be asked
0 do anything you wouldn’t do




0 know the student as a person.
advocate and a mentor—that’s one
ason why it is so beneficial for students
‘work on campus

eep a file on each student and document
e positive things they do and areas for
provement

emember their skills and interests. Is
here a project or job function that fits? Are
here resume-building duties or projects?

Ju can develop a form as a guide,

ut deliver the evaluation in a private
eeting

llow students to provide feedback on
eir experience in your office as well




2 sure they have time and resources
) do the work

onitor to make sure the job is
nderway and being done correctly

’rovide feedback
Provide thanks for doing the job

1 Supervisor Training Information-Columbia Basin College
/jobs.cbc2.org/superhb.html

jestions on hano

ink developmentally. What can the
udent learn from this for his or her

sive the problem to the student to
olve

onsequences of ignoring problems
now about campus resources




blem Solving

ore you even talk to the employee,
nsider some possible, acceptable
)lutions.

eet with the employee.

resent the problem to the employee in as
ear a way as possible.

>et the employee’s input.
’ick a mutually agreeable solution.
Set a commitment from the employee.

m Supervisor Training Information-Columbia Basin College
)://jobs.cbc2.org/superhb.html

dents at the beginning of employment

ere should be steps and consequences
erbal warning, written warning, etc.)

eliver the news privately and kindly
onsult with your supervisor
now how you’ll handle reference calls




otivate and recognize student
ployees?

Feeling Their Work Is Important

le their work in your office with their future
areer

reate a team atmosphere

ake them feel comfortable and at home

— Work stations, place to put coats, back packs, a
drawer that is their own
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tificates of appreciation or recognition
rty at the end of the year.

ave a bulletin board with pictures of the
udents and names. Add “kudos” to the
oard.

ave a process for giving returning or
leserving students raises.

Ask them for suggestions on office issues
and recognize the student when a
suggestion or solution is used.

cription/job opening for if for a specific

ou’ve kept a file, you’ll have things to
clude

ake it truthful and specific
ay want to make it a policy to write one
or every student upon graduation

Ips- http://www.mnsu.edu/cdc/faculty-
Staff/recommendation.html
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)sition description/job opening for if
r a specific job

IS okay to say no if you wouldn’t be
ble to provide a positive reference

ou can say to a caller that you aren’t
comfortable providing an answer to
ertain questions

person about whom the reference will be
en. If you are unaware that the job applicant
S named you as a reference, ask the
ospective employer for verification that the
dividual has given consent for the reference.

iscuss the type of reference that you will provide
yith the person who asks you to be a reference.

“to whom it may concern" reference letters are
equested, document that this is the type of
eference requested and that the student or job
applicant takes responsibility for disseminating the
etters to the proper persons.
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dent or job applicant. D|rect the
ponse to the particular person who

quested the information.
elate references to the specific position
r which the person applied and to the
vork that the applicant will perform.

formal lunch discussions or "off the
ecord" telephone conversations with
orospective employers regarding a
oerson's performance should be avoided.
here is no such thing as "off the record."

er ,
nal knowledge/ observatlon of the person
ough direct contact with the person or obtained

m the person's personnel record or student
ord.
oid giving personal opinions or feelings. If you

ake subjective statements or give opinions
ecause they are requested, clearly identify them

S opinions and not as fact. If you give an opinion
xplain the incident or circumstances on which

ou base the opinion.
Jon't guess or speculate-if someone asks you

juestions regarding personal characteristics about
hich you have no knowledge, state that you have

0 knowledge.
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vided at the request of (name of student or
plicant), who has asked me to serve as a
ference.” Statements such as these give
stification for the communication and leave no
oubt that the information was not given to hurt a
erson's reputation.

0 not include information that might indicate an
dividual's race, color, religion, national origin,
ge, disability, citizenship status, sex (unless by
e individual's name it is obvious), or marital
status. Do not base an opinion of performance on
stereotypes about an individuals.

Document all information you release.

m NACEWERB tips for providing references
:/[/lwww.naceweb.org/public/reftips.htm

ifer Guyer-Wood

eer Development Center

nifer.quyer-wood@mnsu.edu
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